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INSTALLATION

System Requirements

PC Hardware Software
Pentium 2GHz PC with 1 GB RAM or higher Works with any Windows® compatible printer (single
printer per seat)
4 GB free hard disk space Preformatted print data only in PDF format
CD-ROM PDF Reader
Windows 2000 OS or higher Java Runtime

1. Insert MailDoc software disk into CD Drive. (If the disk does not autorun open the CD Drive and se-
lect Setup.exe). MailDoc Beginner Setup will open, close any applications running and press “OK” to
begin install.

MailDoc Beginner (TM) Setup

2 MailDoc Beginner (TM) Setup

g ‘Welcome to the MailDoc Beginner (TM) installation program.
=

Setup cannot install system files or update shared files if they are in use.
Before proceeding, we recommend that you close any applications you may
be running.

Exit Setup

2. Select program directory and then press the computer icon to continue setup.

MailDoc Beginner (TM) Setup

72 MailDoc Beginner (TM) Setup

Begin the installation by clicking the button below.

|
. Click this button to install MailDoc Beginner (TM) software to the specified
= destination directory.

Directory:

C:\Program Files\MailDocbeginner} Change Directory

Exit Setup




3. Select program group and press “Continue”

MailDoc Beginner (TM) Setup

2= MailDoc Beginner (TM) - Choose Program Group @

Setup will add items to the group shown in the Program Group box.

You can enter a new group name or select one from the Existing
Groups list.

Program Group:
MailDocBeain)

Existing Groups:

Cerberus FTP Server
Cyberlink PowerDirector
Dell

Dell Accessories

Email Marketing Director
FontList

Google Chrome

HP

Macromedia HomeSite 5

Continue |

4. Installation will begin.

MailDoc Beginner (TM) Setup

#= MailDoc Beginner (TM) Setup
Destination File:
CAWINDOWS\system32\itircl.dll

I

5. Press “OK” when installation has completed to begin using MailDoc Beginner.

MailDoc Beginner (TM) Setup

MailDoc Beginner (TM) Setup.

MailDoc Beginner (TM) Setup was completed successfully.,




PRODUCT REGISTRATION

To begin using MailDoc Beginner the product must be registered with the Serial Number provided.
When first opening MailDoc a registration prompt will be displayed, click “OK” to continue.

MailDoc Professional

Please Click OK To Register On-Line And Complete Installation

Fill out the required registration information and click “Register” to send the information. Upon suc-
cessfully completing the registration MailDoc Beginner will be ready for use and a confirmation e-mail
will be sent.

= MailDoc Registration E]@

~Registration-
SerialNumber: [
Your Name: [
Your Email: |

Company Information

Company Name: |
Phone Number: |
Address 1: [
Address 2: [
City: |

|

|

State:

ZIP code:

Country: |United States ~

Contact Information

Contact Name: [

Contact Email: |

Register Cancel




ABOUT MailDoc™ Beginner

MailDoc™ Beginner adds OMR or BCR marks to your PDF documents, invoices and statements which
are required by OMR/BCR enabled folder-inserters. These OMR/BCR marks tell the folder-inserter which
documents go together for mailing based on a single identifier. With this software, you can create and save
a configuration file or Templates for commonly used documents, enabling re-use of these configurations
for commonly performed tasks.

#' MailDoc Beginner
File View Process Help
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® OMR/BCR Mark Generation &
Document Management Software




ADDING MARKS TO THE FILE

Select File/New to create a new job or File/Open to open a previously saved job or template.

B MailDoc Beginner
GCN View Process Help

New Ctrl+N

Open... Ctrl+0

0

Close

Save
Save As...
Save Template

Exit
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The Configuration screen will appear. Use the “Select File” button to find your “Input File” or enter the
filename. The “Input File” are your invoices, statements or other documents that you have exported and

saved as a text PDF file.

onfiguration

Input File

File

verlay

Output File lC:'\Documenls and Settings\cmacneil\Desktop\MD Output\Forma  Browse |
Mark Definition |0MH Basic Top to Bottom.drv LI
OMR / Barocde Location
v Metic
Distance from the top edge of the page IJ (em)
Distance from the left edge of the page |.7 [em)
Ignore select group on the first page I

C:\Documents and Settings\cmacneil\Desktop\MD Input\Formax  Select File |
* PDF ™ Duplexed

£d4d a blank page (0 0dd sets)

0K Cancel




You will also need to enter the following information:

Output File: Enter the filename and location for your processed PDF documents with OMR/

BCR added.

Mark Definition: Contains the options of which type of OMR/BCR will be applied to the
document, based on the inserter feeding direction.

Mark Definition Options:

“BCR Basic Bottom To Top.drv”:
“BCR Basic Top To Bottom.drv”:
“OMR Basic Bottom to Top.drv”:
“OMR Basic Top to Bottom.drv”:

Top to bottom reading

Top
Edge

—Start

—Safety

Bottom to top reading

abpg
do|

— uejs

— Alojes

Top to bottom is the more common reading direction. In most cases the top edge of the form is leading, using the top
to bottom orientation. In cases when the top edge of the form is trailing the bottom to top mark orientation is needed.

OMR/Barcode Location: This determines where the marks will be physically located on the
documents.

When you have made your selections, click “OK” to display imported document.

~¥ frmDocumentPDF

Page Ll [—1 Ll Grouping Criteria

T elephone: 603) 749.5807
Warchauzer AT Y

Bill To:
ABCCOMIANY
1 USIVEREAL LASKE
COFCORD, FE 03820

T elephom €:603-343-1254

Costact:RICEARD D AVIZ

Ship Via
YELLOW

YO0.B

Invoice Date Order Date
08/12/2009 08/12/2009

S01

(¢ RepeatingValue ¢ Start Text ¢ End Text
Formax OMR/BCR /
Fomms QURBC INVOICE
Dover, NH 03820
USA Invaice Na. 78381

Customer No. ABCCO

Ship To:
ABCCOMIANY
1 USIVEREAL LASKE
COFCORD, FE 03820

T elephon ¢:603-343.1254

Comtact:RICEARD DAVIZ

Terms
FET 30 DAYS

Salesperzon

Ordered By 201 Resaled



SELECTING THE GROUP FIELD

Once your document opens, you will need to select your group field. The group field is the unique
information used to determine where a document begins and ends. In this example, the group field is
the invoice number. The folder-inserter will know the previous document is complete when it sees a
new invoice number.

Select the grouping field by clicking and holding the right mouse button at the top, left corner of the
information to be selected, and dragging and releasing the mouse button at the bottom, right corner of
the information. A black box will appear around the selected field. The text in the box will be displayed
in red.

<N Select Group

- Grouping Criteria
(¢ RepeatingValue ¢ Start Text (¢ End Text

Poge [T 2

F OMR/BCR j
hrom R INVOICE
USA Invoice No.

T clephone: GO3) 749.5807 Customer No. ABCCO
Warchouse g A1 N

Bill To: Ship To:
ABCCOMIAFY ABCCOMIAFNY
1 USIVEREZAL LASK 1 USIVERS AL LASK
COFCORD, FE 03820 COFSCORD, FE 03820
T elephome:603-343-1254 T elephome:603- 3431254
Contact:RICEARD D AVIS Contact: RICEARD DAVIZ
Ship Via ro.B Terms Salesperzon
YELLOW FET S0 DAYS
Invoice Date Order Date S01 Ordered By 01 Resaled
08/12/2009 08/12/2009
L] nlc.l Sii'“?d Tax Item Number U,i‘ b 4 :u,d«l
Quantity Quantity Item Description Price Price
1 1 F 393.8731 T of M :Each §513 §513

2 ATETY COVER

1 1 F J385.0004 T of M :Each 788 788



GROUPING CRITERIA

Grouping criteria can be used when a repeating value is not present on each page. For example, if
there is no invoice number available, a date, salutation or page number that is present only on the first
or last page of a document can be used to separate each set. In the sample below the page number is
used. In this case a box is drawn around the page # field on the document, “Start Text” is selected and
“Page # 17 is typed into the “Match Text” field (Note: the “Match Text” field is case sensitive.).

~¥ frmDocumentPDF

Page <| 1

YELLOW
Invoice Date Order Date sS01
08/12/2009 08/12/2009

rouping Criteria
(" RepeatingValue (¢ StartText ¢ EndText Match Test |Page“1

BFET J0 DAYR

Order Shipped Yax Item Number Oait Extended
Quantity Quantity Ttem Description Rrice Price
1 1 5 3938731 T ol M :Each 5513 §513
2AYETY COVER
1 1 F§ J385.0004 T ol M :Each 788 788

CLUTCE EASDWEEEL BASE LA TE

1 1 F J393.8701 U ol M :Each §513 §513
2 AYETY COVER

1 1 F J385.0004 T ol M :Each 788 788
CLUYUTCE EAFDWEEEL BASK ILATE

1 1 5§ 382.0009 T ol M :Each 109 109
EOOK VELCRO 2AD

2} 1 F 393.8701 U ol M :Each §513 §513
2AYETY COVER

1 1 F 385.0004 T ol M :Each 788 788
CLUTCE EASDWEEEL BASE LA TE

Print Date 08A3/2009
Prist Time 02:32:13 1

Rleaze Make? agment t0: Formax OMER/BCR
44 Ventues Drive
Dovex, NH 03820
UsA




SAVING YOUR SETTINGS

You can save your job by using the “File/Save”, “File/Save As” or “File/Save Template” options. “Save”
or “Save As” will save the file with all OMR/BCR settings along with input and output file settings.
“Save Template” saves just the OMR/BCR settings without the input and output settings for use with
other input and output files, eliminating steps and saving time for recurring jobs that have the same
layout but with different data.

#'MailDoc Beginner
558 View Process Help

New Ctrl+N

Open... Ctrl+O

Close

Save As...

Save Template
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#' MailDoc Beginner
W View Process Help

New Chrl+N
Open... Ctrl+O
Close

Save
Save As...

Save Template

Ma!IDoc
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PRODUCING THE MARKED DOCUMENT

To process your document, select Process from the menu bar.

B8 MailDoc Beginner - [frmDocumentPDF]
B File View NIGICEN Help

Do|a| IR

Page LI I Bl ﬂ (- Grouping Criteria

(¢ RepeatingValue ¢~ Start Text ¢ End Text

Fomme, QUIRECR INVOICE

Dover, NH 03820

Usa InvoiceNo.

Telephone: 603) 749-5807

Customer Na. ABCCO
Warchouwzeu ALY

Bill To:

ABCCOMIANY
1 VSIVERZAL LASK
COFCORD, FX 03820

T elephom ¢:603.343.1254
Contact: RICKARD D AVIS

Ship Te:
ABCCOMIANY
1 VFIVERE AL LASE
COFCORD, FX 03820

T elephon ¢: 6033431254
Costact: RICEARD DAVIE

Once the Process screen appears, you can click Start to generate the appropriate marks in the output

file. Selecting the Test File check box will generate comments beside each mark describing the marks’
instruction.

8 Process

Input File : C\Documents and Settingsicmacneil\Desktop\MD Input\Formax Invoice For Demo.pd

Result File : CA\Documents and Settingsicmacneil\DesktopiMD OutputyFormax Invoice For Demo
Driver file : OMR Basic Top to Bottom.drv

|~
I~

[~ TestFile

PDF Yiew Beport Print Close




The Summary Report will appear on the screen once the file has been processed and marks have
been added. The Summary Report for this job is displayed below. The report can be printed and/or
saved. Close the screen when finished.

=, Report
Print I Close I Default File: IC:'\PIoglam Files\MailDocbeginner\work \report.tat
Sunmmary Report 2
File Name : C:\Documents and Settings)\cmacneil\Desktop\MD Input\Formax Invoice For Demo.pdf
Date : Friday, September 25, 2009

Original File Counts

Sets of 1 pages = 15

Sets of Z pages = 8

Sets of 3 pages = 3

Sets of 4 pages = 1

Sets of § pages = 1

Total Pages 49

Total Sets 28 (Sets larger then 1000 pages not included)
Final File Counts

Sets of 1 pages = 15

Sets of Z pages = 8

Sets of 3 pages = 3

Sets of 4 pages = 1

Sets of § pages = 1 v

From the Process screen the PDF of the processed file can be viewed by pressing the “View PDF”

button.

B8 Process

Input File : C\Documents and Settings\cmacneil\Desktop\MD InputiFormax Invoice For Demo.pd
Result File : C\Documents and Settings\cmacneil\Desktop\MD Output\Formax Invoice For Demo
Driver file : OMR Basic Top to Bottom.drv

Setting Marks 100 %

Successful completed [~ TestFile

Start | View PDF | Viewﬂeponl Print | Close |




The top of the sample PDF output file is shown below. The marks added by the software have
been highlighted.

Formax OMR/BCR INVOICE
44 Ventures Drive
Dover, NH 03820
USA Invoice No. 78381
Telephone: (603) 749-5807 Customer No. ABCCO
Warehouse: MAIN
| Bill To: | Ship To:
ABC COMPANY ABC COMPANY
1 UNIVERSAL LANE 1 UNIVERSAL LANE
CONCORD, NH 03820 CONCORD, NH 03820
Telephone: 603-343-1254 Telephone: 603-343-1254
Contact: RICHARD DAVIS Contact: RICHARD DAVIS

Opening Saved Files and Templates

To open a saved file or template, select “Open” from the File Menu.

B8 MailDoc Beginner
5" View Process Help

New Chri+N

Open... Ctrl+0

Close

Save
Save As...
Save Template

Exit




OMR MARK POSITIONS

This processed “Test File” PDF displays the name of each mark listed next to the mark. This example
shows basic OMR laid out top to bottom.

— Start

— Accumulate/Insert
—_— Parity

_— Safety

Formax OMR/BCR INVOICE

44 Ventures Drive
Dover, NH 03820

USA Invoice No. 78381

Telephone: (603) 749-5807 Customer No. ABCCO
Warehouse: MAIN

| Bill To: [ Ship To:
ABC COMPANY ABC COMPANY
1 UNIVERSAL LANE 1 UNIVERSAL LANE
CONCORD, NH 03820 CONCORD, NH 03820
Telephone: 603-343-1254 Telephone: 603-343-1254
Contact: RICHARD DAVIS Contact: RICHARD DAVIS
Start On every page, defines the beginning position of the OMR code.

Accumulate/lnsert | Determines if additional pages are to be pulled or if the set is complete.
No mark present = Accumulate; Mark present = Insert.

Parity A parity mark ensures that the number of marks on the page are even.

Safety On every page. Provides extra security, primarily used for paper skew, if the
safety mark is not read an error code will be displayed on the inserter.




Product Updates

Product updates are available periodically to enhance the product performance. To access updates, a
password must first be obtained through Formax. Press the Help button and select “Download” from
the drop down menu.

B8 MailDoc Beginner

File View Process BE[d
o T

About

Enter the password and follow the on-screen directions to complete the download.

w. Enter Password

Enter Password: ||

Submit | Cancel |









