Revision History

	Date 
	Name
	Reason

	06/06/2002
	Dave Cuppett
	Removed references to Memphis NCSC for Mailer Software. Users now directed to the RIBBS web site.

	09/26/2002
	Stephen Goetz
	Revised for Release 1.38-CL

	12/28/2004
	Stan Bouchard
	Revised Release v1.45-CT

	1/19/2005
	Donald Kamadulski
	Revised Release v1.45-CT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PASSPORT Label Acquisition System

[image: image1.wmf]
Quick Reference Guide

Mailer Version
Table of Contents

System Overview
3

System Requirements
4

How To Load Software
5

How To Setup PASSPORT
6

How To Do System Upgrades
8

How To Order Labels
10


Bulk Orders
10


DMM Sets
11


8131 Address Database Change
12


Transmitting Pending Orders to Topeka
13

How To Print Labels
14

Troubleshooting
15

System Support
17

Backing up your files
18

Important Phone Numbers
18

Printing Passport Documentation
19

System Overview

The PASSPORT label system has two primary functions:

1. Order labels from the Postal Service Label Printing Center  (LPC) in Topeka, Kansas

2. Print barcoded tray and sack labels at your facility (if used with a supported barcode label printer)

It is a stand alone DOS-based non-windows PC system.  Although not certified for use on anything other than a stand-alone MS DOS system, PASSPORT “should” work in a Windows 3.1, Win95, WinXP and/or LAN environment. PASSPORT can be installed on a computer on a LAN, but it must be installed on the C: drive of every station that wishes to use PASSPORT. Furthermore, PASSPORT cannot utilize a LAN modem, only one directly connected to the computer’s COM(1-4) port. Depending on the exact nature of your computer’s configuration, modifications may need to be made to your AUTOEXEC.BAT and/or CONFIG.SYS should installation or operating problems arise. If these modifications disable some other software you use, you should consider maintaining a separate copy of these files for PASSPORT use.

The system communicates via modem with the Label Printing Center (LPC) in Topeka for label orders, and the RAISSC in Raleigh for software updates. 

The objective of the PASSPORT system is to automate and improve the accuracy of ordering preprinted tray and sack labels and to print barcoded tray and sack labels that meet Postal standards.

The Users Manual contains a more detailed description of the system and how to use it.  It is recommended that the user review the manual for a more specific explanation of the system function and features. For detailed instructions on printing the manual, see the Printing Passport Documentation section later in this guide.

System Requirements

Computer Hardware Minimum Requirements:

· 300mhz or higher, 128mb memory

· 1.5gb hard-disk space 
· 2400 baud rate modem (9600+ recommended) and modem compatible phone line

· Windows XP Pro – SP 2

· Console Printer - Okidata 320 or 390, HP-LaserJet, or compatible for report printing

· Label Printer - (Reqiuired for on-site label printing) 

· Monarch 9425/9445/9835

· HP LaserJet Series III (or other PCL5/HP-GL2 printer compatible)

· Intermec 3000AL1

· Intermec 3400 

· SATO Model M-8400 

· Microcom Model 410 ECA

· Microcom Model 466 Continuous
· Whittier Mailing Products (WMP-LT, WMP-LT4, WMP-LT5, BTP-400)

Note: LaserJet Printer Use

Mailers may use any HP Laserjet Series III (or any printer that supports PCL5 and HP/GL2 printer language) to print labels with PASSPORT. Be aware that laser printers that might otherwise work, may be restricted by the use of thick paper stock. Suggested use of Avery #5371 Laser Business Card Stock is rated at 100 lbs (or 183 g/m2) and 7.2-7.3 mils thick. User will need to check with the capabilities of their printer. An option might be to print labels on regular paper and use a copier to get them on thick paper.

How to load the software

Note:  If your knowledge of computers is limited, it would be helpful to seek assistance from someone who is more familiar with using DOS commands, modifying AUTOEXEC.BAT and CONFIG.SYS, etc.

1. From the ribbs.usps.gov web site (http://ribbs/files/PASSPORT/), download the following files:

Mailer.001

Mailer.002

Mailer.003

Mailer.bat

Pkunzip.exe

Deltree.exe

Change.sys

Reboot.exe

Auto.bat

Err47fix.exe

2. You will need four MS-DOS formatted 3 ½” diskettes to install the Passport mailer application on to you harddrive.  Label each diskette Disk 1, Disk 2, Disk 3 and disk 4.

3. Copy mailer.001 to diskette labeled “Disk 1”.

4. Copy mailer.002 to diskette labeled “Disk 2”.

5. Copy mailer.003, mailer.bat, pkunzip.exe,Change.sys, auto.bat and deltree.exe to diskette labeled “Disk 3”.

6. Copy Err47fix.exe to diskette labeled “Disk 4”.

7. At the computer that you need Passport application installed at, insert diskette labeled “Disk 1” in to the 3 ½ “ disk drive.  At the C:\> command prompt, type in the following steps:

7a.   a: <enter>

7b.   copy *.* c: <enter>

Note:  repeat steps 7a and 7b above for Disk 2 and Disk 3.

8. Remove the diskette from the 3 ½ “ disk drive.  At the computer, type at the A:> command prompt the following steps:

8a.   c: <enter>

8b.   mailer.bat <enter>

Note: The Passport computer will automatically be restarted.

8c.   cd \progra~1\passport\exe <enter>

8d.   caarun.bat <enter>

8e. The Passport System Copyright windows appears, Press ‘Enter’.

8f. The Documentation Files are Available at the Passport website window appears. Press ALT-F10 to continue/

8g. From the Passport application’s Main Menu press ‘ESC’

8h. The Logon window may appear, press ‘ESC’.

8i. The DOS C:\Progra~1\Passport\exe  prompt will appear. Type CD \ and press ‘Enter’.

8j. The C: prompt will appear, insert Disk 4 into the 3 ½ “ disk drive and type A: at the DOS prompt.

8k. At the A: prompt type, Err47fix.exe, press ‘Enter’.

8l. The message ‘Fox Pro 2.5b EXE Support Library (X) – Normal Shudown’ will appear and the DOS prompt will be A:. Remove Disk 4 form the 3 ½ “ disk drive.

8m. Press Ctrl+Alt+Del to restart the computer.

8n. The computer will return to the C: prompt. Type CD \Progra~1\passport\exe and press ‘Enter’.

8o. From the DOS prompt, type caarun.bat to access the Passport application. 

If the install was unsuccessful or you are experiencing other problems with the software, refer to the Troubleshooting section in this guide

How to Setup PASSPORT

1. Start PASSPORT by typing Caarun.bat at the C:\ Progra~1\Passport\Exe DOS prompt and press <ENTER>
2. Press <ENTER> on the “Disclaimer Screens”

3. The MAIN MENU will be displayed and file conversions/updates will process...wait until completed. (Approx. 90 seconds)

4. Choose OPTION 4 - SETUP MENU from MAIN MENU

5. Choose OPTION 1 - ORIGINATING SITES

Please Note the White Bar at the bottom of the screen. Applicable Function Keys and their Use will be listed here for each screen. Generally, the ESC-Quit key is used to cancel the current operation. The F10-Process key will exit the current operation and save changes. The Tab key or Arrow keys may be used to navigate from one field to another. 

6. Press F3 - Add to enter your site as the first ORIGINATING SITE. The originating site data will be used to create a USPS Form 8131 - Address Database Change. The form will be submitted via-modem with your next label order.

7. Fill out this screen. 

NOTE:  At least three address lines must be entered consecutively and the last line entered must be CITY STATE ZIP+4 (nnnnn-nnnn).  The generated address lines may also be changed as desired. The “BOTTOM LABEL LINE” field contains the information that will be printed in the origination line on the label and should contain ZIP+4 as a minimum. Each field must contain at least 5 characters.

8. Press F10 - PROCESS to save record

If you wish, you may repeat the previous steps to create additional Originating Sites. The Zip+4 ID for the site does not necessarily need to correspond to the mailing address listed in the “Address Lines.”

9. Press ESC - QUIT to return to SETUP MENU





10. Select OPTION 4 - ORDERING CONFIGURATION

11. If you have one of the supported Barcode Label Printers, verify the Printer Type. Otherwise skip this entry. Press “?” and press <ENTER> to pick from a pop-up list.

12. Specify the communications (COM) port and interrupt request (IRQ) number. This is set by the modem hardware in the PC and should be determined prior to this configuration.

13. Set the Baud Rate to the highest setting your modem will accept. Most recent 14.4, 28.8, 33.6, and 56K modems can communicate with the PC at 57.6, some older 9600 and 14.4 modem may require you to lower this speed to either 38.4 or 19.2.

How to Setup PASSPORT (cont.)

14. Specify the modem type. If your modem type is not listed, select “-PASSPORT DEFAULT”  or “OTHER”.
15. Verify LABEL ORDER and SOFTWARE ORDER PHONE NUMBER access code (If you do not need an access code, but simply dial 1+area code for long distance, remove the “8 comma” and replace with a “1”)

16. Enter “A” in SYSTEM ID

17. Press F10 - PROCESS to save record

18. Press ENTER to clear  message

19. Select OPTION 4 - ORDERING CONFIGURATION (again)

20.  Press ALT-F10 - REGISTER WITH TOPEKA
(Wait until MAIN MENU is redisplayed)

20. Press ALT-F10 to clear message box (“You Have Been Registered With Topeka”)

21. If message “You must update PASSPORT by mm/dd/yy” is displayed, press ALT‑F10 to clear  message (See section in this guide for System Upgrade information)

22. If HOT NEWS is displayed, Press ALT-F10 after reading messages

For more detailed information refer to sections 252-260 in the USER MANUAL.

Setting Up a Barcode Label Printer

If you do not have one supported thermal label printers, you can skip the following section

1. Attach PRINTER CABLE to COM1:

Note: This is a special Non-standard serial cable. See User Manual Appendix C for pin configurations of Entry-Level printer cables.

2.
Plug in PRINTER POWER CABLE (a surge protector is recommended)

3.
Setup Internal Printer Options as described in the PASSPORT USER MANUAL - APPENDIX A and  the appropriate Printer Operations Guide

4.
Select OPTION 2 - LABEL PRINTING MENU from MAIN MENU

5.
Select OPTION 2 - DOWNLOAD PRINTER FORMATS

6.
Press F10 to Start the Download. If you receive a TIMEOUT error, verify cable based on Appendix C specs. If you get an error on the printer, verify Appendix A settings for your printer type.

7.
Select OPTION 1 - PRINT LABELS

8.
Fill in the Default Info (it doesn’t matter what you choose at this point) at the top and Press F10-Process
9.
Choose a valid Zip Code, a Quantity of 2 and Press F7-Print Labels
How To Do System Upgrades

1. Select OPTION 3 - Update Software/Tables Menu from MAIN MENU

2. Select OPTION 1 - GET UPDATE from UPDATE SOFTWARE/TABLES MENU

3. Press ALT-F10 - Upgrade Now
Upon completion of update software communications process, the result message will be one of the following: 

· Session ended, result 55 - You already have the latest version (0)  OR

· Communications successful (0) (If a software upgrade file was received)
4. Restart PASSPORT by typing Caarun.bat from the C:\Progra~1\Passport\Exe prompt

5. Press <ENTER> to clear the disclaimer screens and login to PASSPORT as before

If no software upgrade was needed:
6. Press ALT-F10 to clear message box (“Download Failed: 55 - You already have the latest version”)

If a software upgrade was received:

6. A Message Box will ask you if you wish to make an “Upgrade Disk.” Do so only if you have multiple PASSPORT computers that you wish to upgrade without using the modem for each computer. The Upgrade Disk will only work on the other computers if each computer is at the same version number.

7. Press ENTER to clear message box (“The upgrade was successfully downloaded...”) and start the upgrade process

User Data  BACKUP:  Under normal upgrade circumstances, a  User Data backup of  PASSPORT is recommended prior  to application of the upgrade. See the Backing Up Your Files section in this guide

How To Do System Upgrades (cont.)

8. Wait until the upgrade has been completed (it may take 5-10 minutes)

9. Restart PASSPORT and Log back in

10. The MAIN MENU will be displayed and file conversions/updates will process...wait until completed. (Approx. 90 seconds)

NOTE:  Only one version upgrade may be received and applied (based on version number sequence) at a time.  Therefore, after your upgrade has been applied in the processes above and the message “You must update PASSPORT by mm/dd/yy” is again displayed, you must repeat  this section until this message is NOT displayed after the upgrade is applied.

Note: PASSPORT gives you the option to defer applying the upgrade by pressing Esc. DO NOT PRESS Esc at APPLY UPDATE screen or the upgrade process will not complete. At a minimum, you will continue to see the “You Must Update By...” message. More likely, parts of the software will be disabled until you Apply the upgrade.

How To Order Labels

Feel free to follow along with any examples. If you do not actually want to order any labels from the examples, you will be given the opportunity to delete any unwanted orders after creating them.

Bulk Labels

1. Choose OPTION 1 - LABEL ORDERING MENU from MAIN MENU

2. Choose OPTION 1 - ORDER ENTRY MENU

3. Choose OPTION 1 - BULK LABELS

4. Press F3 - Add to create a new bulk order

5. Press <Enter> on the Origin Zip field and select the desired site

6. Press the <Tab> key twice to move to the Product Code field, type a “?” and press <Enter> to display a pop-up of valid product codes and choose desired label product (we’ll use B9 - Large White in this example)

7. Press F10 - Process
8. Type a “?” and press <Enter> in the MP CODE field and select “BARCODED”

9. Type a “?” and press <Enter> in the SORT field and select “5 DIG”

10. Type a “?” and press <Enter> in the CLASS field and select “1 - FCM”

11. Type a “?” and press <Enter> in the TYPE field and select “1- Letters”

12. Press F10-Process
13. Enter a quantity in increments of 300 (We’ll use 1200)

MINI-BULK ORDERS - Four new product codes have been added to meet the needs of mailers requesting smaller quantities of each label. The mini-bulk products (AW, AP, BW and BP) permit minimum order detail line quantities of 25. The total bulk order must be an increment of 275 labels. Passport will automatically increase the quantity of the last detail line in the order, if necessary, to bring the total order quantity up to an increment of 275.

14. Enter a valid 5 digit ZipCode (We’ll use 27601)

15. Press <Enter> and choose a valid CIN, we’ll use 242-FCM LTRS 5D BC

16. The description for CIN 242 cannot be modified. Very few CINs allow any description modification at all. Those that do (mostly Carrier Route CINs) only allow you to add information to the end of the description (e.g. CR #). The characters shown in red are not changeable, characters in green may be changed as needed,

17. Press F3 - Add to add another label to this order

18. Type a “?” and press <Enter> in the SORT field and select “L801 - AADC”, “1‑FCM”, “1-LETTERS”, “UPGRADEABLE MAIL”
19. Press F10-Process
How To Order Labels (cont.)

Bulk Labels (cont.)
20. Type a “?” and press <Enter> in the Zip field and choose a label from the AADC Label list. We’ll use 275 [AADC RALEIGH NC]

Because there is only one valid CIN for L801/FCM/LTRS/UPGR, CIN 258 - FCM LTRS AADC UPGR is automatically entered. Should you encounter the situation where the CIN you need is not listed, hit Alt/F9‑Defaults to choose another MP/List/Class/Type combination for the label.

21. Press F10 - Process to save this order

If you do not want to actually order the previous labels, highlight the order, and press F5 - Delete. Confirm by pressing F10.

See the TRANSMIT ORDERS TO TOPEKA subsection later in this section for instructions on completing the order entry process.

DMM Sets

PASSPORT provides a convenient way to order labels from DMM Label Lists. Any DMM Label List, except “entry/residual” lists, can automatically form the basis of a label order. The following example shows how to quickly order 10 labels from DMM Label List L003.

1. Choose OPTION 1 - LABEL ORDERING MENU from MAIN MENU

2. Choose OPTION 1 - ORDER ENTRY MENU

3. Choose OPTION 2 - DMM SETS

4. Press F3 - Add to create a new DMM Set order

5. Press <Enter> on the Origin Zip field and select the desired site

6. Press <Tab> to move to the Product Code field, type a “?” and press <Enter> to display a pop-up of valid product codes and choose desired label product (we’ll use B9 - Large White in this example)

7. Press F10 - Process
How To Order Labels (cont.)

DMM Sets (cont.)

8. Fill out the MP/Sort/Class/Type screen with the following: BARCODED/L003/3/1

9. Press F10 - Process
10. Enter the desired quantity for each label on the list, we’ll use 600

11. PASSPORT will take a short while to initialize the labels from the selected Label List. If more than one CIN can apply for a given label, you will be prompted for a preferred CIN. If you are prompted a second time for a CIN, it is because your preferred selection is not applicable to another label. In this example, even though two CINs apply for B/L003/3/1, each label in the list specifies one OR the other. PASSPORT will also apply any extra information to the description line as specified in the Label List. PgDn to 050, 051, and 054. Note the A, B, or C listed after “SCHEME” as specified for L003.

12. If you want to order the entire list “as is,” skip the next three steps

13. Since we only want 10 labels from this list of over 700, Hit Alt/F5-Delete All
14. PgDn to the 10 desired labels (your choice) and Hit F5-Delete/Recall to recall. Note the “•” to the left of the quantity field. This “dot” indicates that the label will be deleted. Make sure the labels you want do NOT have this “dot.”

15. If you want to change the quantity (or CIN if allowed) for any label, do so now.

16. Press F10 - Process
17. Recheck the order by pressing F4-Change
18. Only the 10 labels we recalled are now listed. If you want other labels from L003, simply create another order.

8131 - Address Database Change

PASSPORT automatically prepares a USPS Form 8131 Address Database Change when an originating site is created, changed or deleted.  This information is used to mail any label ordered.  This data is not transmitted to Topeka until you prepare and transmit orders.

How To Order Labels (cont.)

Transmitting Pending Orders to Topeka

Thus far, we have only created pending orders. Nothing has been transmitted to Topeka (or Raleigh). Neither the LPC nor the PASSPORT team has any knowledge of these orders. Once you have created all desired orders and verified the accuracy of the requests, you will need to prepare them into a batch and transmit the batch to Topeka.

1. Choose OPTION 1 - LABEL ORDERING MENU from MAIN MENU

2. Choose OPTION 3 - TRANSMIT MENU

3. Choose OPTION 1 - PREPARE ORDERS

4. Press F10‑Process as instructed on the screen


After some processing, you should see a screen similar to this:



Batch Preparation Completed



Batch Name: P0000135



# of Orders:       2



# of Labels:      12



# of 8131's:       1



For future reference, it would be a good idea to make a copy of



this screen and attach it to the 1578 and 8131 forms.


Press any key to continue...

6. Press the <SpaceBar> to return to the Transmit Menu and Choose OPTION 2 - SCHEDULE TRANSMISSION

7. Press Alt/F10-Transmit Now. Note, if you press F10-Process instead, you will need to leave PASSPORT on the MAIN MENU unattended for several minutes.

8. PASSPORT will use the Modem settings from the ordering configuration screen to transmit any pending batches to Topeka. If successful, PASSPORT will restart normally, otherwise an ERROR screen will be displayed giving you the option to try again. See the Troubleshooting section in this guide for help with unsuccessful communications.

How to print labels                                                                                                        

The PASSPORT system allows you to print labels on-demand at your location provided you are equipped with the one of the label printer(s) that run with PASSPORT. 

If you have not already completed the Section on Setting Up The Printer, please go back and complete this section first.

1. Choose OPTION 2 - LABEL PRINT MENU from MAIN MENU

2. Choose OPTION 1 - PRINT LABELS

3. Fill out the Defaults Section at the top with the following: Label Format 02-Sack Labels, NONBARCODED/L601R-BMC(RESIDUAL), 5-MACHINABLE PARCELS.

4. Press <ENTER> on the CIN field and choose a valid CIN, we’ll use 674‑STD A MACH WKG

5. Press F10-Process
6. Choose a valid Zip from the Label List Popup, a quantity of 2 and Press F7-Print
7. After the labels are printed you can choose another Zip, change the quantity, or hit F9-Defaults to change the fields at the top of the screen. When labels are printed to the HP Laserjet, no page will be printed until more than 10 Tray labels (or 20 Sack labels) have been specified. Up to 10 Tray labels (or 20 Sack labels) are stored in a buffer. When you exit the label printing screen, any labels left in the buffer are sent to the printer.

Troubleshooting

If the install was unsuccessful, or you are having problems with the software, check the following possible problem/solutions and follow the suggested method of solving the problem before calling the help line.

· If you get an error message that indicates you have a file missing it could be due to the file command.com missing from your path.  Make sure that both the root directory ( C:\ ) and the DOS directory (C:\DOS) are in your path.

If you are experiencing modem difficulties, verify the following:

· Make sure the modem is configured correctly and set up with the correct com port. If The port specified is not a valid port on the PC, the message “Result 01- Unable to Access Port” will be displayed. If the port exists, but there is no modem attached to it, the user will see the message: “Your modem has indicated a problem with the modem initialization string.” If the user continues, the message Unable to disconnect” will appear. This message will also appear if the Baud Rate is set too high on the Ordering Configuration Screen, lower to 38.4 or 19.2.

· Make sure the phone line is active and connected correctly to the modem (do not use the jack labeled PHONE, use the jack labeled LINE). If there is a problem with the phone line, the message “No Dialtone” will be displayed. 

· If the modem emits audible dialtone and the user hears the modem dial, but the BBS does not answer, make sure phone numbers reflect the correct outside access code.  PASSPORT assumes ‘8’. 

· If the BBS answers, the user will hear the sounds of the computer linking to the BBS. If communications fail at this point, there is probably a problem with the modem initialization string. The user should try specifying other modem types under the Ordering Configuration setup in PASSPORT.

· If PASSPORT successfully logs in, but communications later fail during transmission, try a slower baud rate.

· If you get an Error 24-No Password Prompt while trying to communicate with Topeka, re-register by going to the Setup Menu, Ordering Configuration, and pressing Alt/F10. Confirm that you want to re-register by pressing Ctrl/F10. If you get this error while trying to communicate with the Raleigh BBS, contact customer support (800 877-7435) and have them open a trouble ticket.

Troubleshooting (cont.)

Other common Problems/Questions:

· If you are getting an “ACCESS DENIED” message not related to your Password Account Access Level, it may be due to SHARE  being loaded without parameters in your AUTOEXEC.BAT or CONFIG.SYS. This will limit the number of databases that may be opened.   If you must have SHARE loaded, add the /F:5120 and /L:500 parameters to the SHARE line which will permit you to open more databases in work areas.
ex.
SHARE /F:5120 /L:500

· Non USA Addresses are not allowed for Origin Sites. Labels with Foreign Destinations, however, may be ordered.

· If PASSPORT is not allowing the required CIN Code, first review the CIN listings under SETUP MENU/CUSTOMIZING TABLES MENU/MAIL TYPE (CIN) LISTINGS option. PASSPORT will enforce these rules as implemented in the reclassification and not permit invalid labels to be printed or ordered. Contact your Area Label Coordinator (see the listing later in this guide) if questions remain about which Content Identifier to use.

· If the program issues a black box error and terminates, call technical support. This problem will probably only affect the operation that was being performed at the time. Restart PASSPORT from the C: prompt and other operations should still be available. It is only necessary to record the information on the 1st black box. Oftentimes additional black box error occur after you press a key to clear the first error. These subsequent errors are simply the side-effects of the initial error.

· If Reports, especially CIN reports, get about 3-5 pages into the report and then suddenly restart from the beginning, or simply stops, you will need to issue the MODE LPT1,,P    command before starting PASSPORT.

System Support

PASSPORT system support is provided by Customer Support Services (CSS) in Raleigh  and also by the St. Louis Integrated Business Systems Solution Center (St. Louis‑IBSSC) which developed the PASSPORT software and will provide system operational support.  

Users should first familiarize themselves with the system and learn as much as possible to be able to understand how to implement possible solutions and to be aware of  system functions and capabilities. Please review the documentation, step through the system, and contact your local Postal representative for questions involving Postal Label procedure and policy. In particular, questions regarding appropriate CIN codes should be directed to this local contact. You can also get help from a Business Mail Specialist located in your Postal District Office. While these local contacts may not know anything about Passport, they should be able to tell you what labels you need and what information to put on these labels. See the listing later in this Quick Reference Guide.

When a call to the hotline is first placed, the ISS personnel will attempt to resolve the problem.  However, their expertise in the system is limited and they cannot handle any complex technical questions.  If your problem is due to something that has nothing to do with the PASSPORT system itself or is of a technical nature, they cannot solve your problem.  In this case it would be wise to have an IS person at your site take a look at the problem before calling the hotline.  

If your problem or question is related to postal policy or procedure, you should first contact your label coordinator and make sure that you are aware of the latest changes in procedure.  

If the problem is a PASSPORT problem and is one of a technical nature, then ISS will pass the problem on to the St. Louis -IBSSC.

Backing up your files.

It is probably a good idea to periodically back your files up on your own as a precaution and also check to see that whatever backup you used did in fact work properly.

Scheme files may be backed up periodically using the LABEL PRINTING MENU/UTILITY FILE MAINTENANCE/SCHEME IMPORT EXPORT option

In addition, PASSPORT now includes a BackUp utility.

1. Choose OPTION 4 - SETUP MENU from MAIN MENU

2. Choose OPTION 6 – BACKUP PASSPORT SOFTWARE

You can now choose to backup all PASSPORT  user files (User Data Backup Only). Since Complete Install Disks are readily available on the Intranet, our recommendation is to only perform a User Data Backup, but to perform such a backup either daily or at a minimum weekly. Almost all User Data backups will fit on one diskette. You can also save the backup to another drive (we do NOT recommend using the C: drive), even a LAN drive if the Passport computer is on a network. Should you ever need to restore files, first reinstall Passport using the latest Install Disks, then restore using the User Data Backup.

To restore a backup created using this Passport utility, change to the drive the backup was save to, and type RESTORE.


e.g.

a:

<ENTER>



restore
<ENTER>
Important Phone Numbers

Raleigh Customer Support Services (CSS)


(800) 877-7435


(Select option 5-Raleigh, option 0-other)

Raleigh Software Upgrade Orders (Modem Only)

(919) 501-9173

Topeka Label Printing Center




(800) 332-0317


(Select option 6)

Topeka Label Printing Center Orders (Modem Only)

(785) 861-2756

Paxar/Monarch Label Printers




(800) 337-2927 

(937) 865-2123 

Intermec Label Printers





(800) 347-2636 

Local Postal Business Center


or other local USPS account representative

(_____) _____-_____

Local Postal District Office





(_____) _____-_____

Mailer Software



http://ribbs.usps.gov/files/PASSPORT/

Printing the Included Documentation

The Release Notice and this Quick Reference Guide are included as part of the software package. They may be printed as required once they have been extracted from the zip file USERMAN.EXE (for new installations) or USER01nn.EXE (for modem upgrades), found in the C:\CAA.V01 directory.

To extract the files, change to the C:\Progra~1\Passport Directory. Type USERMAN or USER01nn  (where nn is the latest version number) at the command prompt. 

The Document files included are:

       -Quick Reference Guide   


QUICKREF.DOC
(a MS Word 6/Word 95 document)

       -Release Notes (for Upgrades Only)


CAMU01nn.DOC
(a MS Word 6/Word 95 document)

For those users who desire additional documentation, please contact Raleigh Customer Support Services (see previous page). Ask about acquiring the:

PASSPORT Technical Reference Manual (Mailer Version)
They can make arrangements for you to download this large file. MS Windows and the free Adobe Acrobat® Viewer is required to view/print this document.
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