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Introduction

ostal Explorer is part of the Postal Service’s
Pcontinuing effort to make more information
available electronically. Some of the resources
available in this version of Postal Explorer are:

Domestic

®  Domestic Mail Manual (DMM)
®  Domestic Rate Calculator

m  Customer Support Rulings

m  Postal Zone Charts

International

®  Index of Countries

®m  International Mail Manual (IMM)

®  International Rate Calculator
References

m  Designing Letter Mail (Pub 25)

®  Designing Flat Mail (Pub 63)

B Preparing Standard Mail (A) (Pub 49)
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Web

m  Postal Explorer on Internet

®  USPS Rapid Information Bulletin Board System (RIBBS)
m  USPS on the Web (Home Page)

Forms

m  First-Class and Priority Malil
m  Periodicals

®  Standard (A)

m  Standard (B)

m  Miscellaneous

You will find more information resources when you launch Postal
Explorer.

This user guide may be used in two ways. You may find it more
practical to print it and follow the instructions from a hardcopy, or you
can use it on screen by clicking back and forth between this guide and
an open Postal Explorer application.



Getting Started

To work with Postal Explorer, you must be familiar with Windows 95
or Windows NT. Its use and navigation processes are based on the
Windows application.

When you double-click on the Postal Explorer icon on your desktop,
the Postal Explorer cover design appears.

Postal Explorer"“

Version 7.0
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The main menu follows immediately. The first time you open Postal
Explorer, the Domestic icon on the toolbar will be depressed,
showing in the lower window a list of the available selections under it.
Thereafter, when you open Postal Explorer, the last active icon will be
depressed.

Il Postal Explorer [Domestic] (O] x]
Postal Explarer Wiew  Help

= @ * @ & @ =

Domastic International References  Forms Wb Multimedia.  Fewvorites Update

(@ Domestic Mai Manual

I Domestic Rate Calculatar
Matice 123

(@l Pub 25 - Postal Addressing Standards
Zone Charts

|Custumer Support Rulings 4

You can change the display mode in the lower window by clicking
View on the menu bar and selecting Details, Large Icons, Small Icons,
or List (as in the example above).



Getting Started

Note that the toolbar shows these icons: Domestic, International,
References, Forms, Web, Multimedia, and Favorites. Clicking on
an icon displays the available selections under it.

Click on the International icon to see the selections under it.

Ml Postal Explorer [International] (O] x|
Postal Explorer  ¥iew Help

= @ * Q i ) &
Domestic | Intemational Peferences  Farms Wieh tultimedia  Favorites Update

— unt
[ International Mail Manual
4= International Rate Calculator

Index of Countries v
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Click on the References icon.

Il Postal Explorer [References]
Postal Explorer  Yiew Help

M=1 E3

S @ * @ % ) %
Daomestic  Intenational | Feferences Farms Wieh tultimedia  Faworites Update
Mame A | Date |

@ Business Guide to Advertising with Direct Mail
¥ Pub 2 - Packaging far Mailing

@ Pub 25 - Designing Letter Mail

@ Pub 353 - Designing Reply Mail

@ Fub 417 - Monprofit Standard hail Eligibility
@ Pub 49 - Preparing Standard Mail (4)

- Pub 63 - Designing Flat Mail

k'dPub B21 - Postal Explorer Use

MNovernber 1597
January 19938
August 1925
July 1535
October 1996
October 1993
hay 1995

Cictober 1908

Pub 821 - Postal Explorer User Guide (October 1998)




Getting Started

Click on the Forms icon.

Il Postal Explorer [First Class and Priority Mail Forms]
Fostal Explorer  Yiew Help

= @ ) @ L @ a

Domestic  International References Forms Web Multimedia  Fawvorites Update

40 i ; and Priority Mai

B3E41s- Supplémental Sheet, Internat.  Feriodicals
3B00F - First-Class, Postage Affixed Standard (&)
85 3600P - Meter or Precancelled Standard (B)
SEDDF'M - Priority Mail, Permit Imprinl 4 callaneous
SEDDR - First-Class, Permit Imprint Al

853500 - Permit Imprint
&2 3606P - Priority Mail and Zoned Rate Standard Mail
85 3605R - Priority Mail and Zoned Rate Standard Mail

|354DS - Postage Staternent Supplement

Click on an option in the pull-down menu to display the available
selections for it in the lower window. In this example, the selections
displayed are for First-Class and Priority Mail.
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Click on the Web icon.

Il Postal Explorer [Web]
Postal Explorer  Yiew Help

M=1 E3

= ® . Q % # &
Domestic  International References Forms Web Multimedia  Fawvorites Update
Description
al Explorer on Interne Wieh Pa
RIBEIS Home Page Web Page
USF‘S Horme Page Web Page

Postal Explorer on Internet (Web Page)




Getting Started

Click on the Multimedia icon.

Ml Postal Explorer [Multimedia] M= B3
Postal Explarer  Wiew Help
L= @ * @ & @ A
Domestic  Intemational Feferences Forms Weh Multimedia ~ Fawvarites Update
|F'Dstal Explorer Tour Guide A

Note: Tour Guide is not available to Postal Service users.

January 1999 Publication 821, Postal Explorer User Guide

Click on the Favorites icon.

Il Postal Explorer [Favorites] (O] x]
Postal Explarer Wiew  Help

= @ <+ Q & &
Domestic  Intamational Feferences  Forms Whigh Multirmedia | Favorites Update

omestic hail Manuall
Damestic Rate Calculator

|D0mestic tail hdanual A

When you first open your Postal Explorer, the Favorites window will
show Domestic Mail Manual and Domestic Rate Calculator. You can
change this display (see next page).

Note: The Update icon on the toolbar allows the user to
download the latest databases to update the rate calculators.
This icon is not available for postal LANs.



Getting Started

You can add selections by clicking on the desired toolbar icon, clicking
and then right-clicking on the desired selection. A pop-up dialog box
will give you the option of adding a shortcut on your desktop or adding
the icon to your Favorites window.

W Postal Explorer [Domestic] =] E3
Postal Explorer  Yiew Help
= @ ) @ 2 @ a
Domestic  International References Forms Web Multimedia  Fawvorites Update
Domestic Rate Calcul: IRkl Al
Motice 123 Adld a Shortcut to my Desktop
(& Pub 28 - Postal Addre ; :
Zone Charts Change File Location...
Domestic Mail Manual 4
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You can also delete an icon from your Favorites window by
right-clicking on the icon and selecting “Remove from my Favorites.”

W Postal Explorer [Favorites] [ (O] x]
Postal Explorer  Wiew Help

= @ * @ 7 &
Domestic  International References  Forms Web Multimedia | Favorites Update

[l Domestic
= Domestic R

Riemav

Adda

Change File Location...

Domestic Rate Calculator




Getting Started

Things You Can Do in Postal Explorer

The menu bar in Postal Explorer works the same way as in any
Windows application: click on a selection and a pull-down menu is
displayed, then click on the desired option.

The toolbar icons represent application or program options.

Postal Explorer uses Acrobat Reader and its search engine to view
and search all installed documents.

Clicking on any document icon in Postal Explorer will activate and
deploy the Acrobat Reader menu bar and toolbar. The options on the
menu bar and the toolbar represent the things you can do in Postal
Explorer.

The following are capsule descriptions of the functions of each option
on the toolbar (wait until you do the exercises begining on page 8
before clicking on these tools ).

Acmhat Reader - [A010_pdf]
[%] File Edit Wiew Tools ‘window Help

|i T N e I T T Y o Y s e

SN

I Page Only tool. When displayed, click on it to close the left
column (where thumbnails or bookmarks, if any, are shown)
and expand the page full-width.

"E Bookmark and Page tool. On bookmarked documents, it
==l appears on the toolbar when the page is full width. Click on it
to display bookmarks, which are links that allow you to jump
directly to the bookmarked item.

Thumbnails and Page tool. Click on it to display thumbnail
images of the pages instead of the bookmarks.

T
mmm
=]}
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Hand tool. The hand shows when a page is first opened. Move
the page by holding the left mouse button down, dragging the
hand up or down (also left or right when the page is zoomed
in), and releasing the left mouse button. Notice that the hand
turns into a fist when the left mouse button is pressed.

Zoom In tool. To magnify the page view, click on it, then
position the magnifier anywhere on the page where it does not
turn into a finger, then click. Each click magnifies the view
another size larger. Deactivate this tool by clicking on the hand
on the toolbar.

Select Text tool. Use it to copy text from a manual, handbook,

etc., to another document in MS Word or to an e-mail page.
You can then edit the copied text as necessary. See detailed

procedure in|Copying.

First Page tool. Click on it to go to the first page of the open
document.

Previous Page tool. Click on it to go to the previous page.
Next Page tool. Click on it to go to the next page.

Last Page tool. Click on it to go to the last page.

Go Back tool. Click on it to go back to the previous page

displayed.

Go Forward tool. Click on it to advance to the page following
the page from which you clicked on Go Back.



Getting Started

Actual Size tool. Click on it to display the page at 100 percent EXGFCiSGS
magnification.

]

When you use Postal Explorer, you use the tools previously
described. There are variations on what you can do, depending on the

Fit Page tool. Click on it to display the whole page on the selection you open. For example, you can calculate rates with the

&

screen. Domestic Rate Calculator or the International Rate Calculator.
To try the more common tools, click on the Domestic icon on the
Fit Width tool. Click on it to display the page the width of the Postal Explorer main menu toolbar.
window. W Postal Explorer [Domestic] O] =]
Postal Explorer  YWiew Help
= @ * @ i} & &
Domestic  International References Farms Wieh Multimedia Favorites Update

Find tool. Click on it to find words in the text of the open
document. The Find dialog box will be displayed; type the

|

. . . . " Domestic Rate Calculator
words to find, then click on Find; the words located will be Notice 123

: : (21 Pub 25 - Postal Addressing Standards
highlighted. e Charte

Search tool. Click on it to search for occurrences of a word or
phrase in a document (or documents selected in the search
index). See detailed procedure in

&)

Search Results tool. Click on it to display the list of items
found by the last Search.

Search Previous tool. Click on it repeatedly to scroll-search
backwards through documents in the Search Results list.

2 &

Customer Support Rulings

Search Next tool. Click on it repeatedly to scroll-search
forward through documents in the Search Results list.

-
[

January 1999 Publication 821, Postal Explorer User Guide 8



Getting Started
Click on Domestic Mail Manual in the window.
The overview table of contents will display.

[ T =

[ coloe 7 o] |- ) +o]v| OGS o) sl ol |

Domestic Mail Manual—Contents

FoRWARDMNG AMD RELATED
SERVICES

GENERAL IMFORMATION
LaseLinG LISTS
MeaiL PREFARATION AND

TRAMSMITTAL LETTER
DM OVERWVIEW

DECISION TREES AND
Guick ServicE GUIDES

ADOREEEING SORTATION

CHARACTERISTICS AND PNE.T"'GE AND PAYMENT
CONTENT e

DEPQSIT, COLLECTION, AND RATES AnD FeEs
DELIVERY SPECIAL SERVICES

EvLigBiLTY INDEX INFORMATION

- Fan il & - ) el el N -

This overview table of contents provides links that allow you to jump
directly to any of the sections listed by clicking on it when the hand
turns into a pointing finger.

January 1999 Publication 821, Postal Explorer User Guide

Click on Addressing.

The Addressing table of contents page will display.

Contents

AN Basic Addrassing
ALl Caresl doceansnyg Herciaris
Bek] Awrraey o P
BB Dl 8 dirumh Lialapin L6154

A0 Addressdng Mor Aulomatan
AN Customear Suppori

LIS E Y Py e e
BT AW el e a0
AN Cmres SErdnes

SRS Codng Acoascy Supped Symer jLARS|

i [erwevar | iy | Resenis |6

Like the overview table of contents, this and other tables of contents
are linked to the sections listed and let you jump to the corresponding
page when you click the pointing finger.



Getting Started

Click on Basic Addressing.

The Basic Addressing page will display.

[ 0 7 (0o o] | VSIS ) |

L '-E"E'-.'.-LE

Addrans Elrans
LF]

) [yrayeimn | e ) madatie |if

January 1999

s A
General Addressing Standards

ADUHESS CORTERT BM0 FUE{EWERT

Ty chivay BT e et T Wmleois O el Wi LSS i I kv
remipwce. Exoect by el prepeewd weih deincheed oo bebsbs ureie 5050 Fa
e M B IS Roceaa Dl e e seapenal, sl B ingene ., canly o
Fop gl o T oo Ly posiega

il rraadi red bsamng 8 sarplfes aricheas. uraciss AR e b m dalrmrp addrses
PR i 6 e e ol ooy e o P T o T )

R MO T O o chentliceiion

B Sl a] pebe, (i S et s O oo i D’ (P
By uamhay o panavel vl Ay o e TR o RO CERATRTT reaie
e w it el [l vl s il |

= Ty mad FaEs. | The oy 8 e maiing name of e Oeilay ol ScA
i i ey e i’

i [TE-R-ET] I Cooe | g or 2P+ whers regeesd. SV Cogss may be
et P Ciaes Y sor! Dy el s pulic- o' W serigi- (mics iyl ke
Frer=Cpu e e’ fowrcinr kel | g’ Fovn Diecss Sy & De T
s O L D! O S | A AR O i ] P e
Ml = ol CUETET 81 AETTIEGT ELA, FiSCY carse AT roemme
P i ey e (R A, Pl aie i, s S Edan
el 14 Farciees’ Bt (E1 boowrsme iy rod, Teecrancs iy sace

Publication 821, Postal Explorer User Guide

=

E Click on the Bookmark and Page icon on the toolbar. The
bookmarks appear in the bookmark column on the left of the

screen.

Do b8 Yo Do i U

afF sl s ] 4| DO #l sl |

o [ A B Ol =
£ 1 Daswas &
[ 2020 Cam
O 3 0 Compiakd «
[ & D Rwhurm &dr
[} i DA estecian
[ 0 By i
O T Do ia v :

=8| X

T imeeg e

=i Bre hbrmom
ADTD EI'I:I'II.M:I:...‘IH-E:I-I‘I:III'I:H

Fimiswry R o iy STPRE1 a1 R s v e S
1 e P i s prp v e s e o B e
s Eu A AN e mErmn wvw e Tt

o EEd PR b

Sy (R o i Y (R 8 B VTSRS A T T § i SRS
TE P S B ey T T S e R
- = e
S A A (P B Rl R i T ]
o P [ R . F LA S O PR (ISR T
T BT T TR

b Sy i i T e e mrme ety e s by Fon

A e Piend = P Y ol skt e e g o i e
3 T Doy g o PP ey pop sy [P (ot Py o B

Pl %y P R LA B e . s T P
b s s kLt e, L s o i sam
S Codes B im0 s e o Pt Vo o o
o e et MYt ot e s e
e el S oD ke s Frmchion, bR e e d M 8
S keI Wil B e e e mad e Va1 e e i et
i ey ke e S Ll i oo m e e
Rl e .
T LT A 4 DT T A LA T I |
o I S T, 8 I ol oA e 6 L

T e L

Rpbobrd ey sew o g s bats ol B [ ey o s ey
A
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Getting Started

..E Click on the Thumbnails and Page icon. The thumbnail
=l pages are displayed on the left of the screen.

!mm-nn--l:inmnrhru--rm .m_qi

B [~ RIS ERRIT] e le] ale] DS I T

Em_

ADD General Addressing Standards -

i EDOAESE DOATEST dbil MLEDEMENT

Duivery ncrem  Ths colarp EICPaH IS ¥ om0 [ Srerk B LT i o ok §
LR T R S P P S e

o e T TR Y R O M ] e e, A
T el o P i g g

Bcirwym Plormprdy 6 ome wr mewry § e (R TR B L W O A
LE T OO B il T MO BT ) T D TG T T

i e sl o e ks

+ P e A e s A e
O LTRSS i R B I T O Sl O TR
e Ve st

r i e | Thep oy @ @y sorapisie g e pas b e S
SR Cocs BN A P LTS Dl R N R I TR RO

1 8 e bl i S e rmaaind T L vy e s ld Farw
P i e DU @ T e g b P rm D
N ] L] i P e B il e T AT
S omriers 8 gt e Sl ey s s Pt Pimge T ke
e T e e T R L T T
arvier gk Drsd e sk ke e, P v i ©wi e S o el
Swriar e FL D Ry s TR LY BT TR
b mbkary b, el B ] flak, ekl o s ] ko]
e i TP Do s g v o s g g
e ') T g o e e R R S Ly AR R P

e T e B e, A T T L e e

SRR, T R OF W el Bl BT e i e ey
- I i L LT e e F

You can scroll the page up or down by clicking and dragging the Hand
tool on either the outline box on the Thumbnail icon or on the page
itself. Click on a Thumbnail page to go to that page.

Click on the Page Only icon to return to the full-page width.
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Click on the Zoom In icon and click inside the page. The
image size increases.

M

(5 S o ] e L m] )| MRS o bl i) | 4

General Addressing Standards

ADDD  Basic Addressing

A010 General Addre

1.0 ADDRESS CONTENT AN

Delivery Address  The delivery address speci
1.1 mailpiece. Except for mail

piece must have the addre:

the side of the piece bearin

LN L RE T NE-F NN LLTE NERE ;Id
et e o lige | it [ B L ] Pt | [inm

Note: Each time you click while the Zoom In function
is active, the image size increases. To deactivate the
Zoom In, click on the Hand icon.

Move the page around by clicking on the Hand icon on the toolbar;
position the hand anywhere inside the page, hold down the left mouse
button, drag in any direction, and release.
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Getting Started

To resize the page, click on one of the following icons on the toolbar
for the size you want:

Actual Size . Fit Page.

K SR O EE RS O
A e e e

AIGEE A CORTEHT EM P ACEERNT
[Py Leisrms e . ekt | PR o e
11 e il b sl e ATy ki ) i ke bl AU T

- i d i grm gl e o
Tk 5 o T Bl I
dabirws Bliswals b v ol mam e oenilos e o AL i el ma o ey s
TH T COMORT M AT ST 3 M 20 P T L
i il SO Pl L
b e e e s e g b i o ma P v
OO WA O R YT OF W TR i PR [T FOL
i J

v Toaby e ko e e e e sk b S g
ST D I LR oy O I T I AR SOt

B T o g o T e | vt e T o My D O v TR

i g g Firsi Tl

ol i e R ] T e B D T RO
S o gl P Sevi. il
s R N AP W PR DT R A R
ol gy i Ml Al Peeham. L el e e Misd A
Farrcinry Wai(Fy mormes mpis read reeharons e s e e
W oy i ol Tl LIl ] i, [l ol 0 e T
e sk T2 Dy arm w s e s e e ko o
P - e SR C] ST T P e D D i e

LLn L B ER|

@ [YPFunndein | L8 | pasesie ||
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Getting Started

Fit Width .

P T L ]

FJ!IEEE_U_I_IH (v |m] ¢lv] DI A

L i kb b eis e

AODD  Haic &ocywesing

AND General Addressing Standarnds -

LB ADDRESE DOHTERT ARD FLACTRERT

Dubvary Scbdrems  The delvesy shibmes specfas B loosion O wha® Fa U b D o §
B resipeon Eoepl e ral peepred il cetnche mcicises b, noes A0, e
e WAl T B WS 0 Bt k] Sl il ] s, Ty o
Wiy e i Wt v M iy (b

Acieral FRRSNIE A Pl Do D gy 6 R O] W e S (Tl T iy S
'1 0 Bl ke o e e bforwe e e ey w by oo s B gl
B e mopaniy e or ofa cermleion
s SO AW e R T AETRST RATE (8 s D S e
O s il [ 1 Al e e v ol
Frrpmiir ot inm remiee, e ek §
. Ciry i aiwm. [T iy W @0y acowpishie ARG TV ER0w i08 e S-o0g
W (e et g | BRES ey W vk W ] ]
A Sy g e P s il ogpea] FBH Cunies eum b orePho ] e
s il by e el pubde S e singis-plecw el by Flod Class
b mrer Semarcta ikl o) e from oeaces B e 8 menpiled sodoeas
TP e, | E-olgl of F1F iy e s on Presonad Fee-Cles b, ad

v et ]l goberden neey e gsalopeds gelordope b -
Fams 4 i8 148 Bt i | i
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Copying

To copy text from a document in Postal Explorer, it is a good idea to
first open a document into which the copied text is to be pasted. This
could be a Word document or an e-mail message page.

1. Click on the Select Text icon.

2. Position the cursor at the point where you want to start
copying, hold down the left mouse button, drag to the
point where you want to end copying, and release. The
text to be copied is now highlighted.

M

(o o] vffe el lvin) ]| DRSS A ko] epa |
B
- I

Draprsl &ddryww =g Bipviaes

00 Dasc fAddeamng

A0 General Addressing Standards -
[ (s GO RS CORTENT A0 PLACE MG RT]

o [ I Crdg | 3= or T4 wivrs: reogew]. TV Cocles ey Ba
SR (W Pl TRERO TR A R (b T T I B Tl DA W
Few'-Jiars M ey Slarcisyl gl ] gor’ foey pigcey deareyp o merpiliaed
R S0 T R T e | e o P FaerTim
Mol ol ol v’ ol aafvmaion seen. sl carsh e powtanth
sk s sl FE T s, Persse . bal oes S
Rolimi L] Elwwlin! ML (H). Dm0y i Tl il i

el ey, sy b ek B | B ke sl sl E

3. Click on Edit in the menu bar, then click on Copy in the
pull-down menu.

4. Switch to a word processing or e-mail page, click on Edit
in the menu bar, then click on Paste in the pull-down
menu.
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Getting Started

Here's another way to copy that exports the format but does not allow
editing of the text after it is pasted. You can use this method if you are
copying into a Word document.

1. Click on Tools in the menu bar, then click on Select
Graphics in the pull-down menu.

2. Position the cursor at the point where you want to start
copying, hold down the left mouse button, drag to the
point where you want to end copying, and release.

3. Click on Edit in the menu bar, then click on Copy in the
pull-down menu.

4, Switch to a Word document, click on Edit in the menu bar,
then click on Paste in the pull-down menu.

1.0 ADDRESE CONTENT AND PLACEMENT

Dalivery Addriss  Tha delieary addrass apecibas tha calon ko wiich ms LISFS & W dekver &
1.1 maipiece. Excapl for mal prepared weh dotached address Intels under ADED, tha
s sl Nies s kiR o e il redpesnl, wisdsda and T LE R L

the side ol the pecs baarng postage.
Addman Elemants Al mad nol beanng a simplified address onder A00 must bear o delrery addrees
1.2 than oot & el T lollowing alemans in this onder from fha top e
A Inlaichad meapesnlE nains oF olhesr dengicaion

k. Sireel and romber. (inciude the apartmen! membsy, or use the pos' offce
e PuTTREY, OF (RRE RRRAR OF FRN OIS O Mgy DOVHTACT routa
desyrmbon s’ har nomibey; as apphoable |

. City and siada. | The oy 5 the madog name of e Safey post ofioe
soriaray P ouerigact cicopes |

The pasted copy is a picture frame and may be edited only as
a picture.
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Advance Tools

To advance pages forward or backward through the document, click
on the First Page icon, the Previous Page icon, the Next Page icon,
the Last Page icon, the Go Back icon, or the Go Forward icon.
(See the icons under|Things You Can Do in Postal Explorer  [on
page 7.)

Note that only icons for valid selections will show on the toolbar;
for example, the First Page icon will not show when you are on the
first page.

Search

The Search function is one of the most powerful features of Postal
Explorer. It lets you search the entire opened document and any other
document selected in the search index for occurrences of a word (see
|Index Selection|box next page).

When you click on the Search icon, the Adobe Acrobat
Search dialog box is displayed. The Word Stemming box is
also checked in this example — in addition to addressing, the
search will find similar words, e.g., address, addressed,
addresses.

 Adobe Acrobat Search m

Find Results Containing Text N
addressing
Clear
Indexes...
—Options
¥ Word Stemming [T Thesaurus [ Match Case
™ Sounds Like [~ Eroximity

|Searching 9 out of 15 indexes.
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Getting Started

Before searching, click on the Indexes button in the Adobe Acrobat
Search dialog box, then add or remove documents in the Index
Selection box. The search will include all the selected documents

on the list.
Acrobat Reader - [AD10_pdf] = 1O] =]

Eile Edit %iew Tools Window Help =] x|
g2 SBISE] [+ & @l 4] <« 1o o] «alpr| mi@EIE dal oK E|

In the Adobe i Adobe Acrobat Search -

Acrobat Search Find Results Containing Text 5

) Search
dialog box, type addressing Cloar AD101.6

the word to be

searched (in this Inclexes...
case addressing). | “Ptions ;
W wword Stemming [ Thesaurus | I~ Match Case {9 Index Selection

Uil

Then click on the = Sounde Lix =y aiobie I
ounds Like Eroximi wailable Indexes
Search button. CE
Customer Support Rulings

The Search |Searching 4 out of 9 indexes. _ : hon
. 1.1 maiipiece. Except for mail prepared v Domestic hail Manual
Results selection p;ecedmusftﬂriam the Egdress of the ir | Jinternational Mail Manual
the side of the pisce bearing postage | O Pub 25 - Postal Addressing Stds.
bOX appears (See . . . " O Pub. 49 - Preparing Presorted Standard Mail (&)
t Address Elements  All mail not bearing a simplified addre Pub. B3 - Designing Flat Mail
nex page). 1.2 that contains at least the following ele | qpLp 521 - Postal Explorer User Guide
a. Intended recipient's name or ott | ] Purchasing Manual

b. Street and number. {Include the
box number, or general delivery

M Buss Guide To Direct Mail

designation and box number, as Currently unanwailahble indexes are grayed out
c. City and state. {The cify is any ¢
Z1P Code listed in the USPS cif ok | add. Eerove Triiel

d. ZIP Code (5-digit or ZIP+4) whe
pieces mailed by the general pUlnT ar e sMgE-plece raes 107 FIIS-oass
Mail and Standard Mail {A) and from pieces bearing a simplified address.
ZIFP Codes (5-digit or ZIP+4) are required on Presorted First-Class Mail, all
mail claimed at automation rates, stamped cards and postcards mailed
under specific First-Class standards, Pericdicals, bulk rate Standard Mail (A),

Standard Mail {B). business replv mail. merchandise return service. mail sent Ll
ar| FPagetofs | C 135% | Ees=x11in [ 4] ¥
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+ Search Besults [ x|

Title Found 39 out of 509 documents.
o Dhind - 2010 - General Addressing Standards .
o DR - A500 - Addressing for Automation —

o Dhind - EG1 3 - Additional Standards for Standard hail (B)
ol DhM - E230 - Nonautomation Rates

d |

-

Wi |rfo...

|C:'I.F'DF'I.CSH'I.F'S-1 g3 .POF

This is a list showing where the word was found. The list is in the
order of frequency of “hits” in the targets, i.e., the first item listed has
the highest number of hits, the next item has the second-highest
number of hits, and so on.

To display an item, click on it, then click on the View button; or simply
double-click on the selection.
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The page then appears with the word highlighted at every “hit” (in this
case “addressing”).

B I

[ 8] [ ] 1| ] swi | DI ] i v .
Gvma s SETETETT S v it 1.8 I’-=-‘i'-
aoon  Exsic (TR £
ADID General %2200 Standards
1.0 R ORTERT ARD PLACEMENT il
Dl by m Thmin chidinsary m:n:bm i el i wiech Fa LIS PS 6 1o da el &

1.1 maipece. Exzeg for il prapaned with oot STRCREE ahts uder ADED, thi

e S Farer T e imiaraded recipent, visble snd legioks, ok e o

fra micla ol Hhe piace besmng postags

mEl.hlllll Al il S B A ulq:fu:l_l':hl S0 e Dl @ e I-ill‘.lm
L -

] (O o faas i iolowing chamets s T oedo IToem e 00 B
A. Inlemed recpeanl's rmma e e Sankbo@on
b Sirest and nuember, ol e ananmasnt sumbee oF LS Ve post ofics -
b umdbe; or panacs’ oirlvevy or s e or gy cootonc! moude
chebr i et A e il s Ayl |
i Gyl snie. (The Gy 5 Sy arcapisive masng ceme showr ioe the 5-oiped
L o Rondegd i e LU oy aibvier e menevy ther e recyeentd )
d. OF Coda {E-digi or ZIF ) whse requined. ZIF Codes mary be omifiad bom
piacms maierd by the parsol pubic: & e singie-pece mies & First-Lliass
il and Slancand Wi A End hom pams SRy Aol e
AF Codas |S-dagl af P-4 one seduinsd o Pricsomisd FislClass kel o -
i o v g | wR s a ] -
Tl | [ rE——————TTE e L] I o WS R

@ To return to the Search Results selection box, click on the
Search Results icon on the toolbar.

To scroll through the “hits” in the Search Results, click on the
Search Next icon or the Search Previous icon on the toolbar.
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Linking and Bookmarks

There are three ways you can link from one place to another: from
one spot to another spot on the same page, from one page to another
in the same document, or from one document to another document.
This is made possible by bookmarks, thumbnails, and links.

On the General Addressing Standards screen (see previous

@ page), click on the Go Back icon until you bring up the
Addressing table of contents, then click on Basic Addressing
to bring up the first page of the General Addressing Standards
without the “hits” highlights.

#33  [asc dgcwming
ADD General Addressing Standards

10 ADDRESS DOMTERT ARD FLACEMERT

’ T iyt WPy o B i Tl 15 S o i ol
11 msimece. £ rcopi o i precenes wih deinches sodrons iabels urcie S0ED, §a
o s A b’y T BN O W W] VBT Ll D00 Wl il B2
PPsp il (0 i o e Lo i) i e

B Ty i penpibed sdcires v AU reuml e & delreny aidees
i3 ot comen s e B ioicsing sSsTaTe e hix s o e op

i ] ey d | iy o ST ol e

B Sewr and rambs (inchale e apericeey sembey, o ane S pon ooy
Sl T, [ e iR (o O O (O e ey TR0
Sewpraive e bor o miabie

= Ciry sncl ek (Ths S of 3Ny SCCRSishe T Qs S ior e S-digl
A | Sl dediad e P LCSO (el bl e sl o i e i i

d AP Code (I-digh o TP 4] sfusrs: requinsd. TP Codas ey b arilied for
ot (Tl Py T [ e T Bl Tl IS W im0
il prd Sarvierd bl (i) axd o pesows ey B erpifed sddnam
TP Docea Progl & 2P -4) are regeed on Fescres Fre-les Vs ol
o O] il Vol B S A R ] AR el e
urier e Frat-Clans sienderss. Peeodicais. bull e Siancdes s kel |3
S B P, L. MRy T, W (LT SRS U A

b il 'l ek, i e B L bl Sk, il Vel aw] e ek el -
L T e LLE R N .. 74
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b= Click on the Bookmarks and Page icon.

The bookmarks are displayed on the left of the screen.

You can expand the bookmarks column by clicking and dragging
the right vertical border between the column and the page towards

the right.

Aeamball Hegdey - IJUILE_FOF |

Eee | o S| lle w] sle| DIOIE W g
_f_

[ coonvmas
1 [ Doacim b Trioas
P[0 Basie e iseon
b1 Piewt Clans Wi
b1 Prrcsdicsls

[ &) Eqprwae sl
[+ [ Eriredd mm il ()
1 [ Enanaei Mai &)
P[] St il €
b [0 madirviation-C brig
b [1 Specinl Gardr e

Condgsin
Dwibikir Trmisi e
a it i S Amrmn M
i W k) s, i
e b 1l — My e P e L |
ramcnad Mar RO e s L
Wi Em B PR e e iy
=y s A1 AL e Fan

iy B g e

Do i Rarvies Daies
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[:::_ Some bookmarks show only a main title, but you can display This page appears, showing the bookmarks on the left of the screen.
subordinate titles under them by clicking on the triangle to the
left of the main title. The triangle rotates and the list of R i n)
- bookmarks expands so that you can click on them. To close B R C R e 1 [ T e
1 H H H S T PSP A PR I .
the expanded bookmark list, click again on the triangle. [} Cormens - - =
b [ Coonciusom Trosas =
b 01 Badit ol iatan
Click on the Search icon and type “quick service guide” in the _'_H Sy
text box, then click on the Search button. L) 200 Gareral Decision Treas and Quick Service Guises
B e b O g A ST S L Sl L 0 OO
—P o Dl g e e Py oo o [ecmeor T e e (e CRern Chgiy
i Adobe Acrobat Search r..'. .1""1” "..-."|'w' SRR e S SRS R RS NSRS B L
_ a D Mo magus Do T s s S o e - g e
Find Results Containing T ext -M :'_‘- ~4| ::z:;l-.'- . ... i R
Clear | Y 281 Mgnpro e i mieresl s iy e e i g sy oo b s
0 27 bnargeon i e s APt Pt S Mt SR EAR e S
Indexes. . | 3 271 MEnph i, i Ciasicios . x
Options I-E?‘J”;m?.':}.:" Ol v T CACH G G B 40N [TV I S O T ACIPIE 10 DAPUCLUe [t
¥ word Sterming [ Thesaurus [™ Match Case B :.::-:::- I.I:: I:| o "l_._.':' el { b ol ._ - ._"_'1"'\'._.' '\.. - '.'.':': :__.._.'. _.'.\,'_.:_.'. plig
I™ Sounds Like I~ Proximiy B0) Baecian smetions T S . TV o S
|Searching 8 out of 15 indexes. ! :-::rl:::'lr::;:':' B Tim Do Traps s Chih Prwrn [himi. irw st o0 4n v ol S DI
s T tr st v o e oars Dy e resst 2 O DR
mi s e e iy e apey DR roras
Double-click on “Quick Service Guides” in the Search Results il _._|J+ [yrassasiny | o wes | Easeiie s | ;lJ

dialog box.
Like any Windows screen, you can widen or narrow the bookmarks

column by clicking and dragging the right vertical border toward the
left or right.

i Search Results

Title Found 2 out of 542 documents.

A DM Overvienne

& Click on a bookmarked title to jump to the page where the
| | v material under that title is located.

Wi I Info... . .

Py To return to the page where you clicked on a bookmark, click
on the Go Back icon on the toolbar.

|E: PO W2LINCH PDF
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Thumbnails

Thumbnails are miniature pages and appear in the left column.

(1]
|0
L 1]

=|| Click on the Thumbnails and Page icon.

The thumbnails appear on the left of the page.

January 1999

it IR e 2

Bip Ecil Cweeewsi fem Tk Py eses  Help

vl ] DI ] sl

e o
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iy I o oo e g L o i

ke Dol L ol ey i el T . ki OB W
ot i R o e e
m ke o} P o Sy vy § g

i C SRR ] - e TTRUENePRRe—

1y

il b e el T Rl v e e s e P o g
& i gt s e e ke

Pt e P R T e T T e
ol TN i e I O 'L il O Segrieeh’ COYICRT (TL
R e Y o]

Tos o g | Tl iy o ) T T s e e P e
I o BT B T LAY Ol GRS I bR T P ]
TR i b kg T e e T T e oy s e il S
BN A W [ I s e e T e e
N’ sl s e B - ) T s e g e et [T
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v ke T S heviars, P ericals sl s e e d
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Click on any part of a thumbnail to display it on the page area to the
right. You can scroll up or down within a page area by using the hand
tool on the thumbnail. Jump from one page to another by clicking on
any thumbnail. You can scroll the thumbnails by using the up arrow or
down arrow in the vertical scroll bar between the thumbnails and the
page area.

Links

Some text or elements on a page have links so that by clicking on
them you jump directly to a related text, reference, exhibit, page,
document, etc. Links are usually indicated by a box around the linked
text or element.

Links may be highlighted or displayed as blue text or numbers such
as in the example at left. When the cursor (a hand, a pointer arrow, a
zoom symbol, or a crosshair) passes over a link, the cursor turns into
a pointing finger. By clicking the pointing finger, you link directly to the
text, page, document, etc.

|1‘ To return to the page where you clicked on the link, click on
the Go Back icon on the toolbar.
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Domestic Rate Calculator

The Domestic Rate Calculator lets you calculate the rates for all
classes of mail, displaying the results of the calculations instantly.

Click on the Domestic icon on the main menu toolbar, then
double-click on the Domestic Rate Calculator icon in the lower
window.

The Domestic Rate Calculator selection screen appears, with the
First-Class Mail icon depressed.

7 USPS Domestic Rate Calculator [First-Class Mail]
File  Mail Clazz  Utilities Help

= = 1= (& A B
First-Class Mail  Prionity Mail  Express Mail  Penodical:  STD Mail (4]  STD Mail ) Rate log What's thiz
r— First-Clazs kail
Selected Special Services:
Honautomation IAutomationI [~ Monstandard Surcharge Service [Fee |
Size Reagisterad with Inzur.. $6.20
Fieturm Receipt $1.25
ILetters, Flats and Small Parcels j
Rate
ISingIe-Piece j

Add or Remove Services I

r— Destination Information

—ZIP Codes and Zone [nfarmatian [Mat Required)

nngin|nz14n Cambridge, M Zane [5 :.' I intiaBME |nterBME Entry Discount
Dest|r3122 Elm Grove, ‘Wi 7| Lozl j I j

—weight and Fieces————————————————— F#| Bate Lagaing Meszage

. - = 0z 7 ;
Weight Limit | 13 b Details | Postage $0.32

Single-Fiece Wt |1 e — Zervice Fees §7.45
Pieces [4 = $7.78 Total $7.78

= & 2Demls ¢ 3 Demls
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In addition to First-Class Mail, there are icons for Priority Mail,
Express Malil, Periodicals, STD Mail (A), STD Mail (B), Reply Mail,
and Rate Log.

Make your entries in the input boxes and appropriate buttons, then
click on the Calculate button. The result of the calculation will appear
in the Messages area and the Postage Due box in the lower right and
lower center of the screen.

“# USPS Domestic Rate Calculator [First-Class Mail]
File Mail Clazz  Utiltiez  Help

= = 1= (& A B
First-Class Mail - Prioritp Mail  Express Mal  Perodicals  STD Mail (4]  STD Mail [B) Rate log Wihat's this
r First-Clazs Mail
Selected Special Services:
Honautomation I Lygarnation I [~ Monstandard Surcharge Service | Fee |
Sie Registered with Insur...  $6.20
Returmn Receipt $1.25
ILetters, Flats and Small Parcels j
Rate
ISingIe-Piece j

Add ar Remaove Services I

— Destination Information

—ZIP Codes and Zone Information [Mot Required)
Drigin (12140 Cambridge. M Zone [51 =4 | = i BHE jnierBMC Entry Discount
Dest 53122 Elm Grove, Wl | I j I j
—Weight and Fieces————————————————— [ Rate Logaing C—Messagc N
Weight Limit [ 13 g Ebz T _—pmage io a8
singefizceWt [T (7 Postage Due service Fees T
Pieces [1 j Zoa Total $7.78
& 2Demls € 3 Demls

Follow the same procedure with the other mail class icons on the
toolbar.
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Rate Log
Rate log lets you run the rate logging and spreadsheet functions 2. Calculate rates by making entries in the input boxes and
through the Utilities command in the menu bar. appropriate buttons, then clicking on the Calculate button.

3. Click on View Rate Log in the Utilities pull-down menu or

Example of how to use the rate logging function for First-Class Mail: _
on the Rate Log icon on the toolbar.

1. Click on Utilities in the Domestic Rate Calculator menu

bar. In the pull-down menu, click on Enable Rate Logging.
Note that the square click box next to Rate Logging at the The Postal Explorer Rate Log screen will show data reflecting the
bottom center of the window now shows a »<. You can inputs into the First-Class rate calculator function.

also enable Rate Logging by clicking directly on that click
box without using the Utilities command.

The toolbar on the Rate Log screen shows your options, such as print
the rate log, clear it, or save it as a spreadsheet file.

Calculator [First-Class Mail]

File  Mail Clags

@ A s 2
First-EIass Fail ug erodical:  STD Mail (8]  5TD Mail [B) Rate log ‘what's thig

— First-Class Mail- Spreadshest Calculator | Pl ol Dma
Selected Special Services: mooigan &% ﬂ
Monautomation Automationl = | Werstandard Surehanae Service | Fee BEL Fawr i 'H-‘l
Size 1 | | 'nhr- Pasis
ILetters j irs Larcha l Eurl L vl l‘|l:|| | P.lll 4 I--l Spacial Send cex
| A gizrisdion Latism gl Ladiee-Tine)
3| Agpindion Ladiss -\.:Idn Azl 8 I""l’i"
Rate i b Lodias Baba Lamea g :n:-_ .'| 0430 340
I Basic [Letter-Size) j 5
[
Aidd or Remove Services :.
—ZIP Codes and Zone Infarmation (Mot Required)]——— Destination Infarmation 1: 1
Uriginl Zone I_ﬁ = e BrE Inter-BMC Entry Discount i
i
Destl =} Logal j I j 12
"
= I I — X 1=t 15
Weight and Pieces . £ ¥ Rate Logging Meszag -
Weicht Lint [ 33103 [\ | ~emmet—Tais Beceeme sese00 | W
Single-Pigce wt |2 Postage Due ?ff‘_’fffffff _____________ f?f? 1
Pieces [gon —| $254.00 Total $234_00 :
& 2Dcmls © 2 Demls 7
-
]
5]
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Rate Calculator Spreadsheet

To run the rate calculator spreadsheet function:

1. Click on Utilities in the Rate C

2. Select Spreadsheet Calculato
(See graphic below.)

7 USPS Domestic Rate Calculator [First-Class Mail]

File Mail Class [EIITES

alculator menu bar.
rin the pull-down menu.

= v Rate Logaing . @ A
First-Clasz Mail ViguBaledsag Perindical: ~ STD Mail (&)

e —
— First-Class Mail- Spreadsheet Calculator

STD Mail (B) Riate lag Wwihat's this

Monautomation  Automation I I™ | Honstandsard Stretanme

Size
I Letters j
Rate
|5-Digit [Letter Size] |

Selected Special Services:

Service | Fee

Add or Bemove Services

—ZIP Codes and Zone Information [Mat Beguired)

—— Destination Information
Zone [57 = | [T Itz BHE

& 2Dcmls ¢ 3 Demls

Driginm Carnbridge, MA Inter-BMC Entry Digcount
Dest|52122  Elm Grove, Wi 7| Loeal j I j
—'wheight and Pieces [ Rate Logaing Meszages
Weight Limit | 33103 g Ebz { | Details | Postage $277.80
Single-Pisce Wi |2— i Zervice Faes $4,470.00
Fieoes [ei0 = Imﬂ— roral 34,747 20

Some portions copyrighted to and reprinted with permission from Adobe Systems Incorporated.

Acrobat® Reader© 1987-1996 Adobe Systems Incorporated. All rights reserved.
Adobe and Acrobat are trademarks of Adobe Systems Incorporated.
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Other Explorer Options

You will become familiar with Postal Explorer as you try its various
options. Once you get to the Web home page through the Postal
Explorer toolbar, your options are a combination of the Netscape and
Acrobat Reader tools as you move to and from browser to document.
It is assumed that you have some familiarity with the Web
environment.

Exiting Postal Explorer

When you clicked on an icon on the Postal Explorer toolbar, you also
opened an Acrobat Reader window. Similarly, you opened a Web
window when you clicked on the Web icon. You can exit Postal
Explorer, the Acrobat Reader window, or the Web window by clicking
on Files in the menu bar, then clicking on Exit in the pull-down menu.
You can also exit from any of them by clicking on the X on the upper
right corner of the window.

B-E)
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