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Updating An Existing
SnailWorks Job
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Updating An Existing Job

Updating The Job Name
O r Descri pt| on Mail Tracking ~ Campaigns  New Campaign  Upload Files  Reports  Profile  New Client

Mail Tracking Client Summary
1..‘Demnn5trati{:n Acmuntl Account Id Company Name Job Cnt Split Cnt  Total Mailed Qty ~ Total Tracked Qty

Navigate to the proper sub-

lllll First Class Delivery Job 11200 Demonstration Account 0 0
11204 First Class Delivery Job | | 10 10
ACCOU n't ..... Newly Added Client ot Lass Telvery
- 15521 Newly Added Client 0 0
..... Standard Rate Account
11205 Standard Rate Account 0 0
""" LRI 13810 The Mailing Group ) f 150,000 250,000
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Updating An Existing Job

Mail Tracking Campaigns New Campaign Upload Files Reports Profile New Client

Locate the job you wish to

Mail Tracking - Jobs - First Class Delivery Job

update. Click the pencill ioonjust\ e e B B o ey 7 3 o ] ey Py e

First Class Delivery Job I | Demonstration Mailing | Summer Mailing 0 F |L 06/25/11 10 10 0 0.00%

to the left of the company name. ’

The pencil icon is your edit
button throughout the
SnailWorks website.
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Updating An Existing Job

Mail Tracking Campaigns New Campaign Upload Files Reports New Client Admin

Mail Tracking - Create Job (373121) Edit Dates

-First Class Delivery Job '

(@ Outbound Tracking - Track outbound mailpieces only.
() Inbound Tracking Only - Track inbound mailpieces only.

Update the job name or

() Round Trip Tracking - Track both outbound mailpieces and business reply envelopes

description fields and then click

| Demenstration Mailing | Yes Mo

Job Description: |[ETuSgL: | ACS: Yes Mo

on the save button. o [
(LR EMEEHN | First-Class Mail v TS N - R TSl T B | 310 - Basic IMB - Mo Address Corrections w

Piece Type: [ESu=c R Contact Email(s): |Hbar‘tramlEsnailwnr1¢5.mm

ob Versions or Splits: | Add Outbound Split

Targeted Bar- Mailed  Tracked
Action Type I-WtMame | DropDate Start End Mail Class F5 ACS Ballot Code STID MID | Quantity Quantity

% [ 0 | Appeal Group a- . First-Class Mail 00 | 310 | 202380 10 10

Save
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Updating An Existing Job

Mail Tracking ~ Campaigns New Campaign Upload Files Reports Profile New Client

Mail Tracking - Create Job

Contact Email(s}: kbartram@snailwaorks.com

WIC H First Class Delivery Job

Click the done button to fully

Mail Class: First-Class Mail

save your updates. i

IMB Tracking Ids Issued By Split

Full Service: JROACHOLY

ACS: Oves ® o

4 202380

Piece Bar-
Type FS ACS Code STID MID

310 | 202380

Serial Number
Stat  End

169185470 | 169185479

Drop Date Mail Class

10 Tl il

Letters

| Back | | Upload File | | Dore |
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., SNAILWORKS'



Updating An Existing Job

U p d ati n g M a i I D ate Mail Tracking ~ Campaigns =~ New Campaign ~ Upload Files ~ Reports  Profile  New Client

Mail Tracking Client Summary
1..‘Demnn5trati{:n Acmuntl Account |d Company Name Job Cnt Split Cnt  Total Mailed Qty  Total Tracked Qty

T First Class Delivery Job 11200 Demonstration Account 0 0
Navigate to the proper sub- | A R T [ ‘ "'

15521 Newly Added Client 0 0

..... Standard Rate Account

a CCO u n t _ i 11209 Standard Rate Account 0 0

""" L 13810 The Mailing Group 4 150,000 250,000
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Updating An Existing Job

Updating Mail Date

Mail Tracking Campaigns New Campaign Upload Files Reports Profile New Client

Locate the jOb you WiSh to <] Mail Tracking - Jobs - First Class Delivery Job
update. Click the pencit iconjust\ LT Juu] e ] Malieie Tom o ] S[0] b o0 e e

First Class Delivery Job I | Demonstration Mailing | Summer Mailing 0 F |L 06/25/11 10 10 0 0.00%

to the left of the company name.

The pencil icon is your edit
button throughout the

SnailWorks website.
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Updating An Existing Job

Mail Tracking Campaigns New Campaign Upload Files Reports New Client

Mail Tracking - Create Job (373121) Edit Dates

--First Class Delivery Job

= = @ QOutbound Tracking - Track outbound mailpieces only.
p a I n g a I a e I :X0@60E () Inbound Tracking Only - Track inbound mailpieces only.

() Round Trip Tracking - Track both outbound mailpieces and business reply envelopes

Job Name: | Demonstration Mailing | Full Service: Yes Mo

Job Description: || uatiale] | Acs: R RGIS

Click on the Edit Dates link. oo [ S

Piece Type:

Targeted Bar- Mailed Tracked
Action Type Split Name Drop Date Start End Mail Class  F5 ACS Ballot Code STID MID Quantity Quantity

00 | 310 | 202380

Save
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Updating An Existing Job

Mail Tracking Campaigns New Campaign Upload Files Reports Profile New Client

Mail Tracking - Edit Dates
ient:

Updating Mail Date

Update the Drop Date as well as
the Targeted Start and End Dates.

Click Save.

Remember — Targeted dates will NOT
update automatically when you
change the drop date - you need to
reset them!
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Closing Reminder

Remember to click save and
done buttons to ensure your
work has been properly saved.
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customerservice@snailworks.com

QUESTIONS?

Phone: 855-697-6245

@ PO Box 528
Frederick, MD 21701

We love to hear
from our clients!
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