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ConfirmDelivery for Windows™

Introduction g =~ —
Using all the features of  ConfirmDelivery.com, - o
ConfirmDelivery for Windows is easy to implement and highly e

flexible. 2

e |Installs on any PC and connects seamlessly to your

address database.

e Rapidly process large volumes of mail in automated

environments. B

e \Versatile batch processing and data extraction
capabilities.

Once loaded on your system, ConfirmDelivery for Windows
enables your database to connect to the United States Postal
Service national tracking and address verification system.

Select multiple addresses from your database to generate
address sheets or labels of your choice.

This Quick Start Guide will walk you through the basic
functionality of ConfirmDelivery for Windows.

To download ConfirmDelivery for Windows, please visit
https://secure.confirmdelivery.com/MAILNet/files/Window
s/ConfirmDelivery.application.
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ConfirmDelivery for Windows™

Launching the Software
ConfirmDelivery for Windows is a standalone software mﬂ]
application that can be launched from a desktop shortcut Confirr;lDel

(Figure 1.1) or from the Windows Start Menu (Figure 1.2). for Windows

Figure 1.1

ConfirmDelivery, Inc

| £ ConfirmDelivery for Windows |

Figure 1.2

Once the software is launched, login using your (R -
ConfirmDelivery.com username and password (Figure 1.3).

User Name  mailer

. " . . Password
Note: You must register an account on ConfirmDelivery.com before using

ConfirmDelivery for Windows. Try the ConfirmDelivery for Windows demo
by logging in with the username “mailer” and password “mailer”.

Figure 1.3

© 2014 ConfirmDelivery, Inc. Page 4



ConfirmDelivery for Windows™

Connecting to an Address Database

ConfirmDelivery for Windows can connect to virtually any :
type of address database, from a simple Excel file to a SQL il
Server database. The following step by step instructions will J\ y 4 J 5 aﬁﬂ “ 7
guide you through connecting to an Excel file (.xls or .csv). Edemal Data View &5 Directto Address —
Connection Wizard | Event Log | Margins Printer ID [ Dy
. . Connection Settings | Di stics
Step 1: On the Settings tab, select “External Data Connection e

Wizard” (Figure 2.1). This will open the Data Connection

Figure 2.1
Wizard (Figure 2.2).
I 1 ConfirmDelivery Data Connection Wizard f=l-o-)==e
Step 1 - Select Data Source Purpose ™
Select the purpose for the data source

Select the purpose for the data source.

©) Address Book

2]
Tracking o
© Log (2]

Navigation Options

© None
) Skip Connection String Builder 2}
) Skip to Edit Table Mapping @

Configuration Options
I Dele ent D 0 12}
Help

Click on a question mark icon to view item specific help information.

Note: The Next button is disabled until you select a purpose.

Figure 2.2

Step 2: Select “Address Book” and click Next (Figure 2.3). Selectthe puirpase for the dstasotree.
© Address Book

(©) Tracking

00

) Log

Figure 2.3

Step 3: Select the type of database to connect with and click Supported Data Sources

Next. As an example, Microsoft Excel Spreadsheet has been Rie s B

(C) Comma Delimited File

selected (Figure 2.4).

() Microsoft SQL Server Database

() Microsoft Access Database

OO0 O®®

() IBM Informix Database

Figure 2.4

Step 4: Click the “...” button (Figure 2.5). This will open the Excel Properties
file explorer dialog (Figure 2.6). Bxcel File Name: 9

[V] Treat numbers as text (Recommended)

[¥] First row contains column names o
[[] View connection string 2]

Figure 2.5
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ConfirmDelivery for Windows™

Step 4 (Continued): Select your address database file and 3 ConfirmDelivery Open Datazource N |
H H H “ v‘ ech.. » indows, uicl al Ul.. b v Search WindowsAppQuickStar. o |
click “Open” (Figure 2.6). Click Next. TN e Wdomterdiciers i : £
Organize v New folder =~ [ ®
¢ Favorites = harme; ’
Bl Desktop CDIWinlmgs
8 Downloads | |E] sample Dataxis
Dropbox 7

£ Recent Places

4 Libraries
<| Documents |
& Music |
=/ Pictures
B Videos
File name: Sample Data.xls v | Excel (*xs, *xlsx) v
Open Cancel
Figure 2.6
0Step 5: Open the “Table Name” dropdown menu and select Select Database Table
the appropriate table or sheet where your address data Tatelome \SempleData$ Ll @
resides (Figure 2.7). Figure 2.7
Note: For Excel files, tables are often named by default as “Sheet 1”7, “Sheet
2”, etc.
Step 6: Begin mapping your address database (Figure 2.8). F1 ConfirmDelivery Data Connection Wizard folie ==
. . . . Step 4 of 6 - Map Table Fields - Address Book
Match the predefined table fields (left) with the appropriate R

. i . comespond with pre-defined ConfirmDelivery for Windows fields
column names in your database (right). Click Next.
Select Database Table

Table Name: [SampIeDataS = @
Map Required Table Fields

Recipient Name: \ CustomerName b ] (7]
Recipient Address: ‘Address | @
Recipient City: | city | @
Recipient State: } State 5 ‘ (7]
Recipient Zip Code: ‘VZip M 7] (7]
Help

Click on a question mark icon to view item specific help information.

<Back [ Net> | [ Cancel

)

Figure 2.8
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ConfirmDelivery for Windows™

Step 6 (continUEd): Continue mapp'”g your address I ConfirmDelivery Data Connection Wizard =N ol ===
database to the optional table fields (Figure 2.9). Match the ngegdﬁh;lt::mig:;:b.izﬁ;nmmam
optional predefined table fields (left) with the appropriate eSS R LR e e S
column names in your database (right). Click Next. e pethasl Lakle ol
Address ID: | (None) Tl 0
Note: If you do not have any optional fields to map, simply click Next. Erimany Key 1B Se9; ” o
Recipient Name 2: ‘"(E\{VO[lS) | @
Recipient Address 2: | Address2 - @
Recipient Zip +4: | (None) | @
Recipient Email: :ﬁNong) | @
Send Tracking Email: (f\{opg) =z (7]
Record Case: | orderip ' (7]
Personal Memo: | (None) v @
Notice: | (None) = ‘ (2}
Help

Click on a question mark icon to view item specific help information.

< Back H Next > Ji Cancel |

Figure 2.9

Step 7: Click “Finish” on the Data Connection Wizard (Figure

[2) ConfirmDelivery Data Connection Wizard [e®@ ] =]

2.10). When prompted to save your settings, click Yes (Figure
2.11).

Finish and Save

Congratulations! You have successfully completed the External Data
Connection Wizard for your Address Book external data source .

Your address database IS now Connected tO COanrmDeIlvery Please click the finish button to save any changes and exit this wizard. Or

click Cancel to abort any changes.

for Windows.

[] For debugging only - Display the results panel

<Back ][ Finish ] |[Cancel 1,7

Figure 2.10

ConfirmDelivery for Windows - Message @J

9 Do you want to save your settings?

Figure 2.11
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ConfirmDelivery for Windows™

Start New Mailing

The following step by step instructions will guide you through
the process of creating mailing labels and address sheets
with ConfirmDelivery for Windows.

Step 1: To start a new mailing, click the “Start New Mailing”
button on the Home tab (Figure 3.1). This will open the

Address Form screen (Figure 3.2).

Step 2: Select a Mail Type (Figure 3.3). You can only select a
mail type if you have purchased transactions for that type of
mail.

Step 3: Select a Mail Class (Figure 3.4).

e  First Class
o Weight: 1-13 Ounces
o Delivery Time: 1 -3 Days
e Priority Mail
o Weight: 1 Ounce — 70 Pounds
o Delivery Time: 1 -3 Days
e Package Services
o Weight: Variable
o Delivery Time: 1 -9 Days

Step 4: Select applicable Services (Figure 3.5).

Note: Service availability depends on the combination of the selected Mail
Type and Mail Class.

Step 5: Optionally include Package Information (Figure 3.6).

Note: Package Information is optional. However, when you indicate a
Weight, the total postage dollar amount will automatically print on the

Firmbook for each mail piece when generated.

Start New
Mailing

Generate
Firmbook

Address Mail | Firmbook

Tracking and Reporting

! @ ; p

Retum
Address

Retum Address Information

Action

®

Merchandise
Retum Address

Settings

=2
=
Address

Bxtraction
PDF Tools

Figure 3.1

{I Address Form - Confirmation Mail

£ Return Address
ABC

123 MAIN ST
BALTIMORE, MD 21222

1 Mail Type

© ConfimationMail () CertifiedMail () IntellAddress Mail
& Mail Class
© First Class Priority Mail (0) | Package Services
£ Services
[] Delivery Confirmation
] signature Confirmation
Restricted Delivery
| Package Information

Packaging

Dimensions (Inches) - |5 X

{ own Packaging EX |

Weight S Lbs. s |ez

£l Recipient Information

Recipient Name i
Company Name lia
£ Address

Address

Apt / Suite

city

State { X
£l Additional Information

Record / Case
Notes

Notices None ~ | @lLock
= Recipient Email Information

Email Address [ send Email

Address Options

[V] Standardize Address(es) ] Update Address Book?

Figure 3.2

= Mail Type

©) Confirmation Mail

Certified Mail (7)) Intelladdress Mail

Figure 3.3

=] Mail Class

(©) First Class

(") Priority Mail

1 Package Services X

Figure 3.4

[Z] Services

[V] Delivery Confirmation

("] Signature Confirmation

Restricted Delivery

Drop Ship

Merchandise Return Labe

Figure 3.5

=] Package Information

Packaaing ’ Own

Packaaing x ‘

Dimensions {Inches)

Weight

- - -

X

v

2 |Lbs. =

Figure 3.6
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ConfirmDelivery for Windows™

Step 6: The recipient address(es) can be selected from the B Redpient Information

mapped address book or keyed manually on the address Redpient Name
form (Figure 3.7). Company Name [... |
£l Address
Click the “...” button at the end of the Recipient Name field S
(Figure 3.7) to open your address book (Figure 3.8). Apt / Suite
e To select a single address from the address book, ;::te — )

simply double-click on the address (Figure 3.8).

£ Additional Information

e Toselect every address in the address book, click the Record / Case
“Select All” button, then click the “Select” button o
(Figure 3.8). ot
e To select multiple addresses, hold down the “Ctrl” Notices None v | [¥]Lock
key on your keyboard while clicking each address, B Recipient Email Information
then release the “Ctrl” key and click “Select” (Figure Emafl Address [ send Email
3.8). Address Options
[V] standardize Address(es) [] Update Address Book?
Figure 3.7

{| Address Book

Name DeliveryAddress SecondaryUnitinfo | City State. ia
Allam Granados 2966 S200 E., Apt.51 South Salt Lake Utah
Balazs Tarnai 422 Sawmill Road Greensburg Pennsylvania
Brandon McCurry 10000 Victoria Park Lane Apt 10104 Davenport Florida
Christina Chartouni 160 ROUND HILL RD GREENWICH Connecticut
Chuck Crandell 3909 N. Paradise Rd. Flagstaff Arizona
CLIFTON BENNETT 1030W.MORENO AVE. apt204 colorado springs Colorado
Daniel R. Cain 312 Williams Avenue South Milwaukee Wisconsin
Darrell Young 1501 Joann St Columbia Missouri
David E Crandall Jr 269 Klondike Rd Charlestown Rhode Island
David Green 1428 W HUNTINGTON AVE APT B JONESBORO Arkansas
David Zareski 264 Lower Stella Ireland Road Apt #4A Binghamton New York
Derek Fenton 188 N Summit Dr # 117 Holts Summit Missouri
Donald Smith 200 Washington St Front Door Brighton Massachusetts
Douglas Ricketts 2. Oakhurst Oklahoma
dustin berna 121 h wilton manors. Florida
FERNANDO GONZALEZ/LUISR.R. 6522 CAMP BULLIS RD APT 4108 SAN ANTONIO Texas
gary | miller 1624 clinton ave se roanoke Virginia
George Philip Foord 5051 Occoquan Overlock Woodbridge Virginia i
Select All Cancel Select
Figure 3.8
Step 7: Click the “Notices” dropdown to select a notice from Motices None| [+]
H . “ H ”» g
the menu, or type a custom notice in the “Notices” field £l Recipient Em) None -
i Dated Material
(Figure 3.9). Email Address area Tatene ;|
Photographs - Da Mot Bend
Address Optioy ¥ Rays - Do Not Bend
. . . ¥ i i
Step 8: The Address Options offer the ability to Standardize Standardize /| Insurance Claim |
. Confidential
Addresses and Update Address Book (Figure 3.10).
Title Documents Endlosed
. . Time Sengitive Documents Endosed -
e Standardize Address(es): when selected, this feature :
will correct and standardize improper addresses and Figure3.9
ZIP + 4 assign each address.
. Address Options
e Update Address Book: when selected, this feature — —
. . . || Standardize Address(es) |} Update Address Book?
will replace the improper addresses in your address Higare 3.10

database with the standardized addresses.
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ConfirmDelivery for Windows™

Step 9: Click one of the “Generate Labels” buttons to begin
processing your mailing. These options are dependent on
the Mail Type selected:

e Confirmation Mail: creates 4x5 Mailing Labels or full
page 8.5 x 11 Mailing Labels (Figure 3.11).

e Certified Mail: creates full page 8.5 x 11 Mailing
Labels (Figure 3.12).

e IntellAddress Mail: creates Portrait 8.5 x 11 Mailing
Labels or Landscape 8.5 x 11 Mailing Labels (Figure
3.13).

If “Standardize Address(es)” was selected (Step 8), your
addresses will be standardized once a Generate Labels
button is clicked (Figure 3.14). Any critical address errors will
be reported (Figure 3.15).

e C(Click “Continue” to generate mailing labels using the
reported addresses (Figure 3.15).
e C(Click “Cancel” to halt the entire process (Figure 3.15).

Your mailing labels will begin processing (Figure 3.16).

Home Tracking and Reporting Action
A j IntellAddress - 158 %
Certified - 574

Generate  Generate Caleyf
4X5 Label Standard Label| Confirmation - 183

Generate Labels Click Counts Rat

Figure 3.11

Home Tracking and Reporting Action
_u IntellAddress - 158 % i
Generate el Calculate B
Letter Label Confirmation - 183
Generate Labels Click Counts Rates | Addi]
Figure 3.12

Tracking and Reporting Action

j s IntellAddress - 158

fiod - 574
Generate Generate e Cal

Standard Label Letter Label| Confimation - 183

Generate Labels Click Counts R

Figure 3.13

Processing - Standardizing Address(es)...

va

Figure 3.14

¢+ StandardizationResults

= [ B [

Address Standardization Emrors

Allam Granados

2966 S 200 E.. Apt.51

South Salt Lake, Utah 84115
100920

|| standardized

|| Please Note: “Continue” will proceed with your mailing. Pieces shown in the
|| above Adaress Standardization Report will not be excluded, but will not be

[ Continue ] Cancel

Figure 3.15

Processing - Creating Mail Pieces...

v =

Figure 3.16
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ConfirmDelivery for Windows™

Step 9 (Continued): Once your mailing labels have been ConfirmDelivery for Windows - Mess... (SEE
generated, you will be prompted to generate a Firmbook
(Figure 3.17). Click “Yes” to generate this documentation. (03, ——— |

Note: The Firmbook is optional, and can be used as a legal Proof of Mailing

document. [ S ] { o

Your Mailing Labels and Firmbook are now ready to print
(Figure 3.18).

Figure 3.17

L {I Label Viewer o B3
Note: See “Saved Labels” on Page 12 to learn about printing your labels at

a later time.

Wa ELECTRONIC SCAN REQUIRED

F

USPS FIRST-CLASS MAIL®

First Class Mail® Non-Machinable Parcel

m

ESEEREE

...............

Figure 3.18
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ConfirmDelivery for Windows™

Saved Label Queue Action | Setings Stle ~ Logout @)
All mailing labels created with ConfirmDelivery for Windows =a g = Cascade =

0

a
H o Loy |
are saved locally on your computer for future access. This s m] g | sena | 2T GGt P
allows a user to create multiple batches of labels, and then - Data | EdClose Al | Maiing Maiings
. . Hdres_. | Acti_| Grid | Jobs Windows Saved Labels
print them all at once at a later time.
Figure 4.1

This feature is located on the Action tab under “Saved Labels”
(Figure 4.1).

(o]

7| Saved Label Viewer = >3
... B
Current Mailing: Chronologically displays all labels created

during the current software session (Figure 4.2). These labels B i ELECTRONIC SCAN REQUIRED o
F A—

can be printed.

USPSFIRST-CLASS MAIL®

Note: Once the software is closed, the labels under Current Mailing are B %l
moved to Previous Mailings. B .
First Class Mail® Non-Machinable Parcel
Previous Mailings: Displays a list of all previous mailings by ‘ ‘ ria e
the date and time created. Click on any of the previous ||I“H”|II ||||HH’I| HH" |\|||‘

S0 1501 D51 SOO00E 7532 214

DocmariRrm Nrecknd VAGEAT

mailings, and then click the “Open File” button to display the

mailing labels for printing (Figure 4.3).

Figure 4.2

{I PreviousMailings

Select a mailing to open

ml

SavedLabels - 11-05-2012 034336 pdf

803.2KB

SavedLabels - 11-05-2012 113652 pdf

146 4KB

SavedLabels - 11-01-2012 030310 pdf

67.8KB

Savedlabels - 11-01-2012 030125 pdf

33.2KB

SavedLabels - 10-31-2012 121620 pdf

12.2MB

SavedLabels - 10-30-2012 022510 pdf

33.1KB

Open File

Figure 4.3
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ConfirmDelivery for Windows™

Basic Settings

The following is an overview of the basic settings for
ConfirmDelivery for Windows. These options are located on
the Settings tab.

Print Record/Case: When enabled, information entered in [¥] Print Record/Case
the Record/Case Number field on the Address Form will print Figure 5.1
on the mailing label (Figure 5.1).

RC Location: If “Print Record/Case” is enabled, this option RC Location [ER -
allows you to choose where the Record/Case Number will [¥] Clear Add| Left

Mot Visible

Right

Under Retum Address

print on the mailing label (Figure 5.2).

Always Standardize: When enabled, your addresses will be

standardized by default (Figure 5.3). See Step 8 under Start reures

New Mailing for more information on Address

Standardization. |r~! Always Standardize
Figure 5.3

Clear Address After Label Creation: When enabled, all ’

recipient address data in the Address Form will clear after the

mailing label is created (Figure 5.4). |;{; Claay Adhuss. Ater |- sbel Creation
Figure 5.4
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ConfirmDelivery for Windows™

Troubleshooting

Microsoft OLEDB Driver

ConfirmDelivery for Windows requires a Microsoft OLEDB
driver to be installed on your computer. If you are receiving
an error upon launching ConfirmDelivery for Windows, it's
likely that this driver has not been installed.

Step 1: To download this driver, visit
http://www.microsoft.com/en-
us/download/details.aspx?id=23734.

Step 2: Click the “Download” button (Figure 6.1).
download doesn’t start automatically, click “Start Download”

If your

on the following page (Figure 6.2).

Step 3: Click “Run” and follow the on-screen instructions to
complete the installation (Figure 6.3).

Note: You may need to consult with your in-house Computer Network
Administrator to download and install this software.

Other troubleshooting issues
Please contact ConfirmDelivery Customer Support at (888)

960-MAIL or email support@confirmdelivery.com.
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Quick details
Version: 2 Date published: 0/3/2008
Change language: English =
File name Size
AccessDatabaseEngine.exe 253 MB
Figure 6.1
0 Thank you for downloading
2007 Office System Driver: Data Connecti Components
If your download does not start after 30 seconds, click herg: Start download
Figure 6.2
PO —— asam [wn ] e G
Figure 6.3



http://www.microsoft.com/en-us/download/details.aspx?id=23734
http://www.microsoft.com/en-us/download/details.aspx?id=23734

