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What is INVIEW™?

INVIEW™ is a meter reporting tool that will enable you to access postage
expenditure data. It comes as standard on most Smart Meters from Pitney
Bowes.

The data is collected at least once a month by a data upload, prompted by
your meter. This data is stored for 25 months.

The following document shows you how to access INVIEW™ and how to get
the information you require.

How to access INVIEW ™?
1. Visit www.pitneybowes.co.uk
a. Click on Sign In

Support |

Mailing ~  Shipping ~ chf'n".?é'm ~ O | Buysuppies | signin L/

Introducing SendPro®

Our latest sending solution lets you choose
the right sending option, every time.
Compare service options, print labels, track
parcels and manage expenses — all right
from your desktop..

Learn More

b. Enter your email address and password

Support i

pitney bowes Mailing v Shipping v &f,',‘,’,;"':'me S‘Qﬂgf; O | BuySupplies | Signin s

mail or Username

Johnsmith@anycompany.com - ‘

Forgot your password?

.......... s

SNEMIED

SIGN IN

Remember me

Not a registered user? Sign up now

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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i. If you have not registered for YourAccount C|ICk Sign up now
and follow the steps

Support 23

-
Shipping ~  Erommerce ¥ § 9] [W'I‘SW"‘-‘F | signin LJ

Create Your Profile

Provide the faol lowing information to 3ccess your account management tools and
resources,

Email Address
Confirm Email Addness

Recount Number i)

X
Wi can get your Account Number by finding it at the top of your Pitrey Bowes invoice

i . 101
pitney bowes ({3 e e P_zfm
Supply Line bovolce

Vow Account No. BOS0OD00
UNIT § TRIGENT PLACE MOBGUITO WAT

MATFMILD BUSINESS FARK Cuniomer Order Details

PITMEY BOWES LTD

Lizarn other warys 1o locate your Acoount Number View Suppoit

c. Click on INVIEW-Total Meter Reporting ‘Launch >’

Hi, The Mailing Expert
Your Apps

SendPro™

Enroll to print Royal Mad and Parcelforce parcel labels and make the most of your shipping: Track Shipments

Your Financials Previously Ordered Products

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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INVIEW™ Overview

85 PitneyBowes | Total Meter Reporting search (>

Support

Welcome to Total Meter Reporting

Get started by choosing a report type

CITEIT Tl Display postal class, volume and postage value
sl hy month for the meters you select

Meter Reports Display meter status, usage activity, refills and
balance of funds

IYEITILTE  Display meter accounts and detailed activity by
postal class, volume, and postage value for the
meters and date range you select

Reports A list of your most important or frequent
i reports organised for fast access

[] Dontshow this again

On opening INVIEW™ you are present with 4 report options
1. Postage Reports
e Postage Reports provide calendar month summary of Royal Mail postage
services used.
e This is available for all Smart Meters.
e It is updated monthly following the Data Capture upload.
2. Meter Reports
e Meter Reports are reports of volumes and postage by meter.
e This is available to all meters linked to Postage By Phone/Purchase
Power.
e This is updated on connects to Postage By Phone.
3. Account Reports
e Account Reports are reports of activity by Accounts or Departments.
e Activity can be analysed down to daily level.
e Account Reports are available on the following meters:
o  Connect+/SendPro
o  DM400-DM1000 (1D20 Meters) with Budget Manager or Meternet
o DM300C/M-DM475C/M as standard installed since Oct 12

o  DM300C/M-DM475C/M placed installed Budget Manager prior to Oct 12
o  DM110i, DM160i, Dm220i, DM60
e ltis not available on:
o DM50/55
o DM100 Series
o DM160
o  DM300C-DM475C without Budget Manager installed prior to Oct 12
o  DM400-DM1000 (1D20 Meters) with Budget Manager or Meternet

e This is can be updated immediately by completing a data upload on the
meter or when Data Capture uploads are completed.
4. My Reports

e This is all saved bespoke reports.

Click on any of these to progress.

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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Report Building Screens

The report building screens are the same for the Postage, Meter and Account
Reports. Some of the field options may vary, i.e., on Postage Reports the date
fields are in months only whereas Account Reports can be select by individual
days.

Tabs
The tabs are how you would move between the various reporting options or
access Preferences.

gl o: i
q—’_ﬁ PltneyBOWes Total Meter Reporting Search o
Postage Reports Meter Reporis Account Reports My Reports Preferences Support
1 1
Choose Report: Choose Meters: Al Meters (10) selected editivigw Choose Time Period:
Postage Summary [+] Lasthon [0 = to ser -
G enaric Postal Categary Sive Setting
Postage Summary Report ZI\ Weter data incomplete for 6 Meter(s) Flthis v [ Expottto.. v jo Print 7 Help

Mail by Class — Usage by Mnnth =
; 2012 Postage Bl tember 2012 to September 2012 Postage (£
@rie chart OBar Chart OTable (&Bar Chart OTable
Sscond Class (Lster) Morithly Aversge £909.340 Tolsl £808.340
B91% First Class {Large Lefier)
4.25% £1,000.000
Sacond Class (Large Letir)
18% £800.000
Miscsllsneous Payments
174% & £500.000
Recorded/Signed {Fee) Tsic g
1.15% & £400000
Cthers
First Class {Lafer) 081% £200.000
80776 Recarded/Signed (Fee) 15l class lar
0.6 £0.000
SEP2012
Month

Options Ribbon
This is where you will set the rules and parameters for your report and have
the ability save reports.

gl n: i

ﬂ+F PItneyBOWES Total Meter Reporting Search °
Postage Reports Meter Reporis Account Reports My Reports Preferences Support

Choose Report: Choose Meters: Al Meters (10) selected editiview Choose Time Period:

Postage Summary [+ Last Mon [ 2012 10| sep

About this repart

[leensiic Pestal category Sive Setting

E: rtto.. Print ? Helj
Postage Summary Report I\ Weter data incomplete for 6 Meter(s) Fixthis v [ Exportto.. o Print ? Halp

@rie Chart OBar Chart OTable @Bar Chart (OTable

Sacond Class (Leter) Monthly Average £909.340 Total £909.340
B.01% First Class (Large Lsfier)

4.25% £1,000.000
Second Class (Large Lefier)
1.98%

£B00.000
Miscellansous Payment

1.74% & £600 000

Recorded/Signed (Fee) 1ait ﬁ
1.15% & £400000

Cthers
Firsi Class (Leter) 0B1% £200.000
BO.7T% Recorded/Signed (Fee) 1si class lar

0.3% £0.000

SEP-2012
Month

In this area you can select the following options:
e Reports
o Meters
o By Groups
o By Location
o Individual
e Period
Within this section is the Save Setting option appears. Any report saved here will then be
available in My Reports tab.

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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Report Output
This is the output of your report criteria.

Postage Reports Meter Reports Account Reports My Reports

Choose Meters: A&l Meters (10) selected editiview

Choose Report:
Pastage Summary [+

About this eport
[ s eneric Postal tate gory

& Meter(s) Fix this

Summary Report /D meter data

Mail by Class

(&Fie Chart CBar Chart OTable
Second Class {Letier)

Preferences Support

Choose Time Period:
Last Man |14

Save Setting

7 Help

~ [ Exportto...

(@Bar Chart (Takle
Morthly Average £903.340 Total £909.340

Bo1% First G laes (Largs Lstir)
4296 £1,000.000
Second Class (Large Leter)
1.58% £800.000
Miscellaneous Payment
1.74% &  £600.000
Recorded/Signed (Fee) 1sic g
115 & £400000
Othars
Firsi Class (Lster) 081% £200.000
80.77% Recorded/Signed (Fee) 18 class lar
0.3 £0.000
SEP2012
Month
} View Postage Report Criteria
The report output can be in either:
o Postage = Total expenditure
e Pieces = No of items
= PitneyBoweS Total Meter Reporting | search (»]
Meter Reports Account Repo My Reporis Preferences Support

Postage Reports

Choose Report: Choose Meters: Al Meters (10) selected editiview:

Postage Summary [+

About this report
Generic Postal Category

Postage Summary Report £ Weter data incomplete for 6 Meter{s) Fix this

Mail by Class

@pie chart OBar Chart Oagle

Second Class (Leter)

BO1% Firet Class (Large Lefier)
4.265%

Sacond Class (Large Later)
1.98%

Miscellsneous Fayments
174%

Recorded/Signed (Fee) 1sic
110

Others

0a1%

Firs! Class (Latier)
B0.77% Recorded/Signed (Fee) 15 class lar
0.3%%

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913

Choose Time Period:
Last Mon [

o v e

Save Setting

9 Help

v [ Exportto

EBar Chart OTable
Monthly Average £909.340 Totsl £303.340
£1,000.000

£800.000
£600.000

£400.000

Postage

£200.000

£0.000
SEP-2012

Month
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Save and Print

You have the ability to either save or print your reports. This will allow you to
circulate the information as required.

You can save in the following formats:

e (CSV
e Excel
e PDF

Suppedt

anaric Pustal Calegery

Postage Summary Report /% meter o

Usage by Maonth
Sepiembor 201210 Segbember 212

o Gl Cakde
Mantkly Average (909 360 Tomal (900 340
£1,000.000

Fostage
g
g

FRsoorded Gigrad (Fea) 1at 0
e

SER1Z
Manth

Warnings
On occasions there will be a warning. This is represented by a yellow triangle
next to the report name.

This normally occurs when a meter has not upload data within the last month.
It is important to remember that if you have upgraded your meter(s) within the
last 25 months there will be data from your old meter(s) available for analysis
— however INVIEW™ will show a warning as the old meter would not have
connected since it was replaced.

You can deactivate the old meter in Preference (instructions in the Preference
section) to prevent this warning being shown all the time.

[T L Meter Reports | AccountReports | MyReports | Preferences Support
Choose Report: Choose Meters: All Meters (10) selected eit/view Choose Time Period:
Fostage Summary = Last Mon [ to -
Coeneric Postal categary Save Setting
Postage Summary Report |/ meter data i e for 6 Meter(s) is ~ [ Bxgottie.. ~ iy Buint ? Hele

©Pie Chart CBar Chart 7 (@Bar Chart CTable

Second Glasm (Lefer) Morthly Average £309.340  Total £309.340
801% Firs| Clmss (Largs Later)
429 £1,000000
‘Secend Class (Large Later)
1% £800.000
Miscellansous Paymens
174% & £600000
Recarded/Signed (Fee) 18l H
1456 & £400000
Cthers
Firsl Clam (Letlr), 081% £200000
77 Recorded/Signad (Fee) 1s!clas lar
o £0.000

SEP2012
Month

I) View Postage Report Criteria I

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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If you receive a warning and do not know why you have it,
you can access details of the warning by clicking on View Postage

Report Criteria.
This will show the following data:
e Location - site of meter.
Meter name — Meter type and serial number or name allocated in Preferences.
Model — Meter Type.
Serial number.
PBP Account Number — Postage By Phone account number.
Status — this will show if meter is active or inactive (withdrawn, upgraded).
Last Transaction Data — Date of last data upload.
Status Flag — this will identify which meter(s) warning relates to.

w View Postage Report Criteria

Date Range : 01 September 2012 to 30 September 2012
Meter Group : All Meters

You have 10 meters in the selected group

Location | Meter Hame |Model Serial Humber | PbP Account Humber Status| Last transaction |Statu3 Flag|

HARLCWY - 1320 - 5555216 1W20 5595216 75 Active 14 Bugust 2012 &
HARLCAN W23 - 2233102 1W23 2233102 74 Active 03 May 2012
HARLCWY - 123 - 2233107 1W23 2233107 75 Active 08 October 2012
HARLCAA W23 - 2233108 123 2233108 75 Active 10 September 2012 &
HARLCWY W23 - 2233111 1W23 2233111 73 Active 16 July 2012 &
HARLCAN W23 - 2233112 1W23 223312 74 Active 18 September 2012 E
HARLCWY 123 - 2233114 W23 2233114 75 Active 09 October 2012 o
HARLCAY  PR20 - V160006 PR20 T1B0006 75 Active
HARLCWY - PR20-7160014  PR20 160014 75 Active | 30 September 2012

POCOLE | PTZ0-6545455  P720 E545455 13536214 Active 30 September 2012

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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Postage Reports
There are three Postage reports
e Postage Summary
Postage Summary reports gives a simple view of the seven most used postal services
and total of the expenditure or items over the period.

[ Exportto i Frint ? Help

Postage Summary Report /I Meter data incomplete for 6 Meter(s) Fix this

Mail by Class Usage by Month
5 2 Postage [ September 201 mbr 2012 Fostage (54
(®Fie chart OBar Chart OTable (©Bar chart OTable
Second Class (Leter) Marthly &verage £909.340 Totsl £309.340
B91% FirsiClass (Large Letier)
4.25% £1,000,000

Second Class (Large Leter)
1.98% £800.000

Miscellansous Payments

1.74% % £500000
Recorded/Signed (Fes) 1aic %
1.18% &  F400 000
Cihers
First Class (Letler), 081% £200.000
BO77% Recorded/Signed (Fee) 15t class lar
0.3%% £0.000

SEP-2012
Month

e Postage Trend
The Postage Trensd report with provide a trend of the expenditure or items over a period
of time and show monthly averages as well as totals.

Esxport to.. Print 7 Hel
Postage Trend Report £\ Meter data incomplete for 6 Meter(s) Fixthis v By Expottto.. ~ o Bt ¢ Hele

Pieces and Postage by Month

July 2012 to September 2012

2,800 £1,200 000 Summary Totals
2,400 £1.,000.000 Postage Pieces
2,000 £800.000 Manthly Average £1,046.110 2,494
$ 1,600 g Total £3,138.330 7453
00000 3 o ’
a 1,200 F]
w0 £400.000

400 £200.000

£0.000
JuL-zo12 AUG2012 SEP2012
Month

o Postage Class

The Postage Class report will provide a table showing the number of items, total cost and
average cost per item by Postal Class/Format. Whilst it does to actually show the weight
band by Class or format you can identify the weight band by the average price.

If you view this as a detail report it will break it down by location and meter number as
well.

Postage Class Report & Meter data incomplete for 6 Meter(s) Fix this

Pieces and Cost by Class

July 2012 ta 012

O SUmmary @ Details

Class of Mail Location | Meter Hame | Pieces Total Cost | Average D

Costper ||

Piece b

—

Ajrmail Letters (Europe) POOLE P720 - 6345455 3 £2.370 £0.790
Business Mail 12t Class Advanced HARLCWY | 1%420 - 5555216 1 £0.530 £0.530
Business Mail 12t Class Advanced HARLCWY | 10423 - 2233114 9 £3.240 £0.360
Business Mail Advanced HARLCWY | 1%420 - 5555216 1 £0.370 £0.370
Business Mail Advanced HARLCWY | 10423 - 2233107 34 £9.750 £0.250
First Class (Large Letter) HARLCWY | 10423 - 2233107 34 £19.500 £0.500

First Class (Large Letter) HARLCWY | 10423 - 2233107 5 £3.600 £0.720 D

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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Meter Reports

There are four Meter Reports

e Meter Summary

This report shows by each individual meter either the items or expenditure within the
defined period. It also shows the last transaction (connection) date.

Exportto... Frint 7 Hel
Meter Summary Report & Meter data incomplete for 6 Meter(s) Fixthis ~ D zpoftic ~ i Erint 7 Help

Meter Summary Repnrt

01 ptember 2012 &1l Locations [
(@pieces OPostage

Prew | Mext D

HARLOW -7 Meter(s)

120
1@
140
o120
Mame | Serial Mo. | YWersion | hociel | Reference Code | Lasttransaction | Closed Through 21$
2
TW23 - 2233108 2233108 | 01.01.00  1W23 ERtemier %
0
a
JuLao1z AUG2012 SEP-212
Month
1]
o
1]
- - - w5 D
| Mame | Serial Mo | Wersion | hdocle! | Reference Code | Last transaction | Clased Throuoh | 8. B —
i} |

. Daily Meter Activity
This shows the daily activity (items and expenditure) as a summary across all meters or
as a detailed report showing the activity by location and meter.

Daily Meter Activity Report £\ Meter data incomplete for 6 Meter(s) Fix this

Dally Meter Activity Report £ muter tata insomplete for 8 Motes ) £ e

Mater Activity by uu

@summary O Detsils 1 Saptemier 201

Date RefillRefund | Pieces | Total Cost | Average | Criunmary Eletals
Hiece @ Date | Locmion | Mster  BetNWetund Pieces  lotd | AesrageCostber |

01 September £0.000 o £0.000 £0.000 | =4 ! £ 1 | ewm | Bocy

2012 01 Septemear fHARLON [ 00w o fiti 0000
a2 o

02 September £0.000 f £0.000 £0.000 9 Seplember  HARLOW W - I 0.0 o feiliii] Euliil
2012 ang PENS

03 September £0.000 52 £20.280 £0.389 O Sepinmber | HARLOW W21 - il 1] £ 1 £ n
202 anz HEMA

04 September £0.000 14 £9.560 £0.683 O Seplomber HARLOW  1W23- o AT 6 000
a0z iz p= 0T

] P e [T v man! Al amm et | D

o Meter Balance

The Meter Balance report shows the opening balance, refill and postage used amounts

and the closing balance. This is either by location (summary) or by Meter (detailed).
Meter Balance Report &N Meter data incomplete for § Meter(s) Ficthis

O‘Summary (PDetais

[Location | tame | tart Funds Available | RefilRefund | Postae Use! | End Funds Available

Meter Balance Report A\ Weter data incomplete for 6 Meter(s) Fixthis

HARLOW 11823 - 2233107 G570 £200000 15580 £286.910
HARLCW 123 - 2233108 £442.530 0000 61520 £0ET0

@aunmary Obetsils HARLOW | W23 - 2233112 £,02.010 0000 3450 1,017 560
| Location | Start Funds Available | RefillRefund | Postage Used | End Funds Available |  Her_ow 1123 - 233114 (74570 RS0000 225280 £1,049590
HARLOW 2714260 £1,000000 £39.970 C304280  HARLOW PRID-TIEION4 (0000 E300000 0440 £239 560
POOLE M0 £500000 742290 £92320 POOLE | 720 - 5543455 £3MEID £500.000 £742.290 £52920

Totals £,06610  Totals £3,106.610

e Reference Code
This report will sort data by reference codes, however this functionality is not currently
used in UK.

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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Account Reports

With Account reports you can report up to 3 Account levels within the
reports — account, sub account, sub-sub account. This is defined within
Preferences or via the Options banner.

Dependant on the meter types used there are up to 12 reports available.
e Account Summary

The Account Summary report shows the number of items and total expenditure by
Account.

Account Summary Report /™ Meter data incomplete for 6 Meter(s) Fix this

[ Exportto i Frint 7 Help

Account Summary

01 September 201

Account | Sub Account Sub Sub Account Pieces Total Charged
10 Mo - - 64 EI.BSU )
Sub Total b4 E1.850 7
Total b4 EL850
1985 june 24 23 £0.000
Sub Total 23 £0.000
Total 23 £0.000
1939 18 - 100 £0.000
Sub Total 100 £0.000
Total 100 E0.000 |

e Accounting Dashboard
This report provides a graphical output of the total items/expenditure across the five most
common account plus the total of the others.

Account Dashboard Report B\ Meter data incomplete for 6 Meter(s) Fixthis

UB Exportto v i Fuint 9 Help
Percentage of Mail by J\ccuunt Usage by Account per Period
01 September 2012 ember 2012 Postage 4 01 September 2012 to 30 September 2012 Postage [
@rie Chart CBer Chart Oable @Bar chart OTakle
amanda—
16%
- Faul £180.000 Account Name
rvice-Paul— B
7% £160.000 :Cmef Exec--- -
Service ----
Sarvice 4C;|(I;|era £140.000 e
% _ p £120.000 Finange----
Chief Exec— 8 £100.000 ™ Service - Paul --
6 ﬁ £80.000 M amanda ----

£60.000
£40.000
Finance— £20.000
7% £0.000

Month 9, 2012

e Account Detail
The Account Detail reports is the same as the Account Summary but splits the
expenditure in to Postage, Fee and Surcharge amounts.

Account Detail Report /M Meter data incomplete for 6 Meter(s) Fix this

v [ Exportto i Frint ? Help

Account Sub Account Sub Sub Account Pieces Postage Fee Amount Surcharge Total Charged D
10 Mo - - 64 £1.850 £0.000 £0.000 £1.850 | =
Sub Total b4 £1.850 £0.000 £0.000 £1.850 ;
Total b4 £1.850 £0.000 £0.000 £1.850
1985 june 24 23 £0.000 £0.000 £0.000 £0.000
Sub Total 23 £0.000 £0.000 £0.000 £0.000
Total 23 £0.000 £0.000 £0.000 £0.000
1989 18 - 100 £0.000 £0.000 £0.000 £0.000
Sub Total 100 £0.000 £0.000 £0.000 £0.000 D
a L >

e Account Detail by Postage Class
This is the same as the Account Detail but splits the items and expenditure by the Postal
Class.

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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Account Detail by Postal Class Report I\ meter data incomplete for 6 Meter(s) Fix this

[ Experte. o Print 7 Help
Account Detail by Postal Class

01 September 2012 ptember 2012

Account Sub Account Sub Sub Class of Mail Pieces Postage Fee Amount Surcharge Total Charged D
Account =
10 Mo - - Business Mail 1st 1 £0.530 £0.000 £0.000 £0.530
Class Advanced
First Class {Letter) 3 £1.320 £0.000 £0.000 £1.320
Mo Class &0 £0.000 £0,000 £0,000 £0.000
Sub Total b4 £1.850 £0.000 £0.000 £1.850
Total b4 £1.850 £0.000 £0.000 £1.850
1935 june 24 Mo Class 23 £0.000 £0,000 £0,000 £0.000 D
a I 5]

e Account Detail by Meter
This is the same as the Account Detail report but splits the data by Location and Meter.

Account Detail by Meter Report /I Meter data incomplete for 6 Meter(s) Eixthis

o[ Berto., g Piint 7 Help

Account Sub Account Sub Sub Location Meter Pieces Postage Fees Surcharge Total Charged D
Account Amount A |
10 Now - - HARLCW W20 - 64 £1.850 £0.000 £0.000 £1.850 —
5555216
Sub Total 64 £1.850 £0.000 £0.000 £1.850
Total 64 £1.850 £0.000 £0.000 £1.850
1985 june 24 HARLCW 1WZ23 - 23 £0.000 £0.000 £0.000 £0.000
2233107
Sub Total 23 £0.000 £0.000 £0.000 £0.000
Total 23 £0.000 £0.000 £0.000 £0.000 D
a I J[r¥]

e Meter Detail by Account
This is the same as the previous report but the data is sorted by the Location and Meter
initially.

Meter Detail by Account Report & Meter data incomplete for 6 Meter(s) Fixthis

v [ Exportto. ~ i Brint 7 Help

Meter Detail By Account

01 September 2 September 2012

Location Meter NHame Account Sub Account Sub Sub Pieces Postage Fee Amount Surcharge Total Charged D
Hame Account jl
HARLOW IWezo - 0 Mov - - 64 £1.850 £0.000 £0,000 £1.850
wsele Sub Total 64 £1.850 £0.000 £0.000 £1.850
Total B4 £1.850 £0.000 £0.000 £1.850
Meter Total 64 £1.850 £0.000 £0.000 £1.850
IWzs - 985 june 24 23 £0,000 £0.000 £0,000 £0.000
2w Sub Total 23 £0.000 £0.000 £0.000 £0.000
¥ T fiir - o S o — .ﬂ-il

e Account Location Comparison
This report looks at the average cost per item by Location. This would help identify if you
have sites sending higher volumes items (Special Delivery, etc) more frequently or using
15t Class instead of 2" Class.

Account Location Comparison Report /I Meter data incomplete for 6 Meter(s) Fix this

v [Cip Exportto v i Brint 7 Help

Accuunt Location Com arlsnn

@Char‘l OL\51

HARLOW

Location Name

£0.000 £0.200 £0.400
Cost Per Piece

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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e Account Transaction Log

The Account Transaction Log report provides the data defined to the lowest level of all
transaction processed across the meters.
By Account it will show:
o Date
Start Time of transaction
Finish Time of transaction
Total time — duration for transaction
Postal Class
Number of items
Postage
Fees
Surcharges
Total Charged
Mode - this is how the price was defined (dynamic scale/WoW, weight platform, etc)
o  Type — This shows if it was a meter pass through (normal) or an edited transaction.
Account Transaction Log Report I\ Meter data incomplete for 6 Meter(s) Fixthis

OO0 OO0 OO0 O0OO0OO0

v [Cip Export to v i Print ? Help

Account Transaction

tember 2012

Account Date Start End Total Time Class of Mail Total | Postage | Fees | Surcharge Total Mode Type D
Time | Time |{DaysiHH:MM:55) Pieces Amount Charged ;]\
10 Nov - =
28 August 0757 09:04 0:01:07:10 Mo Class [ £0.000 | £0.000 £0.000 £0.000 AdOnly Mormal
01z
28 August 09:05 021z 0:00:07:06 Mo Class 17 £0.000 | £0.000 £0.000 £0.000 AdOnly Mormal
01z
28 August 15:25 15:25 0u00:00:30  Second Class (Letter) 4 £1.240 | £0.000 £0.000 £1.240 Permit Mormal
2012
28 August 15:26 15:26 0:00:00:02  First Class (Letter) 2 £0,580 | £0,000 £0,000 £0,880  Permit Mormal
01z

e Weight Break by Carrier
The Weight Break by Carrier report shows the mail by Postage Class and Weight Bands.

Weight Break by Carrier D Meter data incomplete for 6 Meter(s) Fix this

[ Exportto... v oy Print 7 Help

Weight Break by Carrier

10 ember ptember 2012

Carrier Category Class Weight Breaks Pieces Average Weight Postage with Fee |D
Roval Mail Business Mail Business Mail 15t Class Advanced 0-1004g 10 15,629 £3,770
Class Total 10 1582 g £3.370 |
Category Total 10 1582¢g £3.770 ||
Large Letter First Class {Large Letter) 0-1004g 38 0,859 £19.000
100-250¢g 2 157.75 g £1.440
Z50-500g 1 267.009 £1.040
Class Total 41 15009 £21.480
Category Total 41 15.00 g £21.480
Letter First Class (Letter) 0-10g 258 7.30g e9z120 [

e Weight Break by Account
The Weight Break by Account report shows the mail by Account, Postage Class and
Weight Bands.

Weight Break by Account /I Meter data incomplete for 6 Meter(s) Fixthis

~ G Exportto... ~ i Frint 7 Hely

Weight Break by Account

10 September 20 etmber

Account ‘ Sub Sub Sub ‘ Carrier Category ‘ Class ‘ Weight Pieces Average ‘ Postage with ‘D
Account Account Breaks Weight Fee _5]\
10 Mo - - Ravyal Business Mail Business Mail 1st Class Advanced 0-100g 1 1,009 £0.530
Mai Class Total 1 1009 £0.530
Category Total 1 1.00g £0.530
Letter First Class (Letter) 0-10g 3 1.00g £1.320
Class Total 3 1.009 £1.320
Category Total 3 1.00q £1.320
Carrier Total 4 1.00g £1.850
Sub Sub Total 4 1.00g £1.850 =

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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e Weight Break by JobID
JoblD is a way of “flagging” a particular job — a campaign, etc — that can allocated across
multiple accounts. The Weight Break by JoblID report shows the mail by JobIDt, Postage
Class and Weight Bands.

ight Break by Jobld

| JoblD | Carrier Category Class Weight Breaks | Pieces | Average Weight Postage with Fee ‘
Rayal Mail Business Mail Business Mail 1st Class Advanced 0-100g 10 15.82g £3.770
Class Total 10 15.62 £3.770
Category Total 10 15.82 £3.770 -
Large Letter First Class {Large Letter) 0-100g 33 0,859 £19.000
100-250g 2 157.75g £1.440
250-500g 1 267.00 g £1.040
Class Total 41 15.00 £21.480
Category Total 41 15.00 £21.480
Letter First Class (Letter) 0-10g 258 7.304g £93,120

e Weight Break by Trend
The Weight Break by Trend report

General

Weight Break reports are a good way to identify if postal efficiencies are being carried out
across an organisation. Within a Weight Break report you can identify mail being sent as
Large Letter (0-100gms) which could be processed as standard Letters, saving 22p
(based on Royal Mail franked mail prices as at 30 April 2012) per item.

My Reports
My Reports is record of all saved reports previously accessed. This allows
reports to accessed and then change the period to update.

My Reports

Save your most common reports for fast access. Choose a Start Up report from your saved reports list
and it will be the first one you see when you visit Inviews reporting

Click & report name to view or edit the report

Make it essier to run reports that reflect your
Report Hame Report Class  Report Type |Last Updated Actions Start Up organisation when you create custom Meter
Steve T Accounting | Accourt Summary | ADRGM | Delete | @ Cloues
Morthly Harlow Meter Meter Summary | 05M02011 | Delete | O Set up Meter Graups Mow
2 Accourting | Account Summary | 25032011 Delete O
1 Accourting | Account Summary | 25/03/2011 Delete O
Johns October Activity Meter Daily heter Activity | 044152010 Delete O
Custom report 1 Postage Postage Class 08/06:2010 Delete O
Lee Special report Postage Mail By Class 17/05:2010 Delete O
December to January Sumimary Postage Mail By Class 25/0212010 Delete O
Poole Repaort Postage Mail By Class 10/02:2010 Delete O
January 201 Ohieter Sumimar Meter Meter Summary | 060252010 Delete O
MeterSuml astGr Meter Meter Summary | 22/0152010 Delete O
PostSumlastetr Postage Mail By Class 22/01 2010 Delete O

Within My Reports you can also “group” meters. This allows your business to
track activity across a structure that fits with your organisation. The instruction
on how to do this are covered in Preferences.

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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Preferences

Preferences allows you to format the information within Inview to reflect your
organisation. There are four options:
e Customise Location Names
This allows you to allocate location references that may reflect location codes within your
organisation or simply identify locations within the same area by specific
location/department names
Select Edit

Customise Your Location Names

Reports are easier to read when you create custom names for your locations. Click "edit” to customise a specific location

You have 10 meters at 2 locations. Mote that meters that do not have data reporting capability are not included.

Account Humber Location on Record Ho. Meters Custom Location Change Custom Location
30909286 THE PINMACLES, HARLOWY B HARLCWA Edit
30909287 FAD BARRY SIMKING, HARLOWY | 3 HARLCWA Edit
30893947 CONCEPT PARK, POOLE 1 POOLE Edit

Then enter the New Location Name

Change Custom Location Name

Location on Record THE PINMACLES, HARLOW

Current Location Name: HARLOW

MNew Location Name: TRAIMING|

Cancel m

Select OK to save

e Customise Meter Names
This allows you to allocate meter references that may reflect cost centres within your
organisation or simply identify locations within the same area by specific department

names
You can filter the meters by Location if required
Select Edit

Customise Your Mater Names and Refereance Codes

Rupoets ar wansor to i whien you crsato custorn names foe your melers and rfimence codes. Chck “edit 10 customisy o spieifc mit

Show netens o Tollowing localion: | A5 | e ations

HARLOW

Mater Serial lamber Model Status Reforence Code Custom lame  Changs Custom Name Exchide from Reports
VAIOSESENE | TWOO | Active 110 - SEEEDTR [a]
TWISSEA T | Actve TG - 555540 ] =

Update Custom Meter Name and Reference Code

Location on Record: HERLOW

Current Custom Meter Name: 1W20 - 5555216
Change to following name: Training
Current Meter Reference code:

Change to following code: TROO1|

Cancel m

Select OK to save

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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¢ Manage Meter Groups
This allows your business to track activity across a structure that fits with your
organisation. Select Add/Edit Meter Group Names

Customise Your Meter Group

Enter a New Group Name

Group #Meters Actions Create Hew Group
TEST 1 Rename Delete
) Ta create a new meter group, typs the desired name:
Training Meters 2 Rename Delete into the box below and press Ok,
Training
DSC Mailroom 3 Rename Delete
cancet (LN

Select OK to Save
Select Cancel to go back to Meter list
Select Assign Another Group against meter you want to group

Customise Your Meter Group
Add/Edit Meter Group Names

There is a standard "All Meters" group that includes ewery meter. A specific meter may be assighed to one additional group.

Location  MeterID  |Current Meter Group  Assign to Group

HARLOW | 123 - 2233112 | Al Meters Assign Anather Group
HARLCWY | PR20-T160014 | All Meters A5sign Ancther Graup
HARLOW | 11723 - 2233107 | All Meters Assion Another Group.
HARLOWY | 123 - 2233114 | Al Meters Assign Another Group.
HARLOW | 1923 - 2233108 | All Meters Assign Anather Group
HARLCWY | 1423 - 2233102 | All Meters Assign Ancther Graup
HARLOW | PR20 - 7180006 | All Meters Assign Another Group.

HARLOW | 11420 - 5555216 | &)l Meters Assion Anather Graun

Select the Group Name from the drop down list

Please select a meter group
All Meters

Al Meters

Training Meters
DSC Mailroom

Select OK to save

Repeat for all meters to be added to Meter Group

To select a Meter Group for Reporting select Edit/View against the Choose Meters in
the Options banner.

Choose Report: I Choose Meters: Al Meters (10) selected editfviews I Choose Time Period:

Paostage Summary D Custam D May D 2mz D 10 sep \:l 202 D
Run >

About this repard
e eneric Pastal Categary Save Setting

Select the Meter Group

SelectView Meters

Meter Group | 0F

[l ates

Select OK to proceed

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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e Account Settings

Account Settings allows you're the set the following options:

e Fiscal Year start date
e Account period

o

O O O 0 O

o

Calendar Month

Calendar Quarter (3 months)

Calendar Bi-annual (6 months)

Every four weeks

Period 4-4-5 (weekly format over quarter)
Period 4-5-4

Period 5-4-4

e Account type

@)
@)

Account Code (cost centre, etc)
Account Name

e Default Account Level

@)
@)
O

Account

Sub Account

Sub-sub Account

For Further Support Visit: www.dms.co.uk
Call: 0203 915 3913
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