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Computer Requirements

NPD will run on almost any Windows-based computer purchased within the past four or
five years. Windows 95 is no longer supported, and support for versions earlier than
Windows XP may be discontinued in the near future.

NPD does not require any software beyond Windows. However, a handy feature of NPD
is the ability to prepare an Excel file containing the name, address, account number, and
current balance of selected customers, such as Sunday Only customers, or stops with a

balance over a certain amount. To use this, you will need a word processor that can mail
merge with an Excel file. Many Windows-based word processors can do this.

If you are using a CD or DVD burner for backup, you should purchase Roxio Easy Media
Creator. The Drag to Disk component allows you to backup directly to a CD. With other
CD burning software, manual intervention is required to place the database on a CD.

In addition, you may wish to purchase WIN2PDF (Dane Prairie Systems,
www.win2pdf.com). This $35 product allows you to print NPD reports to a PDF file which
can be emailed.

Advantages

The advantages of NPD include:

e Postage savings

Save time entering mail each day

Mouse point and click saves keystrokes

Scan bar-coded account numbers for speed and accuracy
Current technology Windows software

Create filters to view or print selected accounts

Support is just a phone call away

Compatible with current and planned Washington Post system
On screen hints plus help via the F1 key

Good reference from all NPD users

Can operate on a network - two or more users at the same time.

See NPD Features for additional advantages.
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NPD Features

General

Locate customer by address, name, phone, account number, or PAN
Enter future service changes

Automatic service change at end of promotions (conversion)
Vacation credit calculations

Draw Calculations, extra papers for routes & driver

Mailing Labels & Delivery Labels

Build your own filter to access customers by balance, service, route, etc.
Global changes by route or filter

Variety of ways to identify problem pays

Solid support for the Washington Central Records Project

Routes and Carriers

Carrier Malil (starts, stops, notes, complaints)
Drop Cards and brief Drop List

Carrier pay, carrier tips

Substitute carrier (including complaints & pay)
Serve lists

Router Report

Easily transfer streets from one route to another
Hawker routes (Can use for stores)

Billing
Variety of bill formats

e postcards and full page

e regular bills, reminders, statements, final bill
Different Bill-to address can be bar coded.
Billing History
Sort bills for post office or in carrier serve order
Convenient reprint of bills damaged during printing
Classification Reform compliant for low postage rates

o CASS certified address check - Form 3553

o CART or 5-Digit presort

e Postage computation

¢ Remit-to barcode for return envelope (you need to add FIM)
Print bill for a new customer with just a few mouse clicks
Enter future rate changes
Flexible 4, 8, 12, 52 week and 1 month billing
Handles Office Pay (Prepay) accounts with ease

Other

Subscriber/Non-Subscriber Lists

Built-in Backup/Restore

Link to your word processor for form letters
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NPD Price List Effective January 1, 2008

NPD System $945
e Includes three hours of import/setup support and
training at Stuff-et's office, Bowie, Maryland. $56 (7$01gglle.on:§)e '

¢ Includes six months of Priority Support.

e Includes initial CASS Address Certification

OPTIONS:
Yearly License and Support Fee $260/Year

e Includes software updates
Address certifications CASS
e-mail notices of updates available on ftp site

e Includes telephone support for NPD related
guestions and problems. Does not include support
for Windows, Anti-Virus, or firewall problems.

Payment Terms for Basic NPD System

The Monthly Payment option is not available to agents who have 12 or months tenure as a Washington Post agent.
Two payment options are available:

1. Single payment of $945 + Maryland $56.70 sales tax ($1001.70 total).

2. Monthly payments (4 payments totaling $1031.70).

#1 $300.00 at start of setup

#2 $250.00 due 30 days after conversion (Includes $10.00 installment charge)
#3 $250.00 due 60 days after conversion (Includes $10.00 installment charge)
#4 $231.70 due 90 days after conversion (Includes $10.00 installment charge)

There is a late payment fee of $1 each day a payment is late ($30/month). A

payment more that 20 days late places the monthly payment agreement in default.
Full and final payment is then due within the next 10 days.

Page 3



Effective January 1, 2008
NPD Price List — Miscellaneous Services

Hourly Rate, for Services Not 0N Price LiSt........iooiiiiiiiiiii e $80.00
Re-Convert NoN-NPD Data to NPD ..ot e e eeaanes $250.00
Transfer NPD Distributor to New Area *

NEW Ar€a iS NPD ..ot e e e e e e e e s s st e e e e e e e s $175.00

NEeW Area iS NOE NPD ......ccciiiiiiiee e e $250.00
Add Routes from Another Area *

(@1 1= g AN == T TS AN = I S $175.00

Other Area isS NOtINPD ........ccuuiii ettt e e et e e e evaea e $250.00
Delete ROULES frOM AFBa oo s e e e e e e e s e st e e e e e e e e s nnneeeeeeas $75.00
Database Recovery when Reasonable Backups were not Prepared

First Hour (Minimum Charge, best effort only) .........oocccieeeieiiiiiieeeeee e $200.00

Additional TIMeE, PEr HOUT ........ooviiii et $80.00

* - Fee assumes good reconciliation with the A2P file, namely, an A2P-P2A score of 25 or less. An
additional charge, not to exceed $150, will be assessed when an unusual amount of effort is
required to correct such errors. To avoid additional charges submit an explanation of discrepancies
with backup.
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Using NPD
NPD Icons

To run NPD, use the ShortCut to NPD to open the NPD Program group, or use
Start->Programs—>NPD. The NPD icon runs NPD; the NPD Tools icon runs NPD tools.

L4 Metzcape Mavigator 2.0 L4
] ] 3 .
7—I—I—I L Morton Anthinus Scanner »
File Edt wiew | g°
= M B Npd ld 0 NPD
JBack -~ 3 -
4 </ L4 Farzans Technology L4 ‘:a MPD Taoals
Address I_} C:\Dj [te} =
o
Ed
MFD MPD Tools
[2objects [m11k8 [ dmy 4
The Main Switchboard
#lll NPD - [Main Switchboard] mEE
File Edt Days Between Help o =] e |
N ews Pa er |0000 - Agent Hame
p D:ANPDOTANPODMERGE\WEWASHPDEE D . MOB % % @
D i Stri buto r Today iz Saturday, February 04, 2006
Version 3.59 08/17/2005 iy, acorndata.com
“web: v acormdata.com
% email; emeril@acomdata. com
phone: 410-337-0187
| EnterDailymal |
| I | Billing I | Addresses I
| Routes I | Cash Receipts I | System Maintenance I
| Carriers I | Einancial I | Special Functions I
| Washington Post Online I | Good Start Feature I
DE Window
| Exit System I Mormal Exit Backup —
Maone
@) Waekly Cpcle
CASS 5-Digit good to 18-Jul-2006 l ) Monthly Cycle
Copyright € 1995,1996,1997 Alwayz do both Repair/Compacts in MPD Tools after a MPD or Windows crash. EARLM
Ao Data Systems, Incorporated Y'ou must do thiz before mnning MPD.
Subscriber Functions | MUM

The NPD Main switchboard is used to access the various components and functions of
NPD. To access a component, click the component’s button or press the underlined letter
of the button while holding down the Alt key.
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The command buttons on the Main Switchboard and their purposes are as follows:

Enter Daily Mail - The Daily Mail component is used to add new subscribers and change
existing ones. Almost all actions dealing with a subscriber’s service, name and
address, and billing history are entered via the Daily Mail screen.

Subscribers - The Subscribers Switchboard deals with all subscribers or a group of
subscribers. You can develop filters to select a group of subscribers, for example,
Sunday Only customers with a balance of $12 or more. You may then prepare
reports and mailing labels for those customers, view the information about each
one, and make global changes to them.

Routes - The Routes Switchboard is used to manage the carrier routes, calculate draws,
and prepare serve and drop reports.

Carriers - The Carriers Switchboard is used to maintain the carrier file and calculate
carrier pay.
Billing - The Billing Switchboard is used to generate and print customer bills.

Cash Receipts - The Cash Receipts Switchboard is used to record payments from billed
customers and to enter credits for prepaid and carrier collect customers.

Financial - The Financial Switchboard provides summary and daily recaps of the billing,
collection, credits and other amounts.

Washington Post Online — This function interfaces with the Washington Post Circulation
FTP dropbox (dropbox.washpost.com) download daily transactions, compare the
agent’s data with the Post’s data, and upload the A2P file.

Addresses - The Address Switchboard is used to maintain the address database. It also
provides the address export/import operations for CASS-certified addresses.

System Maintenance - The System Maintenance Switchboard is used to maintain the
various tables and codes used by NPD. This includes the table of editions and the
Rate table.

Special Functions - The Special Functions Switchboard is used to change or extend the
NPD license.

Good Start Feature — This feature has been discontinued. It is now used only to flag
accounts that flipped from Office Pay to Carrier Collect.

System Exit -- Quit NPD and return to Windows.

% - Run NPD Tools. NPD Tools is a separate mini-application that provides for
database Repair/Compact, Backup/Restore of the database, and the installation of
a software update.

QE - Show dates of last Repair/Compact and Backup.

@' -- Use your default browser to open www.acorndata.com.

The following pages present a number of NPD forms (screens).
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Daily Mail

Lookup by Address:

#INPD - [Daily Mail] =1=]x]
Fle Edit Days Between Help =1

Enter the search criteria in the search fields. The FIND buttan will receive focus after the street. Pressing <Entersor the

<SpaceBar> when it has focus will start the search. Otherwize, click on FIND when the search ciiteria has been
entered. |F more than one is found, click on the one of interest.

Search Fields X Apt before Find Mumber Found: 1
House Number/A/P: (731 Search Results

:L'—l Find !Eir-.-ﬂTH ] N YORK RD

E Bil-To Search |
Home Phone:

PAN: =
I | Clear Entries | ¢<Fscy

Account: 002433 | F‘AN:|85?54D4 | ‘
Sort Mame: |SMITH D | Apt
Stiest ddress: [731 [N YORKRD |
City StateZip: [STERLING [ [oiesamee]  |SEE
Home Phone: |703-430-6431 | ‘wrk Phone: | | 1
Billed Thru: |01/22/2006 Route:
Balance at Last Bill: $28.45 | Copies: Bill Type:
Current Balance: $0.00 | Edition: Pay Type:
5 ‘ Mew Subseriber I| Local Move | List Tranzactions
e — et

| Service Overdiew || 1 Swelhg || 2Vacation || 3 Complaint || 4 Camierote I

Edit Sbr || Accountinfo || SvoChg || ‘Wacation || LComplaints || Carrieftdotes I

Houge Mumber A< account> P<PAN> T<Deliver> I MUK

Daily Mail

Lookup by Name:

il NPD - [Daily Mail] I8 [=1 3
File Edt DaysBetwesn Help g = S

E nter the search criteria in the seaich figlds. The FIND button will receive focus after the street. Pressing <Entersor the

<SpaceBar: when it has focus will start the search. Otherwizse, click on FIMD when the search criteria has been
entered. |F mare than one is found, click on the one of interest.

et (Al % Apt before Find Number Found: I—B
House Number/A/P: Search Results
Street Name: "—‘ Find I MCDAMELEMILIER | 21843 100 BALDWIN S50
Apt: MCDAMIEL JUDY 1207 E MAPLE AVE
Mame (Last First): [mcd | MCDAMIEL MARY 218 M AUBURN DR
ZIP: Bil-To Search I MCDERMAID R & 1403 E KENHED' RD
Home Phone: i} s Ll
PAN: MCDOMALD KEITH 125 CARDINAL GLEM CIR
Acc;unl' | <Escy» MCDOMALD SHERRY | &01 5 HARRISOM RD
~ MCDOWELL MARY ELL 109 ALMOND CT
Accourt [014293 | PAN:[21962921 [03/20/2006]
Sort Name: |MCDEVITT AN | Apt
Strest Address: (46942 [MOSSGROVE CT
City-State-Zip: [STERLING [ [20164-8631]
Hame Phane: [FO3-545-0834 [ work Phane: |
Biled Thiu: [01./22/2006 Fioute:
Balance at Last Bill: $0.00 | Copies: Bill Type:
Curient Balance: $0.00 | Edition: Fay Type:
5 | Mew Subscrber I| Local Move I List Transactions
e — i

| Service Overview || 1 5wcChg || 2Vacation || 3 Complaint || 4 Carriertote I

Edit Shr H Accountinfo || SvelChg || Wacation || Lomplaints || Carriertlotes I

Haouse MumberA<account: P<PANS T<Delvery: I LI
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Subscriber Switchboard

#lll NPD - [Subscriber Switchboard]

[

Routes Switchboard

#lll NPD - [Routes Switchboard]

b
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Carriers Switchboard

#lll NPD - [Carriers Switchboard]

b=

Billing Switchboard

#NPD - [Billing Switchboard]

[
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Cash Receipts Switchboard

#ll NPD - [Cash Receipts Switchboard]

=

Financial Switchboard

#lll NPD - [Financial Switchboard]

i
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Washington Post Online Switchboard

#lll NPD - [Washington Post Online]

e

The Configure MultiArea Feature is available only for agents with an auxiliary area.

Address Switchboard

#lll NPD - [Address Switchboard]

3

I Il I )
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System Maintenance Switchboard

#lll NPD - [System Maintenance Switchboard]

[

Special Functions Switchboard

#lll NPD - [Special Functions Switchboarnd]

I I 77

The Initial Balance Allocate is password protected for use by newspaper personnel to allocate balances
between a new distributor and the previous distributor
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Good Start Switchboard

#lll NPD - [Good Start Switchboard]

I Il I )
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Subscriber Edit

Daily Mail->Edit Sbr

NPD - [Subscriber Edit]
Fle FEdit Days Between Help

4 Account: [015728

PAN: | 24053293

_[&] ]
== x|

27-0ct-05

| Make Inactive I I

DOffice Pay Expire: [05/13/2005) OP Effective:

Service Stark

Instructions:

Email Address:

Entry Name: (DOMALD WONES | __1 0730705
Print Name: |DOMALD JOMES Route: [0 E
Sort Name: [TONES DONALD | ap gl T"“ = —
Stieet Address: (1223 |CHASE HERITAGE CIR [0 [ = Select Code:
City-StateZip: |[STERLING W% [2i164-4360] Pall': Type: 1F'F' g N wotch:
opies: ccount Watch:
Default 4/C: Address Change | Edition: 50| Good Start:
Home Phone: [374-306-7507 - Charde Sal 'T‘"E -
Work Phone: || arge seles Tax [
o one Sales Tax State [V4
Credit Limit: $25.00
Different Bill To: [ Balance Due at Last Bill: 4950
Bill To Address: [DOMNALD JOWES Current Balance: 3550
1223 CHASE HERITAGE CIR APT 204
STERLING VA 20164-4360 Credit Card Number:
Expiration D ate:
CAS5 Checked Bil To Address; Card Type: |Other
Remarks:
Delivery Label: [~
Delivery Delivery Labels for days selected

Mon Tue ‘wWed Thu Fri  Sat  Sun
H § = = § = =

| Account Info I |

Service Changes I

Mot Home Delivery: r

MNarne - 'First Last' Farmat. [Use s ta force last name) I FLTR MUK
Account Information
Daily Mail->Accountinfo
NPD - [Account Information] (& ]
File Edit Days Between Help == x]
Account: [008300 | PAN: [13959314 | Route: [144 Bill-To: [H b JOMES
H M JONES | 9 ABBEY CIR
el [#BEEY CIR [ | STERLING %4 20164-1633
ENERE | 5 Start: | 01./01/1338]
ervice Stark )
Heme: 7034306386 Billed Thu: (017227200 Paid Thiu: [OT/Z272008] ReCale |
ok || PP Expie: Bil Type: [ | 7]
Pay Tope
Balance at last bil: $12.00 Capies: Editior: [50__|
Cuirent balance: $0.00 Good Stat: [
Add Adjustment
Tranzactions Since Last Bill
Date Type Description Amount T axable Remarks:
Click on  [12/15/05 G Payment 1707 [$12.00] Mo
entry to
change
Bﬂgg:sistw 11/19/08 1200 Eredt Card Number El
Cickon o635  ng/23/05  $12.00 DD I st
Ewi a4 owsns  g1200 aBil
f 246233 0E/04/05  $12.00
detail.
Semvice Dverview
| Beprint Last Bill/Statement Service Changes
‘ Frint Billing History VacStops
LComplaints
Carrier Motes
Farm View [ IFTR NUM
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View Bill

Daily Mail->Accountinfo->Bill Date (click bill to view)

Add Service Chance

Daily Mail->1 SvcChg

Add Service Change

P et

=l (58]
FPO__ [=] 05 [zl
[Eorwversion =]

0270472005
]

Page 15



Service Change Browse

Daily Mail->SvcChg

#lll NPD - [Service Change]

)

=

Add Vacation Stop

Daily Mail->2 Vacation

Add Vacation Stop

[Enter the STOP and RESUME dates. Then. click an SAVE

55
02/05/2008
02/11/2006

New Complaint

Daily Mail->3 Complaint

New Complaint

12

]

Office O

Paper P
Other |
$0.00
Iissed Paper Credit

| Gancel | [ Save |
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New Carrier Note

Daily Mail->4 CarrierNote

New Complaint

02/03/2004
e

$0.00
izzed Paper Credit

| Cancel | [ Save |

Develop Filter

Subscribers Switchboard->Develop Filter

BE Develop Filter
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Edition Filter

Subscribers Switchboard->Develop Filter->Edition

BE Edition Filter

Balance Due and Bill Date

Subscribers Switchboard->Develop Filter->Balances & Bill Dates

BE Balances and Bill Date
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Develop Filter — After Entry of Filter Criteria

Subscribers Switchboard->Develop Filter

BE Develop Filter

Develop Filter — Ready to Save Filter

Subscribers Switchboard->Develop Filter->Next

BE Develop Filter

M

0

FiPOs FP16.FP26 FP52 with Balance $15
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Subscriber Maintenance Browse

Subscribers Switchboard—>

File Edit Days Between Help

—>Subscribers by Account

_[=]]
=181 |

IL(- I Locate Subscriber I I Sort b | Account Name Addr Currert Filter: |<Ed|t|0n is AP0
Account Locate|
Edit  Account
Account Bte Mame (Last Firgt] Houze Street Apt Service Balance Sbr Infio
p | 000531 013 HAJDICS J P 1117 5 WILLIAMSBURG CT 10552 8  BR $2.00 [=== B
000539 031 WALETTI GARY 104 CARAGAMNA CT 10562 8w  BR  $1200 |===
000730 005 HAYES MARIAM 102w MAPLE AVE 10552 8w PP §11842 [aes
000297 034 TAFRAWE ALLAN 1935E BEECH RD 10552 8« BR 3000 [===
001145 118 RORABALUGH SANDRA 305 E BRUNSWICK 5T 1FP26 8« BR $6.00 [===
001214 014 DAMICO TINA 106 WILLIAMSBURG RD 10552 8  BR $0.00 [===
001269 109 LASIK EMILY 726 M AMELIA ST 1D552 8 BR $0.00 [===
001311 002 CIEHOSKIJOAN 101 SEQUOIA CT 1D552 8w BR 4000 [=
001317 029 HARRIS PHILLIP 200 KEYES CT 10552 8« BR 3000 [===
001756 010 SKOYRINSKI RANDY 1011 WaRWICK CT 1D552 8 BR $0.00 [===
001833 031 EARHART SCOTT 205 SILVER LEAF DR 10552 8  BR $0.00 [=== B
002475 015 BURKE DAYID 1311 E MAPLE AYE 1D552 8 BR $0.00 [=== =
002783 040 BAMECK RUSS 45879 CABIN BRANCH DR 1D552 8w BR 4000 [=
002789 136 HAMILTOM PAUL 4BE37 SANDALWOOD S0 1FP2E Bw  BR 3000 (=== nue
002334 011 WGUYEN MaNH 114 M LINCOLN AVE 10552 8w PP §10.07 |===
003197 121 ObwWAKE DENNIS 202w JUNIPER AWE 10552 8« PP $0.00 [===
003337 117 MARCANTONI GARY 1303 MW AMELIA ST 1D552 8 BR $1.80 [===
003767 031 KLOMAM ED'WARD 105 ALMOMD CT 1D552 8w BR 4000 [=
003833 008 SHATZ STUART 909 ' MAPLE AVE TFR2 8w PP $2552 [aes
004233 023 CHAUDRY JAWID Y 411 M ARGONMNE AYE 1D552 8 BR $0.00 [===
004288 118 PERDUE MILDRED 1803 N ARGONNE AYE 10552 8  BR $0.00 [===
004412 144 HEAP BREMDAM 241 GREENFIELD CT 1FP52 8w PP $0.00 [===
004479 013 MADDEN BARBARA 1108 5 DICKENSON AVE 1D552 8w BR 4000 [=
004630 034 w0OOD JAMES 404 GARY CT 10552 8w PP $1200 [===
005747 001 ANDERSOMN ROSEMARIE 101 CYPRESS RD 10552 8w BR  $1200 |===
005835 058 HARPER RICK & 21778 BRONDESELURY PARK TER 10552 8w BR  $1200 |=== B
DQEO71 005 WEATHERHOLTZ TERE: A02 %/ POPL AR BN 1NCED G  BR 41200 [=es
Mﬂﬁecnrd:h |Df 155 Illﬂl
Enter gix digit account number and press <Enter: I l_ l_ l_ l_ W l_
Subscriber List
Subscriber Switchboard->Subscriber List
File Edt Days Betwssn Help =lE] x|
|C\ick on the desired filer and then on Print or Preview.
Filkers
<OwerCreditlimity ;I .
<PrePaiddccountss Selected Filter. |Balance over $25
<5SalesT axabler
<SalesT axEwempt> ety 37
jl%wEEEESFTSEC [% Show Cunent Balances
:|Igg§ SUN+DAILYS ™ Subratal by Route
Accounts Receivable (5420) ™ Show Different BillT o Addresses
Advance Pay [5420) 5
Al 5420 Accounts ™ Show date of last Service Change
ALL CUSTOMER
ALL SUMDAYS
Report 45-0F Date: Saturday, February 04, 2006
Bill Thru Mot lan-05 [54:20]
CODE &
DAILY AND SUNDAY CUS
DAILY ¥ SUNDAY CUS
Different Bill To Addresses
NEW YEAR Print Previem
NonSubscribers wi Balance over 10
RPO CALLLIST 5X0
spec offer swo
SUN MAIL OUT FOR 20wk 04
SUMDAY OMLY CUS
SUMDAY OMLY MaILOUT
will/zancels j
Form Wiew [ moMl [
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Mailing Labels

Subscribers Switchboard->Mailing Labels

#lll NPD - [Mailing Labels]

SLIMDAY OMLY CLIS

Global Change

Subscribers Switchboard->Global Changes

#ll NPD - [Global Change Subscribers]

“'ou may want to backup before doing this.

00000 ® 00

SLIMDaY OMLY CLIS

I I Il Il )
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Global Change ]

Of the 1766 subscribers who meet the filter, 996 are about to be
»/ changed. ARE YOU SURE YOU WANT TO DO THIS?

Confirmation of Global Change.
Routes by Carrier Name

Routes Switchboard->Routes By Carrier

#lll NPD - [Routes by Carmrier Name] mEEE

File Edt DaysBetwesn Help -2 x|
=
Extra Copies

Carrier Route MW-F Sat Sun Route Name

¥ [ERUCE DIEEELL [iiH] ZF Z e
ERUCE DIEEELL [ [ 2
BAUCE DIBBELL [iif] 0 0 0 |-
ERUCE DIEEELL [ 1 1 1 -
ERUCE DIEEELL 5] [ 2
BAUCE DIBBELL 07 0 0 0 |-
ERUCE DIEEELL 58 1 1 1 -
EILEEN BODIFORD [ii] 22z |-
EILEEH BODIFORD [iiE] 00 O -
EILEEN BODIFORD [iiE] 0 0 0 |-
EILEEN BODIFORD [T} [ 2
EILEEH BODIFORD 07 0 0 0 |-
HERHANDEZ [iH z 7z -
JASTH HAMILTON [ [ I 0
PASON HAMILTON [l 0 0 0 |-
HASTH HAMICTOR [ 2 2 7 e
JASTH HAMILTON T35 [ I 0
PASON HAMILTON 057 2 2 2 -
Ik [ZE] 7 2 M e
JOHN ROENSON [ 22z |-
HOHN ROBINSOH 7 0 0 0 |-
[OHN ROEMSOH [ 0 0 0 |-
JOHN ROENSON il [ I 0
HOHN ROBINSOH [ 0 0 0 |-
[OHN ROENSON [iE] 0 0 0 |
[IOHN RORNSON [i¥E] 0 0 0 e

H[«[Recaid]l [of 37 Ml ]

View/Edit Route

Routes Switchboard->Routes By Carrier—> ===

#ll NPD - [View/Edit Route] =18 ]

[E| File Edt DaysBetwesn Help == x|

»
Route: Route Name: [
Carrier: _ BRUCE DIEBELL

Hawker Route: ]
Delivery Route: X

Drop Points Ezxtra Copies for Route
Mon-Fri: et R Mon-Fri:
Sat:
Sat: 1
Sun: A
Inserts: Sun:

Carrier Fees

Per Copy Fees
Regular

Additional for
Carrier Collect

Set Fees for this route to
the Default Carrier Feas

Flat Fee per Day

reerby
Dai Sun CBO:
under Sun Ony:

Per Insert Fee

pai:
Sundy:

Per Complaint Deduction

pai:
Sundy:
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Route Serve Order

Routes=>Route Serve Order

NPD - [Route Serve Order] =[] x|
File Edit DaysBetwesn Help = |
-
Foute 005 Serve Order | Alpha Sort I | Set for this Street I j
|W MAPLE AVE
Mbr Apt Strest Zip Serve Order
p| 407 W MAPLE AVE 20164 10
303 W POPLAR RD 20164 50
600 S ALDER AVE 20164 408
601 S ALDER AVE 20164 409
E02 S ALDER AVE 20164 410
E03 S ALDER AVE 20164 11
E04 SALDER AVE 20164 412
B05 S ALDER AVE 20164 413
606 S ALDER AVE 20164 414
E07 S ALDER AVE 20164 415
E08 S ALDER AVE 20164 416
E09 SALDER AVE 20164 417
700 S ALDER AVE 20164 418
70 S ALDER AVE 20164 419
702 S ALDER AVE 20164 420
703 S ALDER AVE 20164 42
704 SALDER AVE 20164 422
705 S ALDER AVE 20164 423
706 S ALDER AVE 20164 424
707 S ALDER AVE 20164 425
800 S ALDER AVE 20164 426
802 SALDER AVE 20164 428
803 S ALDER AVE 20164 423
804 SALDER AVE 20164 430
805 S ALDER AVE 20164 43
806 S ALDER AVE 20164 432
207 SALDER AVE 20164 433 h
Mﬂﬁecnrd:l‘l |Df 12 uﬂl
Caloulating. . . [ FFTR MUK
Route Serve Reports
Routes Switchboard->Route Serve Report->Select Routes—>Next
NPD - [Route Serve Reports - Print] &) =]
File Edit Days Between Help == x]
Click on the desired report, then click on PRIMT or
PREVIE'W. 1 of 36 routes have been selected.
Change the report date if necessary.
Report Header:
\Whatewer is entered here is printed with the page heading
Route Serve Reports
Fdiess Oider Repart Date: | Sunday, February 05, 200
Address Order Even/Odd 8
Include Other 5§ Drat
Addhess Drder Even/Ddd - BIG ' Fiepot ddtm oty = Dot Sarve Fart
ARy Ve O Include S0 if weskda =
Address w/ Mames & Phone O Include ALL being serj:fed
Address w/ Mames Wide
Apart k
iparment - BIG ‘willCall Ediion: [B%__ [l Call Vacation
épartmenl -BIG [2T ower) o lgnare Yacations, including il Callz
[Customers on vacation will be on report.]
Regular [SrvOrder) [X Use Standard Edition Mames for APOs
Regular [SrvOrder] - BIG
Route Defaults
Frint Preview
Route Serve Report I ] ) o e
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Print Preview Serve Report

Sarva L

Foaale 143 BRUCE DEEELL
Jamea E GalBa gk

S mmm Dab el

4 Alirars Swnd wy,

k™ BMJETHHEH

EDICKENSON CT

3 WILLIAM3BURG CT

™

e
#3501

E STAUNTON AVE

-3

5H [50]

= [0]
=T 0]
&

™ [0]

N VMLLIAM $BURG CT

1% 0]
1%
11

1112 0]
$ CULPEPER R
13 [501
11 0]
114 0]
1
e
13

3 DICKENSON AVE

1115 50

inr
111

1A

1122

VHLLWWMEBURE RD

L]

= [0]

2
L]

™
L]

Route Transfers (Transfer some addresses to another route)

Routes Switchboard=>Route Transfer

#ll NPD - [Route Transfers] &) =]
File Edit Days Between Help ;Iilﬂ
From e TO
Foute Carrier Carrier Mame Route Carrier Carrier Mame
001 | 0003 EILEEN BODIFORD |« 001 0002 EILEENEODIFORD =
002 0003 |EILEEN BODIFORD S - orFenr |002 0003 EILEEN BODIFORD
002 0003 | EILEEN BODIFORD C"Ek_l%’g“e FROM 1003 003 | EILEEM BODIFORD
004 0003 | EILEEN BODIFORD [ “OUtes 19 gy 03 | EILEEN BODIFORD
be usedintransfer. |oos 0005 | JOHN ROBINSON

0 006 0012 | JASON HAMILTON
007 | 0005 |JOHN ROBINSON Then click on 007 0005 |JOHN ROBINSON
003 0005 |JOHN ROBINSON MNEXT to specify 002 0005 | JOHN ROEINSON
003 0006 |WICKI L STEMPLE which addresses |00 D006 | WICKI L STEMPLE
010 0012 | JASON HAMILTON i 010 0012 | JASON HAMILTON
011 0005 | JOHN ROBINSON : 011 0005 | JOHN ROBINSON
012 0001 | BRUCE DIBBELL 012 0001 BRUCE DIBBELL
013 0001 | BRUCE DIBBELL i |
014 0001 | BRUCE DIBBELL Lse Change 014 0001  BRUCE DIBBELL
015 0015 |HERMANDEZ Route Numberta  |015 0015 HERNANDEZ
016 0005 |JOHN ROBINSON change an entire 016 0005 | JOHN ROBINSON
019 0005 |JOHN ROBINSON EE e & mE 019 0005 |JOHN ROBINSON
022 0014 | PAMELA umher 022 0014  PAMELA
023 0005 |JOHN ROBINSON . 023 0005 |JOHN ROBINSON
024 0014 PAMELA 024 0014  PAMELA
025 0001 | BRUCE DIBBELL 025 0001 BRUCE DIBBELL
027 0002 EILEEN BODIFORD = 027 0002 EILEENEODIFORD =

Transfer addresses from route 006 to route 013
Next > I
Farm View I MNUM
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Route Transfers

Routes Switchboard—=>Route Transfer->Next

NPD - [Route Transfer] =[] x|
File Edit DaysBetwesn Help = |
Transfer from 006 to 013 | Select All | Select this street 2
DeSelect All | DeSelect this Street |
[ENTERPRISE 5T N
House Humber Apt Stieet Selected
400 E FURMAMN DR I
402 E FURMAN DR I
404 E FURMAN DR I
406 E FURMAN DR I 1
408 E FURMAN DR I
410 E FURMAMN DR I
412 E FURMAN DR I
414 E FURMAN DR I
107 E HOLLY AVE
207 E HOLLY AVE
207 200 E HOLLY AVE
156 EMTERPRISE 5T
» 22365 235 ENTERPRISE 5T
100 N ALUBURM DR
102 N ALUBURM DR
104 N ALUBURM DR
106 M ALUBURM DR
108 M ALUBURMN DR
110 N ALUBURM DR
112 N ALUBURM DR
114 N ALUBURM DR
116 M ALUBURM DR
Click here to transfer selected
addresses to the TO route ====>
|4|4|F§ecord:|124 |Df 428 lell
% = Transfer [ FFTR UM
Prepare Daily Draw
Routes—>Prepare Daily Draw
NPD - [Prepare Daily Draw] (& ]
File Edt DaysBetwesn Help == x]
Erter the number of extra papers for each diver/truck and the number of papers per bundle for Main Mews and each
Insert. Then click on PREFARE ta prepare the drop counts for the specified date.
Click on the Calendar lcan ar a date under EXISTING DAILY DRAWS to specity the date.
Notes: Mumber of inserts per bundle = 0 means NO Insert.
Pay Cariier for Inzerts applies only if there is a coresponging insert,
Existing Daily Draws 5 .
Date wT Extia Papers for Papers per Bundie Remarks ta Cariers/Driver
DrrivverdTruck. Main News:
] 0 e ain News: 1
0141842006 1480 | 01/17/06 O 0 . X
01/47/2006 1483 D1/16/06 0 | B: Insert 1 =
0141642006 1474 | 01/15/06 O 0 Insert & 2: X
01/15/2006 2091 01413406 O 0 C lj' ljl
0141442006 1470 | 01/13/06 O 0 Total ljl e Inzert B3 |
01/13/2006 1483 | 01412406 O 0 : |_|pay Carrier for Inserlsl
01/412/2006 1483 | 01/11/06 O 0 _
011142006 1486 0110406 |0 i) Doaily Draw for: | Sunday, Februam 05, 2006 @I
01/10/2006 1487 | 01/03/06 O 0
01/08/2006 1430 | 01/09/06 O 0 = Does nat include extra
01/08/2006 2088 01/07/06 O 0
01/07/2006 1480 | O1/06/06 0 O EETEHS 4 G S DaipDrop | | Daily Draw
MANRS20NR 1492 | N1ANRAF L0 n LI Report Sheet
DO/DS: Extra
50: Total M ake any regular and substitute camier changes before calculating the drave, as the draw
SubTotak wio MIE:[3992 calculation assigns the papers [pay] for the day ta the current cariers.
Farm View | NUM
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Daily Delivery Totals

Routes Switchboard->View Daily Delivery Totals

NPD - [Daily Delivery Totals] _ =] x|
File Edit DaysBetwesn Help 1= %]
Total Extra Sunday Total MIE
Date Draw Papers Only Delivered Included
3 02/05/08 3992 38 1786 3954 1
01/19/08 1480 20 1 1460 1
01/18/08 1480 20 1 1460 1
01/17/06 1483 20 1] 1463 1]
01/16/06 1474 20 1] 1454 1]
01/15/06 2091 38 672 2053 0
01/14/06 1470 20 1 1450 1
01/13/06 1483 20 1 1463 1
01/12/06 1483 20 1 1463 1
01/11/06 1486 20 1 1466 1
01/10/06 1487 20 1 1467 1
01/03/06 1490 20 1 1470 1
01/08/06 2088 38 662 2050 1
01/07/06 1480 20 1 1460 1
01/06/06 1492 20 1 1472 1
01/05/06 1491 20 1 1471 1
01/04/08 1488 20 1 1468 1
01/03/08 1481 20 1 1461 1
01/02/08 1467 20 1 1447 1
01/01/08 2055 38 653 27 1
12/31/05 1453 20 1 1433 1
12/30/05 1461 20 1 1441 1
12/29/05 1455 20 1 1435 1
12/28/05 1447 20 1 1427 1
12/27/05 1429 20 1] 1403 1]
12/26/05 1419 20 1] 1393 1] =
|4|1|Hecnrd:|1 |Df 702 Dl}ll
Farm View | NUM
Daily Drop Report
Routes Switchboard->Daily Drop Report
#lll NPD - [Daily Drop Report] _ =] x|
File Edit DaysBetwesn Help 1= %]
Click on the DATE af the report and enter any remarks to appear on the repart.
Select the Drop Points to be used. Then click on PRINT or PREYIE™
The REMARES may be revized at thiz point.
Dat #P. g
=2 Sh2ts _ DropPoints  Report Header Remarks to Cariiers/Drivers
117/19/ 200 [ MorFi__| [FEG. DROP RUN
01/18/2006 | 1450 | Sat BAY DROP RUN
01/17/2006 | 1483
01/16/2008 | 1474 I 5w [HEADS/DROPRUN__ |
01/15/2006 | 2091 | Inzerts | [COMIC DROF RUN |
01/14/2006 | 1470
01/13/2006 | 1483 .
Report Date:
01/12/2006 | 1483 Diriver List Options
0141142006 | 14885 | Sunday, Februany 05, 2006
1/A10/2006 | 1487 ™ Show Carier Phanss
01/09/2006 | 1430 I Show Bundie Counts feporiRbmat
g:ll jggjgggg 12333 & show il et LRGeS ]Fur Carrier
mneonne 1407 T Totals, but not Drop [~ Drop Cards
" Show Bare Bones Routes ™ Driver List :|
Far Driver
Driver Motes on Carrier % Eare Bones
Clear All Hotes Print Preview
Farm View | NUM
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Carrier Mail

Routes Switchboard->Carrier Mail

NPD - [Carrier Mail] = (2] x|
File Edit DaysBetwesn Help 1= %]
Click an the REFORT and select the DATE RANGE.
Then click on PRINT or PREYIEW.
Feport Header:
‘\Whatewver is typed here appears in the report heading
Reports
Cards - Carrier Notes by Raoute DRl R
Cardsz - Subzcriber Complaints X
Cards - Svc Cha by Raute From: | Sunday, February 05, 2006
Cards - Vac Restart by Route Tar Sunday, Feb 5. 2006
Cards - Vac Stop by Rout el e
: Carrier Mail - Bried Carrier |—1 Daps
Carrier Mail - Brief List /Route
acations for Day by Carrier
Fiemarks to Carriers/Driver
% ShowVacations Each D ap of Yacation
IE Show Subsciber N ames
x az:gtui‘:{i[tlzg Cariers | Carrier Mail - Brief List /Carrier
T Show Paper Counts
X Generale 2nd Natices
[% Use Standard Editian Names for RPOs
[&lza amit unnecessary edition changes)
o Skip Carriers with Mo b ail Fririt Preview
% Show Festart Date with Yacation Stop Motice
Farm View | NUM
Carriers by Name
Carriers Switchboard->Carriers by Name
#lll NPD - [Carriers By Name] ME e
File Edit DaysBetwesn Help 1= %]
:
Hame Carier 1D City Is Active
P ADAM JAMES 0021 LEESEURG r
AL RINKER 0003 v ==
ALLIANCE TRANSPORTATION 1 0002 STERLING r ==
ANN B FONTAINE 0011 STERLING r ==
BOE BOTH 0020 v ==
BRLUCE DIBBELL 0001 STERLING v ==
BRYAM 0013 W =
D#E BEARDSLEY 0013 STERLING i s
EILEEM BODIFORD 0003 STERLING i s
HERMANDEZ 0015 STERLING I+ E=
IREME % CAISOM 0007 STERLING | E=
JASON HAMILTOM 0012 LEESBURG I E=
JIM 043 STERLING v ]
JIM VANES o010 v L]
JOHMW KNOTT 0004 STERLING [ ] 5
JOHN ROBINSON 0005 STERLING I 5
kRIS 0018 ¥ =
PAMELA 0014 STERLING v A=
PHIL 0003 v A=
TRUCK ROUTE 93593 v A=
WICKI L STEMPLE 0006 POTOMAC FALLS ¥ ==
|4|1|Hecnrd:|1 |Df 2 Dl}ll
Details | NUM
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Carrier Edit

Carriers Switchboard->Carriers by Name->===

3

16-Mov-2003| $62,153.48

ERUCE DIEBY 15 Gep-2004|

1602 HARPERS CT APT 14

STERLING Wa | 20164
CELL 703-297-7554
HOME 1-304-263-8437
WwORK |[7os-285-4122 1
Fecord:|1 of 3

Carrier Pay

Carriers Switchboard->Weekly Pay View/Adj->===

#ll NPD - [Carrier Pay]

[FLTR N
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Billing Generate

Billing Switchboard-> Do Billing

#lll NPD - [Billing Generate]
E

T

0240442008 It i a good idea to backup before

generating the billz. Once generated,
they cannot be undone.

(ALLTR] [ehctiver  [2]|ep ey aND BACKUR NOWLIF

YO HAVE NOT ALREADY DONE

o

=

Select/Presort Bills for Printing

Billing Switchboard->Print Customer Bills

#lll NPD - [Select/Presort Bills for Printing]

B
N
EE e

$1.00 <AL
AL =]
(ohed 81 Cos | [LAllBalances | [_AllBalances | =

[ Thusday, December 15, 2005

e
ENE| = RERE

Mote: The Carrier Route [CART/CRRAT) presort involves extra work, and
provides minimal postage savings. Use only for very large mailings.

I I Il Il )
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Presort Summary

Billing Switchboard->Print Customer Bills — After selection of bills and presort method.

#lll NPD - [Presort Summary]

Print Bills

Billing Switchboard->Print Customer Bills>Next — After selection of bills and presort
method.

#NPD - [Print Bills]

Full Page - Bill [Invaice)

3 |FOR MISSED DELIVERY CALL 703-450-4595 MONDAY THRU
1 [FRIDAY BY 8:30 AM, SATURDAY BY 9:30 AM AND SUNDAY
B 10:00 AM. OFFICE HOURS ARE 9 TO S MONDAY

I Il ) )
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Bill Reprint

Billing Switchboard->Print Customer Bills>Next—>Batch Number

NPD - [Bill Reprint] = ES
Fle FEdit Days Between Help EIE
Legend: -
Batch 1 I [ et obe printed x Already Printed j
[ setanpined | [ setaunor pined | Set for NOT -
is printed from printed from
Print 5eq  Account Subscriber Printed here to end iz i e

1 000862 EUGENE COGHLAN 13 N e

Z 015491 DOROTHY MERCADD 153 [ IEi

3 003014 DONNAKFISE ® [ B

4 0713974 KARIGMA HUGHES E3 [ i

5 00031 JOv RODGERS i3 [ £

B 006522 JOHM KUHN 13 [ £

7 014536 LAURAJATSON 153 W ®

B 001446 MIODAAG LAZAREYICH 13 [ B

G 008224 JIMMIE MACCINI E3 [ Ei

» 0 0116549 MICHELLE DREW = [ £

11006632 WICTORIA COUSING 13 1 Rl

12 005635 wILLIAM JOHNSON 153 W ®

13 006036 AUTH BRADLEY ® o 5

T4 013551 JAMES VANESSA E3 [ Ei

5 014085 BAUCE FOSTER 153 [ Ei

6 001455 DONNA CARLTON 13 1 Xl

7 001457 DENISE BURRIDWS 153 W ®

18 007465 JUANITA PEIRSON ® o 5

19 007467  LAWRENCE PARSONG E3 [ Ei

20 014036 MRS, AGHBY i3 ] Ei

21 014598 KARLA FINK 13 [l £

72 (06644 WELASCO ALER 153 [ B

23 00650 DOROTHY LEWIS ® o 5

24 (0RO55  GERRYJACKSON E3 [ B

75 00R57  ROBEATA GILBER i3 m Ei
26 007125 MARY FELTON 13 [l £ -

W] {]Recod]i0 of 200 » ] B T il

Caleulating . . . I ml—l—l—ml—,—
Print Bills — Ready to print next batch
Billing Switchboard->Print Customer Bills>Next—> J

NPD - [Print Bills] 18]
File Edit DapsBetween Help =& x|

Click. Bill Format for bilz and zet meszage for thiz printing.

Bill Formats [Use Statements if printing reminders. ]
Cards-4x - Bill
Cards-4x - Statement Click Print when ready ta start printing.

Full Page - Bi e]
Full Page - Credit Card Statement Selected Format: |Fu|\ Page - Bill [Invaice)

Full Page - Final Bill
Full Page - Statemet
Full Page - To File

Print Bills [

9 Batch 2 has been sent to printer. Click YES when printer is
\~‘./ ready for next batch. Click NO to stop.

Standard Bill Meszages
FINAL PLEASE PaY IN
PASTDUE  YOUR ACCOUN
REG FOR 1 D
Please remembe

|C|\ck on the meszage to uge of type one from scratch, | Clear Message I | Foute Messages I
Batch Status Due By Message |Balance Due [Papable upon Receipt]
Batch  Size Printed  MotFrinted

400 A00 Ancillary Service Endorzement: |F|etum Service Requested
400 400 0

H
3 400 0 400 -
4 kik i] 318 Pririt by Select Code

FErrint Prexiew  Print ta File
Find Bill

Click on batch to view ar change its
print status.
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Enter Cash Receipt Item

Cash Receipts Switchboard->New Batch—>Next

MNFD - [Enter Cash Receipt Item] |_ =] x]
File Edit DapsBetween “Window Help =8|
Batch Number: 122 Enter account number and amount. Press <Enters or <Tabs in Reference box
. to add entry. [Invalid accounts hawve a * after the account number. ] Click on
Overpay is Tip Ix DOME when batch iz complete.
Item Account Amount Tip Reference Subscriber
1 001254 $16.81 $0.00 2354 CORDELIA A GLEMM Click. an an
2 001353 $30.00 $0.50 5783 Bertram M. Lee ey to
3 002626 $28.66 $0.00 7In J. MCARTHUR changs it.

001327 $35.00 $1.37 92244 THOMAS E. JENKS,
5 002731 $E.25 5 HAXINE SHOWDER _
Delete Last
Entry

Account  Paid Amount Tip Todccount Reference/Clki 1D5% o
0333 ][ =053 ooo[ 3089 | [FUBERT GARCIA I e e
Current Balance: $30.83 800 25TH 5T M 304 Baich
Total Entered: $177.73 7{3 e Account [nfo
Tape Tatal: 000 alculator Locate Subscriber Enter Carmplaint
Off By: $177.73 .
& L ] Subscriber Edit
Check number, et i FLTRT i T [NOM T [

Cash receipts List

Cash Receipts Switchboard->Print Cash Receipts

MPD - [Cash Receipts List]

e Edit Days Between ‘window Help .= _Xj

Report Style:

Is Item
Batch Date Posted Count Amount Tips
[ 3 122 5/6/38 u E $208.56 $1.87
118 4423/98 v 2 $58.79 $1.37
117 4741798 v 3 £67.91 $1.05
116 3410/98 | 207 $6,392.25 $223.09
115 3410498 | 86 $2.506.64 35714
114 344/38 v 55 $1.573.96 $79.72
113 344/98 v 302 $4.118.35 £38959
112 2426798 | ] $161.11 $2.00
111 2425498 | il $762.32 34276
110 247498 v 36 $746.07 $56.20
109 2/16/98 v B3 $1,335.88 $50.51
108 2/10/98 | i) $2.027.52 $62 65
107 243738 | 119 $2.787.27 11227
106 1422498 v 22 $588.76 3234
105 1419798 v 18 $520.21 $25.89
104 1415798 | 51 $1.497.84 $75.86
103 1413498 | 132 372712 $225.81
102 12/29/97 v a0 $808.37 37018 o

W] 4[Fecard]i [of 107 [l

T ape far Bank Deposit
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Post Cash Receipts

Cash Receipts Switchboard->Post Batch

NPD - [Post Cash Receipts] == ]x]
File Edit DapsBetween “Window Help =8|

;CIick on the batch to post. Then click on POST

 Selected Batch

Batch Mumber: W
Batch Date: W
Item Count: W
Anaunt: m‘
Tips: I'""“W
Met [Amount less Tips): ;—-"w
Far Unknown Accounts: }""w“i:“n“ﬁﬁ"
Tape Amaunt: ;...._.W
OffBy: [ $20856

Payment 1234 $12.00
®  Papment 1234 [Tip=1.50] $12.00

[ Show Tip Dption

Form g

Customer accounts are not updated until the batch is posted. This allows corrections to the batch before
posting thereby avoiding the need to go to each individual account to correct errors.

Address Browse

Address Switchboard—=>Address Maintenance

NPD - [Address Browse] = [®] =]
File Edt DaysBetwssn Help e x|
"Refresh | - B
Fioute Filker
dzsmy - |_O AllRoutes @ Delvery Rt T MonDelfivery Fits _I
Street City State Zip #Addresses
» AARON CT STERLING Va4 20164 2
ABBEY CIR STERLING W& 20164 4 ==
ACACIA LN STERLING Y4 20166 1 ==
ACORMN CT STERLIMG W4 20164 E nun
ADELPHI TER STERLING VA 20166 11 mu
ALEEMARLE RD STERLING Va4 20164 10 ==
ALBERTA TER STERLING W& 20166 g ==
ALCOTT Wwidy STERLING W4 20164 4 ==
ALMEY CT STERLIMG W4 20164 16 nun
ALMOND CT STERLING WA 20164 15 mu
AMIN CT STERLING Va4 20164 1 ==
AT CT STERLING a4 20164 13 ==
AMDREW PL STERLING W4 20164 25 ==
AMGELA 50 STERLIMG Y4 20166 13 nun
AMTIOCH PL STERLING WA 20164 8 mu
AMTLER CT STERLING Va4 20164 4 ==
A0L wiay STERLING Y& 20166 5 ==
APPLEGATE DR STERLING W4 20164 53 ==
ARCOLA RD STERLIMG Y4 20166 3 nun
ARGUS PL STERLING WA 20164 4 mu
ASHGROVE CT STERLING V4 20166 1 ==
ASTER TER STERLING a4 20164 3 ==
ATWOOD 50 STERLING W4 20164 3 ==
AUGUSTA DR STERLIMG W4 20164 1 nun
AUTUMM OLIVE WAy STERLING WA 20164 24 mu
[1]2]3]<]s]e]z]e]a]alelc]o]ele[c]n]  [a k] un]o]lr]a]r] s T [ulv]w]x]¥]z] -
NI [] |Hecnrd'|1 |Df E29 DlNI
Wiew/Edit Addreszes on Street I |l e e el el
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Address Browse (Bill-to Addresses)

Address Switchboard—=>Address Maintenance

Wl NPD - [Address Browse] mEl
File Edit DaysBetwesn Help =R
m Fioute Filer =
Street City State Zip #HAddresses
GATE HOUSE PLZ FALLS CHURCH VA 20042 i
FBARY BYRD HWY STERLING VA 20164 7 =] X
FARRY FLOOD BYRD HwT STERLING VA 20164 T = X
KIFHERRT DR LEESEURG VA 20176 T = X
LINDEN HILL WY 5w/ LEESEURG VA 20175 T ] X
LOCUST WhY ENNENDALE VE 22003 T = X
LOGMILLRD FEYMBRKET VA 20763 I S =
MILLER DR 5E LEESEURG VA 20175 I S
N POINT DR RESTON v 20154 T = X
NOETH SHOFE DR RESTON VA 20190 T ] X
TLDE ENGLISH DR RESTON VA 20190 T = X
FENNGYLVANIE AVE SE WASHINGTON DL 20003 I S
FO DILLONVALE OH 43317 I S
FO HERSHEY PA 17033 i =
=] MERRIFIELD VA 22116 T = X
=] RICHMOND A 73261 T = X
FO SI0UR FALLS 50 57196 7 [ X
FO STERLING VA 20165 i = S
FO STERLING VA 20167 =
SAFFRONCT STERLING VA 20165 T = X
SENCTUARY PR ELPRERETTA GA 30004 T = X
STUERT D HERNDON VA, 20170 = S
VAIGHN 5T GIESONTON FL 3353 i = S
W BROAD 5T FALLS CHURCH VA, 22046 i
WILLIANS GAP RD ROUND HILL v 20141 I
[1]2]2]¢]5]s]z]e]e]ale]clo]elF]e]H] [2 [k]c [un]e]r a]r]s] T [u]v]w]x]¥]z] _
|4|4 |Hecord:|1 |Df 36 |}|>I|
iew/Edit Addresses on Street | MUK

Street Browse

Address Switchboard->Address Maintenance—>==*

#llNPD - [Street Browse] =1=]
File Edit Days Between Help =& x|
[Click & house number to see the subscribers at that address —
<Esc> —
House Dlwy  CASS
Mumber Street SuitefApt City ST 2IP Rte Label CKed

» 102 APPLEGATE DR STERLING VA 201642101 025 © Bl T | ES

103 APPLEGATE DR STERLING WA 20642102 025 © £ e S

104 APPLEGATE DR STERLING VA 20642101 025 T £ e S

105 APPLEGATE DR STERLING VA 200642102 025 T = = S

106 4PPLEGATE DR STERLING VA 201642101 025 T £ =

107 APPLEGATE DR STERLING VA 201642102 025 © £ o S

108 APPLEGATE DR STERLING WA 20642101 025 T £ e S

109 APPLEGATE DR STERLING WA 20642102 025 T £ e S

110 APPLEGATE DR STERLING VA 200642101 025 T 1 e

111 4PPLEGATE DR STERLING VA 201642102 025 T £ =

112 APPLEGATE DR STERLING VA 201642101 025 © £ o S

113 APPLEGATE DR STERLING WA 20642102 025 © £ e S

114 APPLEGATE DR STERLING WA 20642101 025 T £ e S

115 APPLEGATE DR STERLING VA 20642102 025 T 1 e

116 4PPLEGATE DR STERLING VA 201642101 025 T £ =

117 APPLEGATE DR STERLING VA 201642102 025 © £ o S

118 APPLEGATE DR STERLING WA 20642101 025 T £ e S

119 APPLEGATE DR STERLING WA 20642102 025 © £ e S

120 APPLEGATE DR STERLING VA 200642101 025 T 1 e

121 APPLEGATE DR STERLING VA 201642103 025 C £ =

122 APPLEGATE DR STERLING VA 201642101 025 © £ o S

123 APPLEGATE DR STERLING WA 201642103 025 © £ e

124 APPLEGATE DR STERLING WA 20642101 025 T £ e S

125 APPLEGATE DR STERLING VA 201642104 025 T 1 e

126 4PPLEGATE DR STERLING VA 201642101 025 T £ =

127 APPLEGATE DR STERLING VA 201642104 025 © £ o S
1 DOl EEATE DD TR NG A WHEAZI0E 0 (s 73l v hd

] 4[Fecord]l [of 63 D 20
Edit Address FLTR MNUM
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Address Edit

Address Switchboard>Address Maintenance->=* (Street Browse)->==

#lll NPD - [Address Edit]

Export Addresses

Address Switchboard->Export for Address Check

5| Export Addresses
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NPD Tools Switchboard

NPD Tools Icon from Windows, or E on NPD Main Switchboard

#)INPD - [NPD Tools]

B

Repair/Compact NPDBEO1.MDB before backing up to minimize the number of diskettes. Repair/Compact
NPDAPQO1.MDB at least once a week. Remember to run ScanDisk at least once a month

Backup

NPD Tools->Backup NPDBE0O1.MDB

‘WaRMING: Do not backup if another user is uzsing the database being backed up. If you do, restaring from this
backup may produce a conupted database. [This waming applies ta networks anly.]

48:00 P C:AMPDOTADATA
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Restore

NPD Tools=>Restore NPDBEO1.MDB

Restore

-
EL T his function is used ta restare the Diata from a backup.
Lize LOCATE or USE BACKUR LOG to locate and select the ZIP file for the restore. Then click NERT.

Mote: This function restores [unZips] only ZIP files prepared by this system. ZIP files prepared by other
means do ot hawve the necessary information about the file for & zafe restore

Locate ..

Restore-From Fils: |A

SWPDBEM.ZIP

Use Backup Log

MNext >>

NPD Tools—>Restore, Use Backup Log

[T x|

Mast Recent Backups [Da

1/3/06 3 0 PR
01/3/06 2:55:00 PM
11427405 12:30:00 AM
11/8/05 2:16:00 PM
10410408 10:44:00 PM
10/5/0% 6:38:00 P
08411405 10:07:00 &M
07/22/08 4:22:00 P
07/22/05 41100 PM
04412408 £:18:00 P
04/8/0% 2:48:00 PM
04/8/05 2:35:00 PM
04805 2:35:00 PM
12/23/04 4:02:00 PM
11/4/04 3:45:00 P
10/23/04 B:50:00 PM
10/22/04 2:44:00 PM
08/18/04 3.57.00 P4

te and Folder]

CANPDOTAERITBACKADAYDS
CANPDOTAEXITBACKADAY D
CAMPDOTAEXITBACKADAY 27
CANPDOTAERITBACKADAY DS
G
CANPDOTAERITBACKADAYDS
CAMPDOTAEXITBACKADAY T
CAMPDOTNEXITBACKADAY 22
CANPDOTAERITBACKADAY 22
CANPDOTAEXITBACKADAY12
CANPDOTAEXITBACKADAY DS
CANPDOTAERITBACKADAY DS
CANPDOTAEXITBACK DAY DS
CANPDOTAERITBACKADAY 23
CAMPDOTAERITBACKADAY D4
CANPDOTADATA,
CANPDOTSDATA
CAMPDOTAEXITBACKAWED

Selected Restore-From Folder

[EANFDOTMDATA

Click the backup falder vou
wank b uzse for the restore.

For hard dives, only the last
backup ta a falder is avaiable.

The system does not verify
that the backup date iz the
ane you are restaring. You
need to check that before
actually restoring.

| | Use This Falder I| LCancel I
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Restore

NPD Tools>Restore NPDBEO1.MDB->Next

Caution: Other ugers must not be
uging the Restore-Ta directory
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WAYS TO KEEP WINDOWS AND NPD IN TOP SHAPE

The following suggestions are offered to help you keep Windows and NPD in good working
order. Failure to follow them may result in loss of data, or frequent system hang-ups or

crashes.

1. RUN SCANDISK/CHKDSK

For Windows 98 use ScanDisk to check your hard drive for errors. For Windows 2000,
XP, and later use ChkDsk. The easiest way to run ChkDsk is to open My Computer, right
click on the drive icon, and select Properties. On the Properties window, select the Tools
and click Check Now. Be sure to turn on the Automatically fix file system errors.

_lol x| =181
portica 20x] i |plaix
o Pt T g 4T |General | Tools |Hardware| Shanng | Securty | Guotz |
Mdressl 4 My Computer - Emor-checking j a Ge
Hles Stored on This Co " This option will check the volume for =]
St X b
/J Check Now.. |
Shared EalM's > Check Disk DriveC (C2) 2]
Documents  Document [Ealiiaind
6a | % This option will defrat - Check disk options
Hard Disk Drives ﬁ" ¥ Automatically fix file system errors
T ™ Scan for and attempt recovery of bad sectors
= |
DriveC (C: DriveD (D
DiveCICY  DriveD | i Tiscoto il back
Devices with Removabl Cancel
5] ©)
= <
DVD-RW DVD-BW —
Drive (G Drive (H:
Network Drives oK Cancel o |
E
[Free Space: 40.0 GB Total Size: 70.3GB [ 4 My Computer o
Restore from a backup I l_ MU l_
disat| G 4 & » Ofmbox-..| HNPOM..|[Sawi - BB Mcrs.. | GINPD-L.| @ Fulsho..| [G@ O[S 314Pu

Microsoft recommends that ScanDisk/ChkDsk be run at least once a month.

2. NPD REPAIR/COMPACT

Run the repair/compact on NPDBEQO1.MDB before backing up to minimize the number of
diskettes. Run repair/compact on NPDAP01.MDB about once a week, and after any NPD

crash.

IMPORTANT: When there is a Windows or NPD crash, be sure to run Scandisk/ChkDsk
before the two repair/compacts.
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3. RE-INSTALL LAST NPD UPDATE
If NPDAP01.MDB becomes corrupted, reinstall the last NPD update.

4. RESTORE FROM LASTEST NPD BACKUP

If procedures 1, 2, and 3 above are followed, the need to restore from a backup should be
rare. But, it's important to take regular backups to be prepared when disaster strikes. It's
a good idea to store a weekly backup off-site to protect against fire or theft. If your
computer goes, backup disks near it will probably go also.

Save your mail and bill stubs with your backup to facilitate re-entry of that information
when you do have to restore that backup.

NOTE: BACKUPS ARE NEEDED ONLY WHEN YOU LOSE YOUR DATABASE. YOU DO NOT
NEED TO BACKUP IF YOU ARE 100% SURE NOTHING WILL GO WRONG! If you believe
nothing will go wrong, | can get you a good deal on the Brooklyn Bridge.
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The NPD Washington Post Online Feature

This document describes how to use NPD to synchronize your database with The Washington
Post’s database. Once the two databases are in agreement, you can use the on-line Daily
Transactions to process changes in a semi-automated way. For the most part, NPD’s Washington
Post Online feature relates to the Central Records project at the Washington Post.

Getting Started

To use these functions you must have an internet account and install the AcornFTP program.
Almost any internet account will work. Depending on your ISP and how you have things
configured, you may need to be connected to the internet for AcornFTP to work. With some
configurations, AcornFTP can automatically connect for you.

The following logon information is needed to access your drop box on the Washington Post web
site. Note, the logon codes are subject to change. These values are case sensitive. The nnnn is
your agent number. NPD will prompt for the logon information each time you are about to initiate
a download or an upload. The Host Name and User Name are automatically remembered. If you
want NPD to remember the password, turn on the Remember Password check box. Contact the Post
if you wish to change your password.

Host dropbox.washpost.com
Name:

User nnnn@circulation
Name:

Password: nnnn

The Washington Post Online Switchboard

The Washington Post Online button on the NPD Main Switchboard opens the Washington Post
Online switchboard, which has three buttons:

Daily Service Transactions

Post/Agent Reconciliation

Prepare Agent 2 Post File

List Transactions for a PAN

List Files in Dropbox

Configure MultiArea Feature

First, we will discuss the Post/Agent Reconciliation, as that is the first step in getting the two
databases in agreement. Next, we will describe the Agent 2 Post file.
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#llNPD - [Washington Post Online] = &x]
File Edit Days Bstween Help =18 x|

<Escy

| :Daily Service Transactions: I

| Postisgent Recanciliation | ‘washington Post Distributor Services

Site is provided as a convenience. If there
are questions or problems, please call the
[ azhington Post, not Acarn Data

This link. to the Distributor Services Web
| Prepare Agent 2 Post File |

| List Transactions for a PARN |

NPD Technical Mote - The
‘Washington Post Online Feature.

| ListFiles in Dropbox |

| Configure MultiArea Feature |

Form ‘igw Il_l_l_l_ml_l_

Post/Agent Reconciliation

The Post/Agent Reconciliation function downloads the Washington Post’s version of your database
(the P2A file), compares it with your data, and prepares four reports on the results. In addition, this
function can match the subscribers by name and address and fill in missing PANSs for you.

The Washington Post places a new copy of the P2A file in your drop box each day. You should
perform the reconciliation daily, or as frequently as possible, until the two databases are in
agreement. Thereafter, performing the reconciliation once or twice a week should be sufficient.
Following are the steps you need to perform to reconcile the two databases.

Download the P2A File

This function downloads the agent.p2a file from the Post's web site.

Click the Download button to initiate the download. NPD will use AcornFTP to perform the
download. The download will take a couple of minutes. AcornFTP will display a progress meter to
help you estimate when it will complete. If downloading appears stalled, you may click the Close
button on the AcornFTP screen, or simply let AcornFTP time out. If there is a problem AcornFTP will
give you a Retry/Cancel choice. Select Cancel if the first retry is not successful. Additional retries
will most likely fail also.
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#)lNPD - [Get Agent A2P File From Washington Post] (@[]

Fle Edt DaysBetween Help =@ =]
This function downloads the AGEMT ZIP file from the “washington Post, performs the reconcilistion, and prints the reports.
Optianally, it can attempt to determine the PANs for accounts with a blank PAR
The Hozt Name, User Hame and Password are needed by AcomPTF for the Download. [ Save Tables
Host Name: [dropboxwashpost.com
User Marme: [5410@circulation MultiArea Feature
Pasgward: [ Mumber of Areas: 3

X Fiemember Password

. AcomFTP Version 3.05 (VB) 04,/05/05 i
AcornFTP Version 3 Close |

Host: dropbox.washpost.com
User: 5410@circulation

51% (129,940 of 256,989 bytes) transferred

[Connecting ... ﬁ
220 dropbox. washpost.com %2 WS_FTP Server 5.0.4 {(3235084123)
Connected

Download File agent.zip to E:\NPDO1WWASHPOST \agent. zip

[ - |
| i PR TE

If you get the Download Failed message, check your internet connection. Also, any error message
from AcornFTP may give a clue. For example, “log on failed” probably means the Host name, User
Name or Password are incorrect. If everything seems correct, wait 15 minutes and try again. You
may have had a bad connection or the internet was too busy to process the download.

If the download was successful, you will receive the message:

Microsoft Access |

@ The Download to CANPDOIAWASHPOSTVAGENT.ZIP was
successful.

Perform Reconciliation

The Reconciliation button appears after a successful download of the P2A file.

This function compares your database with the P2A file you downloaded.

e You may wish to turn on the Ignore Periods in Name Compare option. Then “John Q Adams”
and “John Q. Adams” will be considered to be the same.

e You may wish to turn on the Ignore Work Phone Differences option. Then differences in
work phones are shown only when there is some other difference as well.
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#llNPD - [Get Agent A2P File From Washington Post]

dropboxwashpost.com
321 8@circulation

——

[

The PAN is used to link the P2A data with the NPD data. It is important that you have entered the

PANSs for as many accounts as possible before you attempt reconciliation. See Determine Missing
PANs below.

After the reconciliation process completes, these buttons will appear:

Reconciliation Reports
Determine Missing PANs
Subscriber Name Fixup
Subscriber Phone Fixup
P2A Serve Report

PD - [Get Agent A2P Fle From Washington Post] == E
E == x|
1 %

dropboxwashpost.com
1104(@circulation

[rcrcrcic

£

I Il Il )

Reconciliation Reports

There are four reconciliation reports. You may print or preview any report or print all four together.
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Accounts with Key Field Differences

This report lists all accounts (subscribers) where the two databases do not match in some key field.
There are two lines per account. The first line displays the NPD data. The second line displays any
P2A (Washington Post) data that is different. The P2A line will be blank if there is no difference. This
makes it easy to see which fields contain a difference. If the difference is that the P2A field is blank,
a <b> will be displayed.

For each difference, you have three choices: (1) Update NPD, (2) Update the Washington Post
database, or (3) Ignore the difference because it is too minor to correct. Differences in service, e.g.
Sunday Only instead of Daily & Sunday, must be corrected.

NOTE: The Washington Post database codes subscribers on vacation as Inactive. This will cause a
difference with your NPD database. NPD places a V next to the Active/lnactive code to
indicate the subscriber is on vacation.

Duplicate PANs
This report lists accounts where you have assigned the same PAN to two or more accounts. You
must determine the correct PAN and update NPD.

Agent Accounts not in Washington Post Database

This report lists all NPD accounts that are not in the P2A file. In most cases, the PAN number is
blank or invalid. You must determine the correct PAN for these accounts and update NPD
accordingly. If necessary, add the customer to the Washington Post database.

Washington Post Accounts not in Agent Database

This report lists all accounts in the P2A file that do not have a corresponding entry in the NPD
database. Examine the Agent Accounts not in Washington Post Database report to see if you can
match some accounts. For accounts you match this way, update the NPD PAN.

You must update NPD or the Washington Post until the Washington Post Accounts not in Agent
Database report is empty.

Determine Missing PANs

This function matches the downloaded P2A file and your database to automatically assign the PAN
where there is a match. Only NPD accounts without a PAN are considered. The match requires an
exact address and type of service match, plus a partial name match. The partial name match looks
at the first letter of the first name and the first three letters of the last name. It also looks for
swapped first and last names.

If your database has a number of missing PANs you should run this function before attempting the
reconciliation described above. Also, use the Paper Account Numbers button on the Subscribers
switchboard to fill in missing PANs from a Router or similar report.

Detemmine Missing PANs |

This feature will attempt to determine the PAN for your accounts
with a blank PAN. Are you sure this is what you want to do?

Subscriber Name Fixup

This function displays all accounts from the Accounts with Key Field Differences report where the
subscriber names are different. You can elect to keep the NPD version of the name or to replace it
with the Washington Post'’s version. Once you click a choice the system advances to the next
account. You can use the Subscriber Edit button to manually edit the name or other information.
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@l NPD - [Name Fixup] =& x]
File Edit DaysBetwesn Help ;Iilll
Thiz function letz you update NPD to the subscriber name az it appears in the 'Washington Post databaze. For company names, uze Edit ﬂ
Subscriber to add the backslash [\ for a correct name sart.
Y| pan 1ape3304 NFD Accaunt: D072 Raute: 005 Motz St aE
12537 WINDOVER TURM 207151240
Post Name: |FREDER\CK J. BOHLAMDER | Edit Subscriber
MPD Mame: |FREDER\CK BOHLANDER | Keep MPD Name
PAN; 16137795 NFD Account; 006032 Routs: 008 Number  Street AE U
4400 OLANDO LW 207151127
Past Hame: |.JANICE CURTIS | Use Post Name Edit Subscriber
HPD Mame: |GWEN CARUSI | Keep MFD Mame
PaM: 8483898 NFD Account: 106240 Rioute: 007 Witz St et
ea0 OWERFIELD CT 20715-4625
Post Name: [THERESA E. CARRUTHERS |[ uss Post Hams
HPD Name: |THERESA CARRUTHERS | Keep MPD Name
PAN; 7243587 NFD Account, 002285 Route: 012 Number  Sireet aE
12311 MANSHIP LM 20715-2933
Post Mame: |CLYDE H. FREERMAM Use Post Mame Edit Subscriber
HPD Mame: |CLYDE FREERMAN Keep NFD Mame =]
|4|1|Hecnrd:|1 |of 23 }l}ll
Form Yiew I MM

NOTE: Before using this function, you may wish to go to the Subscriber switchboard and
use the Subscriber Name in CAPS button to convert all subscriber names to upper case and
optionally remove periods and commas.

Subscriber Phone Fixup

This function displays all accounts from the Accounts with Key Field Differences report where the
home phones are different. You can elect to keep the NPD version of the home phone or to replace
it with the Washington Post’s version. Once you click a choice the system advances to the next
account. You can use the Subscriber Edit button to manually edit the phone or other information.

@l NPD - [Phone Fixup] =18 x]
File Edit DaysBetween Help ;lilll
N
Thiz function lets you update NPD ta the home phone az it appears in the \Washington Post database. :II
»
PAN; 10938960 NPD Account: 006484 Raute: 004 Muriber  Street i P
3908 WODDHAVEN LN 207151275
NPD Mame: |DIANE WALGH
Post Home Phone: |301-809-5801 Edit Subscriber
MPD Home Phaone: |3071-390-9389 Keep MPD Phane
PAN; 13601738 NPD Accaunt: 001679 Raute: 005 Number  Street i P
12407 WHITEHALLDR 207151225
NPD Marne: |SHIRLEY HOWARD
Post Home Phane: |3D1 -262-1341 ‘ Use Post Phone Edit Subscriber
MPD Home Phaone: |301-245-4266 Keep NPD Phone
PAN: 3972952 NPD Account: 001783 Fioute: 006 Mumber  Street bl P
4503 OAKLYH LN 207151119
NPD Hame: [SHEILA DANNER:
Post Home Phone: [301-352-38149 Usze Post Phone Edit Subscriber
MPD Home Phone: (301-352-9195 Keep NPD Phane
PAN: 16410340 NFD Account: 006414 Raute: 006 Wuilizy Sl gt P
4408 OAKVIEW LM 207151120 -
W] {[Fecod]l [of 22 Y]
Farm Yiew I NUM
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P2A Serve Report

The P2A Serve report prepares a serve report based on the P2A data. You may select which routes
are to be included. Also, you may select the day of the week to be reported. The report format
resembles the Even/Odd Serve Report. Note that the report only counts subscribers, not number of

papers.
&l NPD - [Route List] =10l %|
File Edit DaysBetween ‘Window Help = Iﬁ‘ Iil
Thiz function prepares a serve report of the P24 data. The Even/Odd Small Print format iz
used. Mote that if you do not print all routes, any P24 routes not in your Route table cannot
<Esc» be selected.

Diay of Wweek

Select
Routes to
Print

Print Preview

Ready to print Route
Lizt for all routes.

Foarm Wiew Il_l_l_l_lml_l_

Prepare Agent 2 Post File

The Agent to Post (A2P) file is the opposite of the P2A file. Here, you upload your subscriber
information to the Post’s web site. The A2P file contains name, address, phone, and type of service.
It does not include any balance information. Subscribers with a Pay Type of NS or NC are
excluded, as are inactive subscribers. You prepare the A2P file only when requested by the
Washington Post.

Telephone numbers prefixed with an asterisk (*) are not uploaded. The * prefix is used to denote unlisted telephone numbers
that the customer has requested you not disclose to anyone, including the Washington Post.

@ NPD - [Send Agent AZP File to Washington Post] = IEllll
File Edit DaysBetween ‘wWindow Help = Iﬁllll

Thiz function creates an expart of subscriber data for transmizsion to the Y ashington Post. The file iz named
G T nnnn.42P and will be placed in a compressed file named aZpnnnn.zip. [The nonn will be replaced with pour
distributor number. )

The aZpnnnn.zip will be placed in a WASHPOST folder belowe your MPD folder. Usually this will be
CAMPDOTWWASHPOS ThaZpnnnn.zip. IfAcomF TR iz installed on your computer, it will be used to perform the upload;
otherwise, pou will need to upload it some other way.

Customer balances are not included. [n addition, Inactive Subscribers and Subscribers with Pay Type of NS or NC are

omitted.
The Host Mame, User Mame and Password are needed onlly if AcomF TP is installed.
Host Name: |dr0pb0x.washpost.com ‘
User Mame: [0000@circulation |
E xplarer
Password: |"‘°"‘”‘ ‘
X Remember Passward
‘ Close I | Export I
Form Yiew I MU
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Daily Service Transactions

The Daily Service Transactions function downloads the transactions for a day. You may print the
transactions and use them in NPD is the usual way. Also, you may process them in a semi-
automated fashion. By semi-automated, we mean that many keystrokes are done for you. Over
time, additional automation will be added.

The Daily Service Transactions screen contains a list of the dates downloaded. Click on the date to
select it for printing or processing. Click the Download Daily Transactions button to download
new transactions. The Print and Preview buttons are used to print or preview the transactions for
the selected date. The Process button is used to process transactions for the selected date.

#lll NPD - [Daily Service Transactions] =
File Edit Days Between Help &1l

"'ou may print of preview tranzactions for the selected Tranzaction Date

Prezs Download Daily Transactions to download the tranzactions for another day.

The Filker Option appliez only to Office Pap (Prepay] subscribers.

Tranz Date

01/26/2006 Selected Transaction Date'|Sunda_l,l, January 29, 2006 |

01/27/2006

01./26/2008

014252006 Filter Option for Process and Print/Preview _
0142442008 @ Al

0142342006

0142242008 {@I ' Omit Payments/D ehits/ Credits
0142142008 Pirt Preview Process C Only Payments/Debits/Credits
0142042008

0141942008

01/18/2008

0141742008

0141642006

011542006 Update OP Exrpire Dates

[1/14/2008
0141372006
01412/20086

0141142006 .
0141042006 Download Daily Transactions I Prepare Daily Draw

01/03/2006
/08,2006
1407 /2008
[1/06/2006
[1/05/2006

0140472008
N2 90NE

Farm Yiew Il_l_l_l_lml_l_

The Washington Post’s web site holds the last 30 days of transaction files. NPD retains the last 90
days. This allows you to review transactions up to 90 days old.

Download Daily Transactions Button

This function downloads the mail file for the specified date. The file for today is usually not available
until early evening. If you attempt to download a file before it is available the download will fail.
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Download Daily Transactions from Washington Post

el BT

dropboxwashpost.com

0000(@circulation

[rcscscnc

%

ER

=
o |

Print and Preview Transactions Buttons
The Print and Preview buttons prepare the Daily Service Transactions report of the selected date.

Process Button

The Process button is used to process the transactions for the selected date. When clicked, the list
of transactions will appear on the screen. Click the blue explode button for each transaction you

wish to process.

Notes:

(1) You may not need to process each one. For example, a vacation stop gives both the stop
and restart dates. The vacation start transaction that usually immediately follows the stop
provides redundant information.

(2) The Process Transactions function requires a screen resolution of at least 800 x 600.

@l NPD - [Daily Service Transactions]
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When you click the explode button for a transaction, the Process Transaction screen is opened. This
screen has the following layout:

The top area of the screen displays the transaction. This area is keep visible whenever
possible.

The middle area displays the NPD data for the subscriber. This will be blank for new
subscribers. If you have more than one account for the same PAN, the multiple NPD
account numbers are listed. (You should have only one account per PAN.)

The New Subscriber button is active if you don’t have a subscriber for the transaction’s
PAN. Click it to add a new subscriber. NPD will automatically fill in name and address
information about the new subscriber. In most cases all you have to do is select the edition.
If the address does not exist, NPD will volunteer to create the address for you.

The Daily Mail button takes you to the Daily Mail screen. All Daily Mail functions are
available to you: You can pull up other accounts, add subscribers, etc.

The lower area displays a history for the subscriber. Which history is displayed depends on
the type of transaction. The three possibilities are

0 Service Changes
0 Vacations
o0 Complaints

Use the Add button to add a new Service Change, Vacation or Complaint, as appropriate.
Use the Close button to end processing of this transaction. This will return you to the list of
transactions you are processing. As each transaction is processed the check box next to the
explode button is checked. This check helps you see which ones you have processed. It is
not retained, and you may reprocess checked transactions.

@l NPD - [Process Transaction]

[E] File Edit DapsBetween ‘Window Help
PAN: 8880841 KEITH FRAMCIS

123028 RAMBLING LN : BOWIE MD 20715

==l x|
==l x|

Home Phone: 301-461-6383 ‘whork Phone: Route: 001
05/24/01 Stop [¥4] [W&) Yacation Sre:(PH] 11 1 1 1 1 1
Festart: 6/3/01 Offer Type: RS2
Promo Code:
Offer Source:
Source: PH
i Aecount: [D0B007_ | PAN{BERORAT | |
Receut Sort Mame: |Franciz Keith | At
Street Address: 12308 [RAMBLING LN I |
City-State-Zip: [BOWIE [ [207153209]
Home Phone: |301-467-6333 | “Work Phone:
Billed Thr: 0572072001 Fioute
Balance at Last Bill $18.90 | Copies: Bill Type:
Current Balance: $18.90 | Edition: |DS Pay Type: (BR
Delivery Instructions: |
Add Wacation Stop I 2
Credit  Applied =
Stop Date  Resume Credit Due Applied Thru Completed
» 05/24/2001  0B/03/2001 372 0.00  05/23/01 I
1242142000 12/29/2000 1.50 150 12/28/00 Iv’
1041342000 10415/2000 0.00 0.00 10414400 I’
05/26/2000  0B/04/2000 1.50 1.50 08/03/00 v
-
Hj Hacurd|1 |Uf 4 DIHl

Form Yiew

[FoR T MmOl [
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Add Yacation Stop
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Reconciliation Checklist
Use this handy step by step checklist to help you get through your first reconciliation.

1. Download the P2A file

2. Perform Reconciliation (Turn on Ignore Periods in Name and Ignore Work Phones)

3. Click the Determine Missing PANs button.

4. Perform the Reconciliation again.

5. Examine the Duplicate PAN report and correct the NPD account with the incorrect PAN. (You
can blank the account with a bad PAN and run the Determine Missing PANs function again to

hopefully link to the correct PAN.)

6. If you had to correct many duplicates, you may want to run the Reconciliation again. This might
help clear up things in the other three reports.

7. Compare the Agent Accounts not in Washington Post Database and the Washington Post
Accounts not in the Agent Database. Attempt to find the same account in both. When you do,
use NPD to enter the correct PAN.

8. Your priority at this point is

a. No duplicate PANs
b. A substantially clear Agent Accounts not in Washington Post Database report

c. A substantially clear Washington Post Accounts not in the Agent Database report.

By a substantially clear report, we mean a report that is less than a page and you need some additional
time to resolve the remaining problems.

9. Once the other three reports are empty, or nearly so, tackle the Accounts with Key Field Differences
report. Depending on the number of pages (150 pages seems to the norm for the first time), you may need
one to three weeks to get the report down to just a few pages. Give priority to customer status and paper
counts. Hold off on names and phone numbers until most everything else is in agreement.
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NPD How To How to Install NPD on a New Computer

Purpose

This document describes how to install NPD on a nhew computer and then transfer your database to the new computer.
Installing a second copy of NPD on a computer is not covered here. Call for assistance when you need to do that.

A. Buying the New Computer

Almost any new computer on the market today is adequate for running NPD. Here are some considerations that may
make things a little better:

1.

2.

Get a computer with Windows XP. The Home Edition is fine for most users. New versions of Windows beyond
XP will probably work as well.

Make sure you get the backup device you need: A CD burner or a ZIP drive.

If you get a CD burner, the CD software that came with the computer may not work for backups. As of
this writing, the only known software is Easy CD Creator by Roxio. With Easy Creator 5 you need the
Platinum Edition to get DirectCD, which is needed. With Easy CD and DVD Creator 6, DirectCD is renamed
“Drag-to-Disk”, and is included in the base product.
If you get a ZIP Drive, the external model allows moving the drive from computer to computer. With
Windows XP, you simply plug in the drive — no software installation. If you get the Firewire model, make
sure your computer has Firewire ports. Almost all new computers have USB ports. CAUTION: Newer
models of ZIP drives can read but not write 100MB disks. The 100MB disks are becoming obsolete
You also need to make sure that whatever you use to backup your old computer is on your new computer. If
not, you may need a third computer to transfer your backup from one media to another. CAUTION: Backups
to floppies are a special case. If your new computer does not have a floppy drive, the third computer will need
to extract (unzip) the NPDBEO1.ZIP and place the resulting NPDBEO1.MDB on a CD or ZIP disk. Then copy
NPDBEO1.MDB from that disk to your NPD data folder (e.g. C:\NPDO1\DATA) on your new computer

B. Install NPD and Update to Latest Version

1.
2.

Use the most recent NPD CD to install NPD, AcornFTP, and, if not already installed, Acrobat Reader.

Do not bother to run NPD at this point as it will have a database for “Distributor 0000” whose update license
has expired. (There’'s no harm in running NPD, just ignore the error messages.)

Use NPD Tools to download the latest NPD Update. If you have problems, go to
http://www.acorndata.com/npd_downloads.htm and download UPDATE.EXE. Save it to your Desktop.
When the download completes, open the UPDATE.EXE on your desktop.

Only after NPD is updated to the latest version, are you ready to transfer your database to the new
computer.

C. Transfer Database to New Computer

1.

3.

Learn your drive letter assignments. Open My Computer and note which drive letter is assigned to your backup
drive, be it CD or ZIP. You can also see this by clicking on Show Drive Status in NPD Tools.

To do a normal Restore: Use the Locate button on the Restore screen to point to the drive containing the
backup. Click OK, then Next. Check the Backup Date to make sure you are restoring the correct backup.

Run NPD and confirm you have your database.

D. Get CASS Information

The CASS form PS 3553 is not included in your backup. The first choice is to simply Import Checked Addresses
again. If that should fail, copy the files in the CASS folder from your old computer to a floppy and then to the CASS
folder on your new computer. The CASS folder is a sub-folder of your NPD folder, usually C:\NPDO1\CASS. You may
need to create the CASS folder on your new computer. If all this fails, use your old computer to print a sufficient
number of the CASS forms.
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NPD How To How to CASS Certify Your NPD Addresses

Purpose
The purpose of CASS certification is to have your addresses conform to the Post Office requirements for
automation discounts. Your CASS must be valid on the day you take the bills to the Post Office. If your
need to renew your CASS, do it about 5 days before your next bill printing. (Allow ten days if using the old
method of mailing a floppy.) It's OK for your CASS to expire — just so it's renewed by the time you need it.
A. How to Make the File for CASS Certification
Follow the following steps to initiate the CASS Certification process:

1. Connect to the internet in the usual way.

Run NPD.

From the Main Switchboard, go to Addresses.
Click on Export for Address Update.

Click on FTP to Acorn Data Dropbox.

When the process completes, send an email to rk.waid@verizon.net providing your name and
distributor number, plus a brief message requesting the CASS certification.
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. The password at step 5 is earl. You will be notified by email if the password changes.

B. How to Process the Updated Addresses

After your addresses are CASS certified, the Address Update file will be placed in the Acorn Data dropbox.
Instructions will be included in the email notifying you that the file is ready. They are given in more detail
here:

Connect to the internet in the usual way.

Run NPD.

From the Main Switchboard, go to Addresses.

Click on Import Checked Addresses.

Click on Download from Acorn Data’s Dropbox.
When the download completes, click Good Addresses.

Click OK until the Print Address Update Documents screen appears.
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To print one of the documents, click on it. This will open it with Acrobat Reader. Click the Printer
icon in the upper left part of the screen. After printing, close Acrobat Reader. You can then click on
another document. Click Close on the Print Address Update Documents screen when printing is
complete.

9. You are now on the Address switchboard. Note the button labeled Print Address Update
Documents. Use it to reopen the Print Address Update Documents screen whenever you wish to
print/reprint one of the documents.

10. If you received a “You have duplicate addresses” message, go to Identify/Fix Duplicate Addresses
on the Address switchboard to merge the duplicates into one.

(See next page for Error Codes and Prices)
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C. About the Error Report

The Error Report lists any addresses that could not be matched to the USPS address database. If the
address is a new address, then it will probably pass when you update your addresses in 6 months. For
other errors, you should attempt to resolve them before your next address update. A visit to your post office
may help. You can use www.usps.com to lookup addresses for correct street spelling, etc. If you mail to a
non-CASS certified address, you will pay the full first class rate for that piece.

Error | Meaning
Code

Z The ZIP Code is invalid or does not match the city name.

C Canadian ZIP Code

U Unknown Street. No street could be found within the city that matches the street name given in the address
field.

X Non-delivery Address. The location given in the address field physically exists in the city but the post office
has indicated that there are no houses there. This may occur when one side of the street has railroad tracks
or a river along side it.

R Address Out of Range. The address is not within the delivery range.

Multiple Addresses. The national database found two or more possible ranges for your address.

T Multiple Components. More than one component of your address is in error. Address components are the
pre-direction, post-direction, and suffix.

N No Data Available for City. Address data for this city is not in the database.
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NPD How To

How to Enter New Rates

Purpose

When The Washington Post introduces new rates, the new rates must be entered in
NPD. The purpose of this document is to explain the process.

A

go to System Maintenance. M
Click Generate New Rates.

Enter the Effective Date for the

rate change.

. Enter New Rates

e
From the Main Switchboard, — Sesteadiactemy

Existing Effective Dates

07/14/2003
07/12/2004

Effective Date:

The EFFECTIVE DATE should be: the date o the:
paper's last general rate change. It's best to not
have a lot of different effective dates.

Enter the rates for each

standard edition. For example,

Standard Rates [Not RPO Rates]

Edition Daily Sunday

On the Daily & Sunday row, Dy S

enter the Daily per copy price Dty Oriy

and the Sunday per copy price. Sunday Driy '

When ready, press the Next

>> putton.

DO MOT CHAMGE the effective date nor the Standard Rates for new editions, including RPOs.
‘We just backdate new edition prices ta the last general rate change. Having an earlier effective
doesz no harm since the effective date of the Service Change will wile

The Standard Rates apply to standard
editions

Onthe next screen, you will supply the
rates for editions that expire (i.e. RPOs).

Existing rates for the Effective Date will
not be changed. [fthey need revision,
you will need to do it manually using the
Fiates button.

Click MEXT to enter the rates for Editions
that expire (e.g. Fall Prama.).

Next >>

The next screen will display RPO (Reduced Price Offer) or Special rates. You
probably will not need to change anything on this screen, but review them just in

case.

Press the
Next >>
button again
to complete
the rates
generation.

After clicking
OK to the
rates
generated
popup, press
the Rates
button on the
System
Maintenance
switchboard.

File Edit Days Between Help =0

E niter the per paper charge for these editionz. Use 0 for free papers. Be sure to review the ;I

generated rates for these editions. Cleck Next when ready bo continue, _I

Rate Effective: Monday. July 12, 2004
Duration
Edition Edition Name Mon Tue Wed Thu Fri Sat Sun inDays Rate
p | 1000 Daily Only 10Wks @ $12 @I 0.2000( 0.2000f] 020000 0.2000f( 0.20000] 0.0000] 70 $12.00
1005 DailytSun 10Wks @ $20 02000( 0.2000f] 020001 020000 020000 020000 0.8000 70 $20.00
10MF Mon-Fri 10wks (@ $10.00 02000( 0.20000] 020001 02000 020000 000000 0.0000 70 $10.00
1050 Sunday 10ks & $10.00 00000j(  0.0000f] 00000 000000 000000  00000(( 1.0000 70 $10.00
1553 $159.99 Special Offer 00000j( 0.0000f) 00000 00000 000000 00000(( 1.5000 364 $78.00
2005 D ailytS un 200K Sizaler 01760 017500 04760 047800 04760)) 01750)( 0.7500 140 $36.00
2050 Sunday 200k Sizzler 00000 0.0000() 00000 000000 000000 00000) 07500 140 $15.00
2605 DailykSun 26w kE$47.06 017 0171 01731 017 0173 0173 0.7715) 182 $47.06
26N DailypkSun 26w kE$53.02 01283)( 01283() 01283 01283 01233 01254/ 1.5000 182 $53.02
2650 Sunday 264 ksE$20.06 00000 0.0000() 00000 000000 000000 00000 07715 182 $20.06
E20 D ailyéSun $2.50 Ak 200/ 01667)( 01667 00667 01667 01667 01667 1.5000 140 $50.00
ES2 Dailyé:Sun 1835k 52/ 00650)( 0.0850() 0.0650)( 006500 0.06500) 0O0BS0[( 1.5000 364 $36.28
FOS Sun + Free Daily Sk n0oo00j( 0.0000f]  0.0000f( o0.0000)( 0.0000() O.0000( 1.5000 56 $12.00
F12 Sun + Free Daily 12wk 00000j( 0.0000f]  0.0000f 0.0000f( 0.0000() 0.0000(( 1.5000 B4 $18.00
F12B Sun + Free Daily /DS 00000j(  0.0000f] 00000 000000 000000  00000( 1.5000 84 $18.00
Fi3 Sun + Free Daily 13wk 00000j(  0.0000f] 00000 000000 000000 00000 1.5000 91 $13.50
F13E Sun + Free Daily /DS 00000j( 0.0000f) 00000 00000 000000 00000(( 1.5000 91 $13.50
F20 Sun + Free Daily 200wl 00000)( 0.0000f) 00000 00000 0.00000) 00000(( 1.5000 140 $30000
FF16 D ailyt:Sun 1/2 Off 168wk 01750 01750() 047500 047500 047500 01750(( 0.7500 112 $28.80
FP26 D ailytSun 1/2 Off 28wk 01750 01750() 047500 047500 047500 01750(( 0.7500 182 $46.80
FF52 DailytSun 1/2 Off 52k 01750 01750() 047500 047500 047500 01750(( 0.7500 364 $33.60
HDS Draily & Sunday HOS 264/ 01550)( 015500 015500 0455001 0155000 01550(( 0.7500 182 $4368
wt 33 Do niot click Mest until you have entered rates for all new editions.
Credit - Monday | o o e
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9. Review the rates. If you have weekend editions and the like, you may need to re-
price them. Simply click the blue explode button for those editions and enter the new
per copy price. The rate (period charges) will be recalculated automatically for that
Edition and Bill Type. Be sure to change the price for each Bill Type.

10. At the top of the Rates screen is a Purge Old Rates button. Click it and purge any
old dates. Be sure to keep the last two or three dates.

B. If you Make a Mistake

If you discover that you generated the rates incorrectly, use Rates to modify the rates
for one of the Bill Types, then click Set All Bill Types for this Edition.

#ll NPD - [Rates]
Fle Edit Days Between Help

]

Effective Date: 07/12/2004 Edition: 26D5 | Set All Bill Types for this Edition
Bill Type: YR

r— Daily Charge/Credit —

Mon: 01731 Enter Per Copy charge far
Tue: 0173 Caute

Wed: 0173

Thu: 0173
Fri: 0173
Sak 0173

I;_n II_‘ II_‘ II_‘ II_‘ II_‘ I

Sun: 077

C. A Word of Caution
Only change the Effective Date when the Post changes the standard rates. When you

add a new edition, simply generate new rates using the existing Effective Date. You do
not want a new Effective Date each time you add a new edition.
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NPD How To

Cash Receipts Export/Import

Purpose
The purpose of this feature is to provide for entry of a batch of checks on one computer and then transfer
the batch to the “main” computer. In the meantime, the main computer can continue to be used.

We use the term Main Computer to refer to your primary NPD computer, and the term Remote
Computer to refer to another computer that has NPD installed.

How to Enter Batches on the Remote
Computer and Export for the Main Computer

7.

10.

11.

12.

13.
14.

First backup the Main Computer and restore
to the Remote Computer. It is important that
the Remote Computer has the current
balances for your customers.

Run NPD and enter batches of checks in the
usual way. You should note the batch
numbers you used.

While not necessary, you can Post the
batches on the Remote Computer. In any
case, be sure that the batch amount equals
a manual total of the checks.

When ready, click Export Batch on the
Cash Receipts switchboard.

Insert the media (floppy, zip disk, CD-R, or
CD-RW) that you will use to transfer the
batches to the Main Computer. If you are
not using a floppy, use the Browse for
Folder to select the correct drive. NPD will
remember the drive you select.

In the left hand list box, click on the batches
you wish to export. They will appear in the
right hand list box. If you make a mistake,
click the button and start over.

When ready, click the Export button.

Remove the media (floppy, zip disk, CD)
and take to Main Computer.

How to Import Batches on the Main
Computer

11.

12.

13.

14.

15.

16.

17.

On the Cash Receipts switchboard, click
Import Batch.

Insert the floppy, zip disk, or CD that was
used as the export media at the Remote
Computer. If you are not using a floppy, use
the Browse for Folder to select the correct
drive. NPD will remember the drive you
select.

Click the Open button. The batches on the
Import file will be displayed in the left hand
list box.

Click the batches you wish to import. They
will be marked as “not posted”, even if they
were posted on the Remote Computer.
Each batch will be assigned a new number
on the Main Computer.

If you import a batch you did not want to
import, use View/Edit Batches to delete it.
Do not post a batch you don’t want. If you
do, the customers will get double credit.

When you have imported all batches, close
the Import Batches screen and go to
View/Edit Batches. Review the imported
batches to make sure they are not
duplicates. Delete any that are incorrect.

Use Print Cash Receipts to print the
imported batches in the usual way. It's best
to print from the Main Computer in case the
batch number changed.

Go to Post Batch and post the imported
batch(s) in the usual way.

Note that you can continue to use the Main Computer while the batches are being entered on the Remote
Computer. In fact, batches can be entered on both at the same time. With this feature, the backup and
restore process only goes one way: From the Main to the Remote. This is safer than going in both
directions with the backup/restore. (Restoring to the Main Computer should be limited to when it's
absolutely necessary.)
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