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SYSTEM REQUIREMENTS

The minimum requirements to run the AIS Viewer Application are listed below:
o 1.98 megabytes of available hard drive space
o 32MB of RAM or higher (128 recommended)
o Operating system Windows 95 or better

Note: The AIS Viewer Application will not operate on a Macintosh computer.



OVERVIEW

The AIS Viewer replaces the hardcopy reports with a new monthly interactive CD-
ROM. This product gives the customer the ability to search, view, and print hardcopy
reports on demand at a 5-digit ZIP Code™ level from the Delivery Statistic, ZIP + 4"
Retrieval, County Name Retrieval, City/State/Delivery Type Retrieval and give the
customer the ability to perform ZIP + 4 address lookup.

The AIS Viewer CD-ROM includes several different products and they are priced
separately, requiring an AIS Viewer Client Key number for access. The AIS Viewer
will eliminate the increased cost associated with producing and mailing hardcopy
reports, as well as redundancy with similar data products.

The CD-ROM is now available as an annual subscription with monthly updates.



7 UNITED STATES Address Information System (AIS) Viewer
POSTAL SERVICE» Order Form

Customer Information (Please print)
Customer Name

Company Name

Street Address, PO Box, or Rural/Hwy Contract Route and Box Number Apt/Suite

City State ZIP+4®

Country Name (If outside the U.S) Telephone Number (include area code)

Ordering Instructions

1. Enter the quantity of each product. Multiply the quantity and the cost then enter the results in the purchase amount.

ProductDescription ProductID Quantity Cost Purchase Amount
City/State Delivery Type ACS215R [ ] x ss000 = | |
County Name Retrieval ACN215R [ ] x ss000 = | |
Delivery Statistic Retrieval ADS215R [ ] x smoo = | |
ZIP + 4 Retrieval AZ4215R S X 85000 = | |
Total Amount Due
2. Add purchase amounts and enter the total amount due -

Payment Options

Indicate the method of payment and mail this completed form and payment to the address below. (Refurned checks will
incura $25.00 fee). Please allow 10 business days for processing and delivery. Customers who need assistance may call
the Customer Care Department at 1-800-238-3150. Prices subject to change without prior notice.

Payment Method

Make check or money order payable to “United States Postal Service” Mail order form and payment to:

[1Check [1 Money Order [1 Visa [l MasterCard

LI Discover [l Diners Club L1 American Express ACCOUNTSRECEIVABLE—AISPRODUCTS

NATIONAL CUSTOMER SUPFPORT CENTER

Card#‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ UNITEDSTATES POSTAL SERVICE
6060 PRIMACY PKWY STE 201
Card expiration date: __ /_ MEMPHISTN 38188-0001
(MMAY'Y) FAX:901-681-4409
Authorized Personnel (Please prini) USPS Use Only
Signature

The signature above accepts total responsibility governing the use of
this card and agrees to comply with the terms of the issuer.

PS Form 5111, April 2004



USPS Software/Database License

1. GRANT OF LICENSE. In consideration of payment of a LICENSE fee, which is part
of the price you paid for this product, USPS as LICENSOR, grants to you, the
LICENSEE, a nonexclusive right to use and display this copy of a USPS software
program and/or database (hereinafter the “PRODUCT”) FOR YOUR INTERNAL
CORPORATE OR PERSONAL USE on one computer at one location. If you use the
PRODUCT, on a multi-user computer system, the license covers all users. USPS
reserves all rights not expressly granted to LICENSEE.

2. OWNERSHIP OF PRODUCT. As the LICENSEE, you own the magnetic or other
physical media on which the PRODUCT is originally or subsequently recorded or fixed,
but USPS retains title and ownership of the PRODUCT recorded on the original media
and all subsequent copies of the PRODUCT, regardless of the form or media in or on
which the original and other copies may exist. This License is not a sale of the original
PRODUCT or

3. COPY OF RESTRICTIONS. This PRODUCT and the accompanying written
materials are copyrighted. Unauthorized copying of the PRODUCT, including
PRODUCT that has been modified, merged or included with other software and/or
data, or of the written material, is expressly forbidden. You may be held legally
responsible for any copyright infringement that is caused or encouraged by your failure
to abide by the terms of this License. Subject to these restrictions, and if the
PRODUCT is not copy-protected, you may make one (1) copy of the PRODUCT solely
for backup purposes. You must reproduce and include the copyright notice on the
backup copy. To obtain immediate legal authorization to make ADDITIONAL COPIES
of PRODUCT, in whole or in part, which may or may not contain value added
information, complete and submit with check or money order the enclosed United
States Postal Service LICENSE AMENDMENT. The ADDITIONAL COPIES may be
used by LICENSEE for any bonafide purpose.

4. USE RESTRICTIONS. As the LICENSEE, you may physically transfer the
PRODUCT from one computer to another provided that the PRODUCT is used on only
one computer at a time. You may not electronically transfer the PRODUCT from one
computer to another over a network nor may you distribute copies of the PRODUCT or
accompanying written materials to others, nor may you modify, adapt, translate, or
create derivative works based on the written materials without having executed the
enclosed LICENSE AMENDMENT. PRODUCT versions that are more than 105 DAYS
OLD are NOT authorized for use by any USER without written permission from the
USPS.

5. TRANSFER RESTRICTIONS. This PRODUCT is licensed only to you, the
LICENSEE, and may not be transferred to anyone without the prior written consent of
USPS. Any authorized transfer of the PRODUCT shall be bound by the terms and
conditions of this Agreement. In no event may you transfer, assign, rent, lease, sell or
otherwise dispose of the PRODUCT on a temporary or permanent basis except as
expressly provided herein.



6. TERMINATION. This license is effective for one year from date of purchase of
PRODUCT. This License will terminate automatically without notice from USPS if you
fail to comply with any provision of this License. Upon termination you shall destroy the
written materials and all copies of the PRODUCT, including modified copies, if any.

Disclaimer of Warranty and Limited Warranty

THE PRODUCT AND ACCOMPANYING WRITTEN MATERIALS (INCLUDING
INSTRUCTIONS FOR USE) ARE PROVIDED “AS IS” WITHOUT WARRANTY OF
ANY KIND. FURTHER, USPS DOES NOT WARRANT, GUARANTEE, OR MAKE
ANY REPRESENTATIONS REGARDING THE USE, OR THE RESULTS OF THE
USE OF THE PRODUCT OR WRITTEN MATERIALS IN TERMS OR
CORRECTNESS, ACCURACY, RELIABILITY, CURRENTNESS, OR OTHER
QUALITIES.

USPS warrants to the original LICENSEE that (a) the media on which the PRODUCT
is recorded is free from defects in materials and workmanship under normal use and
service for a period of ninety (90) days from the date of delivery as evidenced by a
copy of the receipt. Further, USPS hereby limits the duration of any implied warranty
(ies) on the PRODUCT to the respective periods stated above. Some states do not
allow limitations on duration of implied warranty, so the above limitation may not apply
to you.

USPS’ entire liability and your exclusive remedy shall be, at USPS option, either (a)
return of the purchase price or (b) replacement of the PRODUCT that does meet
USPS Limited Warranty and which is returned to USPS with a copy of the receipt. If
failure of the PRODUCT has resulted from accident, abuse, or misapplication, USPS
shall have no responsibility to replace the PRODUCT or refund the purchase price.
Any replacement will be warranted for the remainder of the original warranty period or
thirty (30) days, which ever is greater.

Manufacturer

Manufacturer is United States Postal Service, 475 LENFANT PLZ SW,
WASHINGTON, DC 20260-6803. Should you have any questions concerning this
PRODUCT or Agreement, please call our Customer Support Department at 1-800-
238-3150 or make contact in writing to:

CUSTOMER CARE DEPARTMENT
NATIONAL CUSTOMER SUPPORT CENTER
UNITED STATES POSTAL SERVICE

6060 PRIMACY PKWY STE 201

MEMPHIS TN 38188-0001



AIS VIEWER CD-ROM INSTALLATION INSTRUCTIONS

Note: Before you start the installation process, please close any open application(s).

1. Insert the AIS Viewer CD into the CD-ROM drive.
2. Click the Start button, and then choose Run.
3. Type the letter of the CD-ROM drive plus: \setup.exe. C — 1

Example: D:\SETUP.EXE E:\SETUP.EXE

(O 2]

— Twpe the name of a pragram, folder, dacument, or
g Internet resource, and Windows will open it Far you,

[

(04 I Cancel | Browse, ., |

4. Click OK.
5. Follow the on-screen instructions.

Note: Complete installation may take several minutes depending on which
Windows operating system your computer is using. Your system may
reboot itself and then continue with the installation process. Please
check “Yes” on the End User License Agreement Screen after reading
and agreeing to the license. Continue to follow the instructions until you
see the “Maintenance Completed” Screen. After clicking this, you will
be returned to your desktop screen.



AIS Viewer Usage

1. To open the AIS Viewer software, click the Start button.
2. Choose Programs, AIS Viewer, ALS Viewer Application or
3. Double click the AIS Viewer Application desktop Icon.

. The AIS Viewer Manager will appear on the screen to continue with the installation.

Customer Key Code

RIS Yiewer Key Manager 5[

— To enable thiz application, pleaze call the JSPS Mational Customer Support Center at [1 800 238-3150 17—

Cusgtarner K.ey Code AlS Yiewer Client Fey
ITF'EJ ILWN INEII IGEIIZI | | | | |

Feature Statuz  Daps Remaining Yalidate Client ey
Address Lookup Dizabled 1] B
City/State/Delivery Tupe : Dizabled 1]

County Mame Retrieval : Dizabled 0

Dreliverny Statistics Retrieval ; Dizabled 0

ZIP+d Retrieval : Dizabled 0

To continue with the installation of the AIS Viewer application, please contact our
Customer Service Department at 800-238-3150 for the assigned AIS Viewer Client Key.
This will enable the product and set the number of days the product is accessible.

Note: When the number of days remaining is 0, and the feature is disabled, call our
Customer Service Department to re-order the product(s).



ADDRESS MATCHING ENGINE INSTALLATION INSTRUCTIONS

After the application has been completely installed, the Address Matching Engine
installs automatically to the default CD-ROM drive.

Address Matching Engine
x|

The D drive waz determined to be pour default CO-ROM drive. [F pou
are accezzing a different CO-FOM drive. oleaze enter its drive letter.

o

| Inztall Address Engine I E =it

1. Click Install Address Engine and the selected features will be enabled.

Note: Monthly reinstallation of the Address Matching Engine will be necessary to
update your system with any current changes.

MENU FUNCTIONS

This section will help you navigate through the functions and reporting tools of the AIS
Viewer Application Menu Bar. The Menu bar across the top of your screen contains the
following functions: File, View, Tools, Installation and Help

Example: Menu Bar

P IS Yiewer A

File ‘iew Reports Tools Installation ReadMe Help

EEEIEE =R
| Ready [




MENU F

File

UNCTIONS

The toolbar File provides two options:

e Print Setup - allows you to select a printer, paper source and print orientation.

e Exit—closes AIS Viewer Application.

Example:

File from the Menu Bar

L=TEY
Iﬁ Wiewe Reports  Tools  Insktallation  ReadMe  Help
Print Setup... E| |] %l 2 |
Exit | | [ o v
Example: Print Setup Option
printsetup 20|
— Printer
Mame: Properties... |
Statuz: Ready
Type: #erox Phazer 3400 PCL &
“Where:  LPTT:
Cornrent:
— Paper Orientation
Size: ILetter [BEx11in) j &+ Portrait
Source: I.-’-‘-.utu:u select j " Landscape

Metwork... | ] 4 I Cancel




MENU FUNCTIONS

View

View provides the option to display the Toolbar or Status Bar.
Clicking on either will allow you to see the setting of the screen.

Example: View from the Menu bar

o

Filz | Yiew Reports Tools Installation ReadMe Help

| [ v Tookar B EE| 2
l_ v Status Bar | |_|NLIM | y

Reports

Reports lists the five different products available.
e Address Lookup

City/State/Delivery Type Retrieval

County Name Retrieval

Delivery Statistics Retrieval

ZIP+4 Retrieval

Note: For more information on Reports, please see the AIS Viewer Reports section of
this guide.

Example: Reports from the Menu bar

File View | Reparks Tools Installation ReadMe Help
O Address Lookup |
= ity/State/Delivery Type Retrieval
Counky Mame Retrieval
Delivery Statistics Retrieval
ZIP+4 Retrigval

10



MENU FUNCTIONS

Tools

AIS Viewer Key Manager is used to retrieve the Customer Key Code when the product
days have expired (0 days remaining) and the product is disabled, or to activate another
product. Call Customer Service at 800-238-3150 to renew the subscription.

Previous Screen allows you to return to the previous screen from a report.

Example: Tools from the Menu bar

=

File Wiew Reports | Tools Installation ReadMe Help
‘ O & H| 4 [ BIS Wiewer Key Manager
l— Previous Screen I_ IW ’_ y

Installation

Reinstallation of the Address Matching Engine should be updated monthly when you
receive the updated CD-ROM product.

Example: Installation from the Menu bar

il

File Wiew Reports Tools | Installation ReadMe Help
‘ O = E | c% E Install Address Makching Engine |
| | | 4

11



MENU FUNCTIONS

ReadMe

This function provides documentation on the installation and user friendly procedures
for the AIS Viewer Application.

Help

Help provides the version number and United States Postal Service” copyright
statement. Information to be added at a later date.

Example: Help on the Menu bar

_inix

File Wiew Reports Tools Instalation ReadMe | Help

‘ 0 & | & E| G §| 7 ‘ About AISYiewer ...
|

| | [ 4

12



AIS VIEWER REPORTS

The report option on the Menu Bar list five options: Address Lookup,
City/State/Delivery Type Retrieval, County Name Retrieval, Delivery Statistics
Retrieval and ZIP+4 Retrieval. An optional sort routine is available to resort the output
by sorting one header at a time. Click on a single column heading and the results can
be sorted in alphabetical or numerical order.

Report Print Options

Below is an example of a printout of a report that contains 82,839 records to be printed
on 2128 pages. You can select pages to be printed from the Print Review screen by
clicking on the printer Icon and selecting the page(s) to print.

ExamI le: Re: ort Print Option sorted by the ZIP Code®
Report Yiewer ;Iilﬁl

File
% & [ ¥ H W 1 of 2128 P M = H ih .
3
UMITED STATES TIP+4d RETRIEVAL KEPORT DATE 110177003
B rostal sewvice. FATIONAL CUSTOMER SUPPORT CEI TER RECCOUNT 1969
Pagel of 2128
[YCLE DATEL0/26/2003
Prefurred City lfame: MEMFHIS
o o

REC [P  CARR PRE PROMARY POST  FRIMARY E FIRM SEC  SECONDARY E ZIPADDON
TYPE COIE ID DIR NAME SUFFIX DIR  LOW  HIGH R NAME ARER LOW HIGH B LOW HIGH
8 38109 cog4 18T AVE 100 220 E 1802 1802
3 B9 0% 15T AVE 101 219 0 1801 1501
H 3800 C094 15T AVE 21 200 0 1203 1303
H W9 oM 15T m x| 1B 1804
H /L 027 15T [SE I
H 8134 ot 15T Printer: System Printer [Lesmark Optra E310 o1 91
H /L 027 15T (MS]) AT 1 1 0 e 9130
H 38134 cozy 18T Cancel APT 2 3 E Q131 G131
H /L 027 15T B AT 3 3 0 e 9130
H /L 02 15T AT 4 4 E o131 013l
H B/ 02 15T C Al Copies m AT 5 3 0 s 9130
H /L 027 15T % Pages = AT 6 5 E o3l 513l
H I|IE 0027 18T v Collate Copies APT 7 H 0 9130 9130
u ELoE 151 i I @ I £ ’ AT 8 8 E a3 813
H /L 02 15T SRt
H /L 027 15T ov 1349 1849 B AT 1 1 0 el 013
H /L 027 15T v 1340 1249 B AT 1 2 E ol ol
H B/ 02 15T v 1349 1849 B APT 3 3 0 e 01
H /L 027 15T v 1849 1849 B APT 4 4 E ol 9l
H 38134 cozy 18T cw 1245 1239 B APT 5 5 o Q133 9133
H /L 027 15T v 1849 1849 B AT 6 5 E ol 9l
H /L 02 15T v 1340 1249 B WT 7 7 0 e 01
H /L 027 15T ov 1349 1849 B AT B 8 E ol 9l
H /L 027 15T v 1357 1857 B 135 0135
H B/ 02 15T v 1857 1857 B AT 1 1 0 el 913
H /L 027 15T v 1857 1857 B AT 2 2 E ol 013
H 38134 cozy 18T cw 1857 1857 B APT 3 3 o Q136 9136
H /L 027 15T ov 1857 1857 B APT 4 4 E ol 013
H /L 02 15T v 1857 1857 B AT 5 5 0 el 03
H B/ 02 15T v 1857 1857 B AT 6 8 E ol 01
H /L 027 15T v 1357 1857 B AT 7 7 0 ol 013

1 I 5

& Startl B AIS VIEWER LISER.doc - ... | Inbox - Microsoft Outjnok | 2l A1 Yiewer - [Al5Vie1] B0 % 84 szsem

13



REPORTS
Address Lookup

Address Lookup is a quick way of looking up a ZIP + 4 for an individual address. This
function is addressing-specific. To save time, you can key in a ZIP Code or a city/state
after you have keyed in the address. The report also provides you with the carrier route
number, county number, delivery point code, and check digit.

NOTE: The delivery point and check digit do not appear on multiple responses.

Example: Sample Address on Lookup Screen

ZIP + 4 Code Lookup x|

— Enter an address

Firm [required for firm records) I

Irbanization [Puerto Rico only) I

Delivery Address [required) |21 02 POPLAR AVE
City * IMEMF‘HIS

State ® ITNl TI
ZIF Code I

* City and State are not required when a ZIF Cade iz given.

Addrezs Lookup

Clear Screen

E it

Example: Report Results from Sample Address

wroems £, ]P+4 Code Lookup

1291002003

2102 POPLAR AVE

IMEMPHIS TH 381042806

Carrier Ronte - 024 Connty : SHELBY
Delrvery Point 002 Check Digit < 6

14



REPORTS
City/State/Delivery Type Retrieval

The city state portion is a comprehensive list of ZIP Codes and the city, county, and
post office names associated with those ZIP Codes. It can be used to validate the city
name and ZIP Code of a mailing address. You can search for information with the
lookup options:

City

State

City and State

City Finance Number

ZIP Code

Delivery Type

Press Enter on the keyboard or click Generate Report on the report screen after the
selected criteria has been entered. This will generate a report for viewing or printing. In
order to view the entire report on screen, it will be necessary to use the scroll bars.

Example: City Option Lookup

x|
— Lookup Options — Delivery Type Optiong——
City IBAY CIT % City ) Strest
e lﬁ " State = Fural
; " City and State = PO Box
Finance Number " City Finance Mumber = General
ZIP Code " ZIP Code  Unigue
" Delivery Type £ Kilibany
) Mo Active
& Al Deliveres

Generate Report

Clear Screen

Exit

City/State/Delivery Type Retriewval
M ational Custorner Support Center
IInited States Pozstal Service

UNITED STATES 1 [200] 238-3150

e ——— Cucle Date 124542003
ZIP Code | City | State | b ailing |nd | Freferred Last Line | County Mumber | County Mame |
48706 By CITY bl b By CITY mr By

15



REPORTS

Delivery Type Lookup Options

Example: Delivery Type Lookup option

City/State Criteria x|
— Lookup Optione————  — Delivery Type Options ——
City I i City " Sireet
State m " State " Rural
; " City and State " PO Box
Pz [ ilssy I " City Finance Mumber " General
ZIP Code |4E‘?"3“3 " ZIP Code " Urique
i Delivery Type £ Military
™ Mon Active
=" Al Deliveries
[aenerate Report
Clear Screen
E =it

Example: Report Result from Sample Lookup

City#State/Delivery Tepe Retieval
M ational Cugtomer Suppart Center
United States Postal Service

UNITED STATES 1[800) £38-3140

e — Cycle Date 12/15/2003
ZIF Code | Street | Rural | PO Box | Gen/Del | b ilitary | rique | Mok Active | Caounty Murnber | County Mame
48001 hd ke Y M M M M 147 SAINT CLAIR
48002 * Y Y Y i M M M 147 SAIMT CLAIR
48003 hd Y Y i M M N 0a7 LAPEER

16



REPORTS

County Name Retrieval

Example: Sample lookup screen for county name retrieval

County/State Criteria x|

Lookup Options
County Mame IE'&‘Y % County Mame and State
County Mumber I " County Number

State Ml =] " State

" ZIP Code
ZIP Code

]

Generate Report

Clear Screen

E it

Sample: County Name and State Report

Coaunty Mame Retrigval
Mational Cuztomer Suppart Center
United States Postal Service
UNITED STATES 1[800) 238-3180
e —— Cycle Date 12415/2003

ZIF Code | County Mumber | County Mame | State |

48601+ m7 By Ml
48604 m7 By Ml
48611 m7 By Ml

48613 mv By Ml




REPORTS

Delivery Statistics Retrieval

Example: Sample lookup screen for Delivery Statistics

Delivery Statistics Criteria

Lookup Options

County Mame I

County Mumber I
ZIP Code I-‘iB?EIE

i ZIP Code

™ ZIP Code and County Mame
" ZIP Code and County Mumber

x|

CRIDs IE vI

Generate Report

Clear Screen

E it

Example: Report result from sample lookup

UNITED STATES
POSTAL SERVICE»

Delivery Statigtics Retrieval
Mational Customer Support Center

United States Postal Service

1[800] 238-3150
Cycle Date 12/15/2003
ZIP Code 48706

N

Car ID I Posszible Residential I Poszible Business I Taotal I Active Fesidential I Active Business I Total I Finance Number I State I County Mumbe
BOD 28 29 57 21 21 a2 250630 il o7
BO0Z 18 15 3 12 10 22 250630 il o7
BOO3 30 37 E7 24 29 53 280830 il o7
BO04 43 30 73 a0 24 B4 250630 bl o7
RMNR Rl 3 74 42 e R4 PROREN kdl m7

18



REPORTS

ZIP + 4 Retrieval

ZIP + 4 Retrieval is used when you want to search for specific data or individual street
information. You can search for a specific street name or all streets by:

e Street and ZIP Code

e Street, City, and State

e City and State

e ZIP Code
After you have made your selection criteria, you will need to press Enter or Click
Generate Report. This will generate a report for viewing or printing. In order to view
the entire report on your screen, it will be necessary to use the scroll bars.

Note: For a definition of the column headers, please refer to the Glossary.

ZIP + 4 Retrieval Lookup Options

Note: When entering an address, do not enter the physical street number. Only enter
the street name.

Example: Street and ZIP Code Option
E

— Usze asterisk [7] for all street names. — Lookup Optiong

Pre-Directional Street Mame Suffis  Post Directional
|s IWENDNA IST |

% Sheet and ZIP Code
" Street, City, and State
City I " City and State

State I vI " ZIP Code
ZIP Code |4E?DE

— Usze azterigk [*] for all Carmier Boute 1Dz or Record Types

Generate B eport

CRIDz Record Type
Clear Screen
IEEIEIE vI I vl
Exit
Example: Report Result from ZIP+4 Lookup screen
Rec Z1p Carr Pre | Street Suffix | Post | Prim | Prim | OEB | Firm Abbrev | Sec Sec OEB | Add- | Add- | County
Type | Code ID Dir | Name Dir Low | High Name Low | High on on Number
Low | High
H 48706 | C005 | S Wenona | St 200 200 E Allen Ste 194 195 B 8820 | 8820 | 017
Medical

19




GLOSSARY

Abbrev (Abbreviations)
Abbreviate directionals to the appropriate one or two character abbreviation.

Address Primary Name
Primary Name of a street without a directional or suffix.

Asterisk
The asterisk represents a wildcard to search by all carrier routes or all record types in
the ZIP + 4 Retrieval option.

Carrier Route Delivery Number (Carr ID)

This is also referred to as a CRID which is assigned to a mail delivery or collection
route within a 5-digit ZIP Code. There are five types:

B = PO Box

H = Highway contract

R = Rural route

C = City delivery

G = General Delivery

County Number

The Federal Information Processing Standards (FIPS) code assigned to a given county
or parish within a state. In Alaska, it identifies a region within the state. If APO/FPO
and the record type is “S”, “H”, or “F”, the county number will be blank.

Delivery Point

The Delivery Point Code is the finest depth of code to which a mail piece can be sorted
by its address. It is usually the 11-digit numeric code formed from the ZIP+4 and
represented by the delivery point barcode (DPBC).

Firm Name
The firm name is the name of firm or business.

Menu Options

This is the function that is displayed across the top of your screen. It includes: File,
View, Reports, Tools, Installation, ReadMe, and Help. For a better understanding of
these options, please see the section “Menu Functions”.

O/E/B
The abbreviation O/E/B indicates if a ranged number contains odd, even, or both odd
and even numbers in the range of numbers.

20



Post Dir
Post Directional indicator for street directions. (N, SE, E, W, NE, NW, SE, SW)

Pre Dir
Pre-directional indicator for street directions. (N, S, E, W, NE, NW, SE, SW)

Prim Low (Primary Low)
The Primary Low is the low-end address in a range of addresses — often referred to as
house number.

Prim High (Primary High)
The Primary High is the high-end address in a range of addresses — often referred to as
house number.

Record Type

An alpha value that identifies the type of data in the record. Record type codes include
the following:

F = Firm or business address

G = General delivery

H = High-rise

P =PO Box

R = Rural route/highway contact

S = Street

Sec Abbr
A descriptive code used to identify the type of secondary address. (Apt, Ste, F1, etc.)

Sec Low (Address Secondary Low)

Code that describes an apartment, room, suite, space, floor or other secondary
addressing numeric or alphanumeric that follows a street address. The low-end
secondary address component in a range of secondary addresses.

Sec High (Address Secondary High)

Code that describes an apartment, room, suite, space, floor or other secondary
addressing numeric or alphanumeric that follows a street address. The high-end
secondary address component is in a range of secondary addresses.

Status Bar

The status bar is the strip along the bottom of the screen that may include the current
date and time, the position of the cursor on your screen, etc.
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Street Name

The street name is the official name of a street as assigned by a local governing
authority. The Street Name field contains only the street name and does not include
directionals or suffixes.

Suffix
Suffix is a code that is the standard USPS abbreviation for the trailing designator in a
street address. (ST, AVE, RD, etc)

Tool Bar
The tool bar is a horizontal strip of buttons near the top of a window that provides
shortcuts for commonly used commands.

ZIP Add-On High

The ZIP add-on high number is the last four positions of a ZIP + 4 Code; the high end
ZIP add-on of the last ZIP + 4 in a consecutive series of ZIP + 4 codes assigned to the
delivery address.

Z1P Add-On Low

The ZIP add-on low is the last four positions of a ZIP + 4 code; the low-end ZIP add-on
of the first ZIP + 4 in a consecutive series of ZIP + 4 codes assigned to the delivery
address.

Z1IP Code

A ZIP Code is a 5-digit code that identifies a specific geographic delivery area. ZIP
Codes can represent an area within a state, an area that crosses state boundaries
(unusual condition), or a single building or company that has a very high mail volume.
ZIP is an acronym for Zone Improvement Plan.
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