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Setting up Pro Pack, either for Basic or Advanced, can be done in one central location.

In PostalMate, choose Tools > PostalMate Settings > Pro Pack Settings.

General

Choose Pro Pack

Settings

Advanced Settings: Choose the

) custom container options you offer
PostalMate Settings q
in your store.
PostalMate Settings
General | Fragii i
Introduction eneral  Fragiity Labor  Materials — Kits Other
Store Information
Branding / Store Group
Carrier Setup Custom container options
Set Shipping Rates
Add-On Ruates [ Making boxes Resizing boxes Combining boxes [crating
Surcharge Rates
rance Settings Pra Pack default mode g q
hping Settings Choose if you wish your default to
) be Basic or Advanced Pro Pack.
——p-Off Settings (®) Basic (O Advanced Allow switching on the fly . q
: Choose Allow switching on the fly
Pro Pack Settings 3 i
- to have both options available.
Package Receiving
Email Notifications Item entry preference Default process
Sales Tax Sett
ales Tax setings (® simple (D petailed (C)while customer waits (®) Pack after customer leaves
Departments & Products
Customer Settings
Scale Settings
Label Settings Basic or Advanced Setting:
Station Settinas Choose your default process (you can change between
Additonsl 5 Basic or Advanced setting: the two at the time of shipping.)
simol Detailed While customer waits = Pack Now and all items and
impie etaile g s
P packing materials are on the scale.
[ shaw K .
Pack after customer leaves = Objects on the scale and
Pro Pack will estimate the entire packing job with
packing materials weight and dimensions. Retrieve
later after the object(s) have been packed.
@ PostalMate Shipping System - © PostalMate Shipping System - x
Fle dit Repors Tools Help fa Reports Tols Help
Pro Pack: Item(s) to b packed Pro Pack: Item(s) to be packed
Item characteristics | Item characteristics
Select from either column: Select from either column:
Dimensions: [1 | x[oIxlo Non-breakable | emsiraaresurdybu Dimensions: [1 | x[0 x0T [Nonbreakable Teme et arecurgy bt
coud be subjct to minor coud be subjct to minor
Description: Semi-fragile | i wossen Description: Semi-fragile | o woen
objects, hardbound books, objects, hardbound books,
N o ] o [
Very fragile Téf;';?{,"ii?ff, :??}Zinon. Value: [ very fragile Tfp";f{‘,"éiifﬂ Z?‘llq'lﬂim...
Eampiesare sma ) Eampies are sma
Delicate :ﬂj:";f; o=l Quantity: [ | Ttems just like this Deliate Zi‘ﬂfE;Z D,
[ Can rotate to fit (uncheck for tall items) Examples are electronics, [4 Can rotate to fit (uncheck for tall items) Examples are electronics,
computer monitors, and v computer monitors, and .
£ More Detail X Less Detail
{3 Back ‘ £ Next ‘ EQ cancel ‘ Eten E Q_ Find kit _ JBack ‘ £ Next ’ EQ cancel ‘ (2 2
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PostalMate

Fragility (Basic mode settings)

PostalMate Settings

PostalMate Settings

There are 5 fragility levels that General Fragiity labor Materials Kits  Other
determine the proper box size
and how much additional roup Pro pack mode
labor is Charged. (@) Basic () Advanced
S
Add-OnFa
Surcharge Rates Fragility levels:
Insurance Settings Description Cushioning  Add'l Labar
Shipping Settings » Mon-breakable ain. £0.00
Drop-Off Settings Semi-fragile 1in. $1.00
Package Receiving Very fragle 3in. £3.00
Delicate 4in, $4.00

Email Motifications

Default

OoorOoo

Complexity levels:

Page 2

There are 5 Complexity choices to allow
you to increase your revenues for more
difficult (and presumably more time
consuming) packing jobs. Each level can be
assigned a pre-designated dollar amount.

Description AddlLabor  Default
¥ Minimal $0.00 O
Basic $1.00 O
Standard §2.00
Complex §5.00 O
Custom $25.00 O

Description of selected Complexity level:

Sales Tax Settings Description of selected Fragility level:

Departments & Products Unbreakable contents, such as dothing, paper items, sports
Customer Settings equipment.

Scale Settings /\

with no filler,

Insert contents into pre-assembled container,

Label Settings
Station Settings
Additional Settings

) Both short and long descriptions can
be edited as needed to comply with

[ 5how hints
packing jobs your store handles.

Fragility (Advanced Mode Settings)

PostalMate Settings

PostalMate Settings

Surcharge Rates

X This will determine how it will be packed.
Insurance Settings

Shipping Settings

Fragility levels:

Drop-Off Settings
Pro Pack Settings Description Cushioning
Package Receiving Mo breakable on

. § Semi-fragile 1in.
Email Notifications ; i

) Fragile 2in.

Sales Tax Settings Very fragile 3.
Departments & Products Delicate 4in.
Customer Settings

Scale Settings
Label Settings
Station Settings
Additional Settings

[ show hints

Fragili i
Introduction General Fragiity |abor Materials Kits Other
Store Information
Pro pack mode
Branding  Store Group
Carrier Setup O Basic @Advanced
Set Shipping Rates
Add-On Rates

When doing a packing job, you'l indicate how fragile the item is.

Default

oorOon

Back

= Next

Save Cancel

n Close E Help 1

Description of selected level:

For Advanced mode: Simply set the
cushioning and default cushioning
(labor is handled by time in advanced
mode). Descriptions can be modified
to suit your store’s process.

Unbreakable contents, such as dothing,
paper items, sports equipment.

£ next

Cancel

21"

Save

u Close
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Labor (Advanced mode settings)

Page 3

For advanced Pro Pack, labor is calculated by time. Here you can assign how much time it takes to do

specific types of packing jobs.

Enter the default

Enter your default labor rate

per hour here.
PostalMate Settings

PostalMate Settings
Introduction General Fragiity Labor Materials Kits Other
Store Information
Branding { Store Group
Carrier Setup Default labor rate: § per hour
Set Shipping Rates
Add-On Rates Default assembly times: Minimum charges:
Surcharge Rates Configuration Minutes Activity Minutes Job Type
Insurance Settings B Box only 5 p Collar 10 P Regular box
Shipping Settings Box wfil -] Sandwich 5 Solid crate
Drop-Off Settings Box wwrap/fil 10 Skid 5
T — Double box wfwrap/fill 16 Pallet 1]
Package Receiving Box w/double wrap/fill 25 Cust.:um box 15

g Modified box 5
Email Notifications Combined baxes 5
Sales Tax Settings Cut down box 5
Departments & Products
Customer Settings
Scale Settings
Label Settings
Cimtinm Cath

minutes for specific
types of packing
jobs.

Extra activities may require
more minutes, such as
“combining boxes”. Enter

Amount
§2.00
$40.00

Enter minimum
charges here.

Cancel

-

those minutes here.

Materials (Basic and Advanced setup)

Setting up your packing materials is easy using the Materials button on the Pro Pack Settings screen.

1. Existing packing materials entered in PostalMate can be managed here.

e Box: The weight of each box, dimensions, thickness of each box, as well as retail cost can
be reviewed and updated quickly. To Add or Edit a box, use the buttons on the right side

of this screen.

Fill: Add or update the weight and retail cost of your Pro Pack fillers. Use the Add or Edit
button to make changes or add new fillers.

Cardboard: Add or edit cardboard sheets that your store may carry to build boxes for
shipping.

Wrap: Add or update the weight and retail cost of your wrap. Use the Add or Edit button
to make changes or add new fillers.

Liner: Add or update the weight and retail cost of your liners. Use the Add or Edit button
to make changes or add new fillers.

©PC Synergy, Inc. All rights reserved.
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Materials (Basic and Advanced setup) continued...

Page 4

Each box needs weight, inner
dimensions, box thickness and

Dimi Dim2 Dim3 Thick

0.25
0.25
0.25
0.25
0.25
0.25
0.25
0.25
0.25
0.25

+ add

Save

Close

PostalMate Settings
a retail rate, in order to

PostalMate Settings estimate accurately.
Introduction General Fragiity Labor Materials Kits Other

Store Information

Type

Branding / Store Group

Carrier Setup (® Packing materials () Crating materials

Set Shipping Rates

Add-On Rates

Surcharge Rates Description Lbs, Oz
Insurance Settings cardboard P Tube 48x03 1 0
v 31
Drop-Off Settings

Box 50x00x43 DW LRG Pict 10 3

= Box 32x32x32 DW 11 2

Package Receiving Biax 22%32x22 DWW/ 6 2

Email Notifications Box 20%20x20 DW 5 q

Sales Tax Settings Set types Box 18x18x18 DW 4 0
Departments & Products Box 09x06x03 a 4
Customer Settings Set defaults Box 12x10x03 o 6

Scale Settings

Label Settings Display order

Station Setting:

Additional 5

See below for Set s Back | Add or edit

Types:

Materials: Set types

packing materials

Retail
5§5.29
$27.66
$33.22
$44.33
£42.77
$23.99
£11.88
£$10.83
5144
582,22

& Edit

as needed.

here.
Packing Material Setup and Maintenance
Set Up Packing Materials
Some packing materials may need < e—— R Padagmat e A
STEM/PIECE £5.50 Mone
to be updated to the proper VRO D 1 x4 cf +12.00 o
“type”. Click the Set Type button STYROED 27 4cf §19.00 None
TELEVISION - 13-15 £51.00 MNone
and skim through packing materials | FilPak Paper .2 A
Static Bag, 18x18 $3.50 Fil
and assign to the proper category T e Fing
1 Air Tubes 20,35 Fill
| 380630 Box 36x06x30 DW 5M Pict £27.66 Box
450735 Box 45x07x35 DW MD Pict £33.22 Box
Foam Wrap 0,20 Fil
560643 Box 56x06x43 DW LRG Pict £44.33 Box
Styro, 27 £1.00 Fil v

To set type, select one
or more products then
choose type from the list

Fill
Cardboard
Wrap

Liner
Plywood
Brace frunner
Plank

Screw

©PC Synergy, Inc. All rights reserved.
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PostalMate

Materials: Set Defaults

Packing Material Defaults

Fill
Cardboard
Liner
Screw

T Bubble wrap
Glass mask
Acid free

Material Type

Packing Material Defaults

Select a default product for each material type. These products will be
pre-selected as materials when a packing job requires it.

Stryo, 17

Bubble Wrap Med

Light plywood sheet
Heavy plywood sheet

Default Prod
Peanuts 1/4 cu.ft.
Cardboard sheet 96x48 (sample)

Page 5

Choose the Set Defaults button
to set default material types.
This is an important step.

Materials: Display order

Choose the Set Display order button to set the order you wish your packing materials to display in.

Display Order

Sorting mode
(® Manually
(O Automatically by volume

(O Alphanumerically

Material type

Fill
Cardboard
Wrap

Liner

Tube 48x03

Box 36x06x30 DW 5M Pict
Box 45x07x35 DW MD Pict
Box 5S6x06x43 DW LRG Pict
Box 32x32x32 DW

Box 22x22x22 DW

Box 20m20:20 DW

Box 18x18x18 DW

Box 09x06x03

Box 12%10x03

Box 13x13x08

Box 24x18x22 (UP5108)
Box 36x06x08

Box S0x08x20 Guitar

Box 52x08x30 DW

Box 36x24x24 DW (UP5130)
Box 30x30x30 DW

Box 26x26x26

Box 06x06x06

Box 47x20x18 DW (UPS Ward)
Box 08x08x08

Box 47x20x24 DW (LRG Ward)
Box 30x15x09

You can drag and drop materials
into pasition, or you can select
a material and move it up or
down using the buttons below,

A Maove Up
' Move Down

By Volume

Alphanumerically

OK E Help
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Materials: Box Customizations (Advanced Setting)
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For advanced Pro Pack, you tell PostalMate which boxes you use for “combining” and “reconfiguring”.

You can also tell PostalMate the scoring increments that you use to cut down a box.

PostalMate Settings

PostalMate Settings

Inner dimensions

| ] x| 0] x |

Scoring increments

4

A when cutting down a box

nd duplicate’ mode

Choose “Calculate” and
PostalMate will auto
populate the scoring
increments. Additional
increments can
manually be added as
desired.

5 | Colaiate |
3 Calculate

Introduction General Fragiity Lsbor Materials kit Other
Store Information
Type

Branding / Store Group
Carrier Setup (®) Packing materials () Crating materials
Set Shipping Rates
Add-On Rates
Surcharge Rates L Description Lbs. ©z. Diml Dim2 Dim3 Thick Retal -
Insurance Settings Elgrdboard Box 30%30x30 DW 12 2 30 30 30 0325 §I7E6
Shipping Settings Wrap Box 26x26x26 4 1 26 26 2% 0.25

PRing Seting Liner Box 06x08X0E o 4 & & & o2 | Selecta boxandchoose
Drop-Off Settings .
—— Box 47%20x180W (UPSWard) 16 & 47 20 18 0.25 Edit.

T Box 08x08x08 0 & 8 8 8 025
Package Recelving Box 47x20x24DW (LRGWard) 17 6 47 24 20 0.25
Email Notifications Box 30x15x03 2 2z 0 15 3 025
Sales Tax Settings Set types P Box 10x10x10 0 11 1 10 10 0.25
Departments & Products Box 12x12x12 0 15 12 12 12 035
Customer Settings Set defaults Box 24x16x12 DW 3 & 24 165 12 0.25
Scale Settings
Label Settings e + acd
Station Settings
Additional Settings

V Save mCanoel
[ show hints é Back a Next u Close g Help
Packing Material Edit
- B B .
% Edit Packing Material: Box 10x10x10
Type Reference
Box ” Description |Box 10x10x10 | SKU: |101010

Weight per unit

10| Thickness: inches

Pricing and inventory Box customizations

Allow combining
Allow reconfiguring

OI(

m Cancel

ljllbs. oz. per EA

If you use this box to combine with another
box, checkmark “Allow combining”

If you use this box reconfigure to a different
size, checkmark “Allow reconfiguring”.

E Help
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Page 7

You can create pre-defined packing “kits” for commonly packed items, allowing you to set up packing

jobs in seconds.

When shipping a pack later or pack now shipment, you will have an option to select a kit and it will
pre-populate container and fillers for you automatically.

PostalMate Settings
PostalMate Settings
Introduction General
Store Information
Branding / Store Group
Carrier Setup
Set Shipping Rates
Add-On Rates
Surcharge Rates
Insurance Settings
Shipping Settings
Drop-Off Settings
Package Receiving
Email Notifications
Sales Tax Settings
Departments & Products
Customer Settings
Scale Settings
Label Settings
Station Settings
Additional Settings

| [ show hints

Fragiity Labor Materials Kits Other

A kitis a pre-defined combination of individual packing materials

Search:
Name Description
P Picture Frame Lg- 5W Large picture
Golf Club, Single Single golf dub
SHADOW BOX - 1PC (NEW) Standard shadow box
Picture Fr, Med - 5W/ Medium picture
Bruce Tube
Picture Frame, Sm - SW Small Picture
Ficture Fr, Lg -DW Large picture

Picture Fr, Md - DWW
Ficture Frame, 5M -DW

delicate picture frame
delicate small picture frame

Back

Add Kit

Bl Add Kit:

MName:

17" laptop kit |

Fragility:

Fragile -

Choose Kits tab on the Pro Pack Settings
screen.

Select Add to set up a new Kkit.

Give the kit a name and add a description
if desired.

Select the container(s) and filler(s) that
you use with this type of packing job as
well as the quantities.

Select the Fragility level and Complexity
level for this packing job.

Click OK to save your settings.

Complexity:
Standard w

Detailed description {optional):

Materials

Select a material category:

T

Select one or more items from inventory to add:

} FillPak Paper
Static Bag, 18x18
Air Tubes
Peanuts 1/4 cu.ft.

From Inventory ~

Add to kit

Enter quantity of each material:

Box 17.5x12x04 PP
StaticBag, 18x13
» Foam Wrap

Materials in this kit

ay A

Delete
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PostalMate

Other

The Other tab is used for maximum thresholds for Fill, Resizing and combining. Generally, the defaults
entered here work fine and typically do not need to be changed.

PostalMate Settings
PostalMate Settings
Introduction General Fragiity Labor Materiale  Kits Other

Store Information

Branding / Store Group

Carrier Setup

Set Shipping Rates

Add-On Rates Max. cushioning: EI inches Max. space per side: l:l inches

Surcharge Rates

Insurance Settings
Shipping Settings Resizing Combining

Drop-Off Settings

Space threshold: l:l inches Space threshold: _ inches
Pro Pack Settings -
Package Receiving Mimimum width: inches Max. # of boxes:

Email Motifications

Fill Picture boxes

Sales Tax Settings
Departments & Products
Customer Settings
Scale Settings

Label Settings

Station Settings
Additional Settings

v’ Save m Cancel

[ show hints ﬂ Back a Next n Cloze E Help
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