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Summary of changes V1.0 to V1.1 19 February 2021

Clarity around the difference between PDF reports and Mailmark Direct Data reporting

Removal of statement that Legacy reports will be avaialble until 31 January 2021

Requirement for Royal Mail Account Manager information to be provided

Updated visuals: colours, legends and orientation

Inclusion of % values to the legends on the Predicted Delivery pie chart

The Campaign and Job name columns have been removed from both Active and Historic reports
Supply Chain ID has been added to both Active and Historic reports

Unmanifested details have been added to the Historic PDF report

. Machineability column has been added to the eManifest details for both Active and Historic reports
10. Inclusion of a FAQ section
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Disclaimer

“Whilst every effort has been made to ensure that the guidelines contained in the document are correct, Royal
Mail and any other party involved in the creation of the document HEREBY STATE that the document is provided
without warranty, either expressed or implied, of accuracy or fitness for purpose, AND HEREBY DISCLAIM any
liability, direct or indirect, for damages or loss relating to the use of the document. The document may be
modified, subject to developments in technology, changes to the standards, or new legal requirements.”
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1. Introduction

1. Overview
Royal Mail has developed a solution whereby we will provide, upon request, Mailmark®
customers with details of the performance of their mailings through provision of a PDF file.

Those customers wishing to receive item level data should request this separately. Data
will be provided in a variable length file, in a format known as CSV (Comma-Separated
Variable length) with a header record giving a name to each field. Software, purchased or
developed in-house, can be tailored to provide performance detail at item level for all items
listed on an eManifest.

2. Difference between PDF and Mailmark Direct Data reports
PDF reports
- These are most suitable for customers wanting to see, at a glance, how their mailings are
performing. They are the most simple and closest replication of the preceding reports which, as
previous, are accessed through www.royalmail.com or www.royalmailwholesale.com.
- These PDFs provide clear graphic visuals (through graphs and numeric values) of mailing
performance, mail seen (volume and %), predicted delivery and compliance issues e.g. data issues.
- There are no hyperlinks, all the totals are clearly visible in the daily and weekly pdf.
Mailmark Direct Data (MDD) - raw .csv format
- This option is more suitable for customers who use and manipulate raw data or create
personalised customer reports on a daily basis.
- All the data for all items posted using Mailmark is included in the file, this data is raw and simply
separated by commas (.csv).
- A customer has to be able to
a. access the file(s) on our server using Secure File Transfer Protocol (SFTP) systems and,
b. open the file(s) using tools such as WinSCP or FileZilla and
c. convert the data string into a file which can be viewed and used within their system.
3. Purpose
This document is to provide customers and interested parties guidance on:
- requesting Mailmark PDF reports,
- understanding those reports and
- identifying opportunities to collate reports through an existing common Participant
ID.
4. Intended Audience:
- any customer who wishes to receive performance reports for live and historic
mailings or,
- any Mailmark user.
5. Important clarifications
- These PDF files have no interactive links or features.
- The information within the reports mirrors that displayed previously through
www.royalmail.com and www.royalmailwholesale.com

- |
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2. Process for requesting access to reports

The process below outlines how to request, and access, a daily PDF extract of your reports.
The process is as follows:

1. Request Mailmark PDF reports from Royal Mail.

Customer (Mailmark User) contacts mailmark@royalmail.com and provides;

a. Mailmark Participant ID(s) and Participant Name(s)

Royal Mail Account Manager
Company / Business name
Contact details including name, email address, contact number, job title
Confirmation that the email address provided has been registered on
www.royalmail.com as a business user

© oo

2. Royal Mail will validate the request by checking:
a. The company name is linked to the Participant ID for which PDF reports have
been requested
b. The user name (email address) provided is linked to the Participant ID

3. Royal Mail will action the request.
4. Royal Mail will notifiy the customer when set-up has been completed.
5. Reports will be available the following day from 12 noon.

6. It is strongly recommended that prior to accessing your PDF reports, or in the
event of data not showing, you clear your cache / browsing history.

Please note:

- Set up process: This can take two working days.

- Registered users: If the User is not registered on www.royalmail.com as a business user the request
cannot be actioned.

- Restricting report access: The Bill Payer in a Supply Chain still has the option to request restricted
access to report information for the other Participants.

- Report visibility: Customers will continue to see information for all Supply Chains they are part of,
unless the Bill Payer advises otherwise.

- Data collation: Report data is not collated on Public Holidays or Sundays.

- Working days: Public Holidays and Sundays are not classed as working days. This needs to be factored
in when looking at the 5 days an eManifest is classed as ‘open’ or when viewing ‘historic” data.

- |
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3. Accessing Reports

PDF reports can be accessed via www.royalmail.com by users linked to their Mailmark
Participant.

1. Go to www.royalmail.com
2. Select ‘Log in’ at the top right

Log in | Register @ Services near you

3. Enter the email address which is as below and click ‘Log in’
a. registered as a business user on this portal
b. linked to the Mailmark Participant ID

4. Go to My Account

My Account | Logout ©) Services near you

5. Select Access Mailmark and click on the hyperlink

Access Mailmark

Access your Mailmark reports

Access Mailmark »

6. Your Report page will be visible

View Supply Chain
Reports

Mailmark reporting
documentation

Click here to access your Enterprise
View Today's Upload ~ » Intelligent Barcode Analytics and

Statistics. view your eManifest reporting
including predicted delivery, volume P
Manage users » of mail received and performance of J > Go to Reports

your mail.

Request Information ~ »

Supply Chain Details

4 denotes Supply Chain requester.

Filter results:
Supply 4 Supply Chain , Mailing Mail Carrier Poster/Payer ~ Supply Chain ~ Date
ChainlD ¥ Name ¥ Agent Originator Type created ¥
5 SCtwenty three 116106 Sit Se 116106 Sit Se 116107 Sit Se 116107 Sit Sev  Consolidator 23/11/2020

ventyone &% ventyone &% ventytwo entytwo

-}
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7. Select View Supply Chain Reports on the left hand menu

Barcode Supply Chain Management

Home > Supply Chain Reports
Home + Supply Chain Reports

View Supply Chain > i i
Reports Active and Historical eManifest reports

T U The Active report shows a summary of active mailings and will be updated every working day. The Historical report shows a summary of the
documentation mailings in the last 9 days and will be updated every Friday.

View Today's Upload  » <o
Statistics (4] Active eManifest summary Updated on Monday 23rd Nov #020 v

Manage users

[#) Historical eManifest report Updated on Monday 23rd Nov §020 ¥,
Request Information e

Legacy report view

To access the legacy report view, you will require a web browser that supports Adobe Flash. Adobe's Flash plug-in is supported in the following

web browsers.

+ Chrome vxx or older
« Edge vxx or older

« Safari vxx or older

8. You have the option to select two PDF report types;
a. Active - this is for postings which have been uploaded within the last 5 days.
b. Historic - this is for postings whose eManifests have closed within the previous 9
days but are no older than 14 days.

Reporting Dates explained:

Link to download file within the ‘Suppy Chain Reports section’ : This provides the date on
which the most recent file was generated. The reports are generally available after 12 noon
so if you log on and see yesterday’s date then the most up to date files have not been
generated.

Date on the header in the Active PDF report. This will show the date for which the data
refers to. If today’s date is 2" February the date of 2" February will show in the header,
this is because reporting is provided from 6am 15t February until 6am on 2" February.
Date on the header in the Historic PDF reports. This will show any historic reports for
eManifests closed within the last 9 working days. If no eManifests were uploaded no data
will show. The file header will show the 9 day historic date range, if generated 4™ February,
the report header date will show 19" January to 28™ January.

Report timings: Data is available for the previous day and part of the day the reports are
being viewed. [f you view reports on the 2™ February reporting is provided from 6am 1t
February until 6am on 2" February.

The report will be available to view from c12noon.

Additional information:

Mailmark reporting documentation: This section will give you access to User Guides.

View Today’s Upload statistics: This will show the eManifests uploaded in the previous 48
hours.

Manage Users: The primary Mailmark report user can add or remove users.

Request information: An online form can be completed with any queries and a response will
be received from the Mailmark team.

Legacy reports: These were available until 315t January 2021.

- |
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L. PDF Report overview

Reports available
The data will be provided through two reports using data retreived Monday to Saturday.

1. Active - these are your open eManifests
These are live mailings with a handover date within the last 5 days.
All users will be presented with a static report with a pie chart which provides a visual summary
detailing successful mailings, mailings with issues and mailings with significant issues.
The user will be further able to view Predicted delivery, Volume & Performance metrics for active
customer eManifests.

2. Historic - these are your closed eManifests
These provide 9 days of historic data.
This reports shows a summary for mailings which have been handed over later than 5 days and
within the last 14 days.
The report will provide a summary of eManifests, details of eManifests and an unManifested item
report.

Frequency
1. Active

Daily on Monday to Saturday.
2. Historic

Weekly on a Friday.

Considerations:
1. The ‘Handover date is the day on the eManifest which is the date Royal Mail receives the mail from
the customer.
2. Date format is DD/MM/YYY
3. Sorting and Ordering of data: eManifest detail is sorted in ascending order of handover date.
Potential unManifested is sorted by highest volume / total of unManifested volume.
Dashboard fuel dial and % values match those on the eManifest summary page
Performance, Predicted Delivery and Mail Seen graphs are at Participant ID level (i.e. a summary of
all your eManifests) and not broken down by individual eManifests.
Reports received on a Monday will include data from Saturday and Sunday.
Public Holidays / Bank Holidays are not classed as working days.
Each version of the active reports will be a snapshot of the previous 24 hours of cumulative data.
9. When viewing historic reports on a Sunday data will be available up to Friday.
10. When viewing reports viewed on a Saturday, data will not be available until the Monday.
11.PDFs should be downloaded and stored by the recipient as will be removed as follows.
- Summary Reports are removed & replaced with the updated file the following day,
- Historic reports removed weekly and replaced each Friday
If mail has been handed over between 14 and 90 days of the handover date, by exceptional request
a request can be made to your Royal Mail Account Manager to provide data, if available.

-}
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5. Daily - Active Summary report

Report breakdown for the Mailmark Active Summary Report
There will be four sections of reporting:

1. eManifest Summary

2. eManifest Details

3. Potential UnManifested Report

4. Advertising Mail (Admail) Report

1. eManifest Summary tab
The recipeint will receive a static report with a pie chart which provides a visual summary of their mailings.
- The pie chart details a high level overview of whether a mailing has had issues or not.
o Green indicates mailings are successful with no issues.
indicates that there are issues which should be looked at.
o Red indicates significant issues.
- The user will be able to view Predicted delivery, Volume & Performance metrics for the active eManifests.

eMANIFEST SUMMARY TAB - full view

This report provides information on the
overall combined and summarised
performance of all your active mailings for
the date indicated on the PDF.

DATE: 18 JAN 2021

&Manifeat Summary
# vinzal Summany of your Malings

‘ . Summary of all eManifests

The Red, Amber, Green split, gives visibility,
as a %, of the overall performance of your
combined Supply Chains and eManifests.

ETES

Wolume Dlecrepanciss Perormanca indicators

Volume indicators

eosmrers The vertical graphic show the overall volume
of mail declared, seen and processed for the
e oo combined Supply Chains.

fer 1SHEM

Thes bk s Fon v decinrec i Hom wbimrifund u-mas wiost wa barvs maching procssssd. Tha: miow aforrmncs it I 8 mremy o 7oor Scve skinrists s dor
Thha voisme igures we bamsd 20 your ecties shiarfests. iy manm—

Dveral Vadwme
AT

Performance indicators
The vertical graphic shows the number of

Predicted Dellvery
Pracicies Dslivwry i Foysl Mels preition ofwha! wil ba S veres md whan, oo £ volums of $he sl which has b maching procsmsss
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items, by category, which have issues either
with the data, format, product chosen or
item ID’s uploaded.

Predicted Delivery indicators

The last pie chart shows you, for the items
seen, what the expected delivery pattern is.
This includes items being delivered on time,
items seen but for which there is no final
track detail and those items seen, and
processed, late.
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SUMMARY

eManifest Summary
A visual Summary of your Mailings

8.97 %

40.04 %

l Successful Mailings Some Minor Errors .Multiple or Significat Errors

Issue: 19/02/2021
Effective: 10/12/2020

Green The % of your mailings which had no processing or performance
issues.

The % of your mailings which may have had some issues but not to
the extent that adjustments are possible.

Red The % of your mailings which require some attention as there were
processing or performance issues. Adjustments are likely.

VOLUME INDICATORS

Overall Volume
8,000,000

W Declared Volume 6,000,000

Volume
M processed on
time

Volume 4,000,000
W processed later
than expected

,683,196

Volume barcode
not seen 2,000,000

Classified: RMG — Public

Declared volume:
Volume which has been declared on the eManifests

Volume barcode not seen:

This includes the number of items we did not see/barcodes we did not read
on our automation.

This volume s the total volume including those items which were due to be
processed at a Mailmark Centre with no automation.

Volume processed later than expected:

The mail was handed over to time but was not processed as expected.

This could be due to, for example: a late handover, incorrect handover date
or operational /ssues.

Volume processed on time:
Ttems processed as expected for the service chosen.
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PERFORMANCE INDICATORS

Overall Performance Data Quality:
250,000 - The number of items whose Delivery Address postcode and / or
223,690 Delivery Point Suffix information doest not meet PAF standards.
200,000 1 Missorts:
pEn The number of items first seen at the incorrect Mail Centre
Discrepancies 150,000
B Missorts Class / Format:
i o T The class indicator and/or the item dimensions do not correlate to
Data Quality the fields in the eManifest
30,088 Volume discrepancies:
More items have been seen than were listed on the eManifest(s)
. AN .

PREDICTED DELIVERY

Each time a barcode is read on our automation, these delivery stats
are updated for the following days report.

This means if you are viewing reports on a Monday, you will see data
collated from Saturday 6am until Monday 6am.

If you are viewing reports on a Tuesday, you will see data collated

- Processed On Time Delivered On Time 3,137,335 (79.55%) from 6am Manday until 6am Tuesday

InP 95,529 (2.42% . . . .
nrearEs { ) The items will either be: due for delivery as expected; have been

Il Frocessed iate delivered on time 20,580 (0.52%) seen later than expected but still delivered on time; been seen later
than expected and not managed to be delivered to time or have been
Il Processed on time delivered late 382,428 (9.7%) seen but have not had a record of theifinal machine sort.

Il Frocessed late delivered late 232,513 (5.9%)

Il cannot Predict 75,267 (1.91%)

Classified: RMG — Public
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2. eManifest Details Tab
The table provided in the report shows information for active mailings, details are listed by Handover Date and eManifest ID. Each posting is shown as
having Red, Amber or Green status.

eMANIFEST DETAILS

The tab for the eManifest includes:

e Handover Date
EMANIFEST DETAILS DLUSREELUFIZAN |, Date Submitted

e RAG status
e Emanifest ID

H
i |

Royal Mai

Volume e Supply Chain ID
Not seen S [ Ch .
Handover Date eManifest Supply PR, Volume Volume Not ] u am name
Date Submitted Id Chain ID SRR Declared Not Seen expected PRY
to be o Day no (day x of 5 calculated
sean
from the eManifest handover
13/01/2021  11/01/2021 Green 593027 o RoyalMail 5/5 303 6,079 85 0 0 date)
4StateC e Machineability (¢A/s is the total
number of Mailmark items
13/01/2021 12/01/2021 Amber 593097 100**** nann 55 1,061 9,587 103 9 0 . ..
RoyalMail with a missing or
partial/incorrect/default
et Postcode/DPS or our machines
13/01/2021 12/01/2021 Amber 593098 100**** Roval Mail 5/5 0 5 0 1 0 . .
Y determine a different
Postcode/DP for the address)
T e Volume Declared
13/01/2021 12/01/2021 Amber 593099 100**** RM 55 0 6 0 1 0

¢ Volume Not Seen

e Volume not seen expected to
be seen

e Missorts

Classified: RMG — Public
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3. Potential UnManifested Summary Tab

This report is key to supporting the correct upload of data files. If this used while the posting is live there is opportunity for the unManifested items to be
uploaded. Providing the data file and items are both within the 5 day window of the handover date, data reconciliation will occur.

POTENTIAL UNMANIFESTED SUMMARY DETAILS

The table for the UnManifested
Summary report includes:

Royal Mail POTENTIAL UNMANIFESTED DATE: 18 JAN 2021 e Supply Chain ID
e Supply Chain name
The potential unmanifested report shows the number of items that we have seen that are not currently linked to an eManifest. L] Date Seen
e Mail Producer
cshuPPII!;} Supply Chain Name Date Seen Mail Producer Bill Payer Unm:l:fested Ucman:je:‘ted Unm:::fa:sted ° Bill Payer
ain etter arge Letter Volume
P e Unmanifested Letter
100**** Customer A RoyalMail 18/01/2021 Mailing House A 16,993 16,993 .
e Unmanifested Large Letter
1017 Customer B RoyalMail 13/01/2021 Mailing House B Customer B 12,661 0 12,661 e Total Unmanifested volume
1005 Customer C RoyalMail 18/01/2021 Mailing House Z Royal Mail 10,995 298 11,293
10045 Royal Mail 15/01/2021 Mailing House A Royal Mail 5,439 1 5,440

Classified: RMG — Public
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4. Ad Mail Summary Report
This report shows the details of those Supply Chain’s whom have opted for Advertising Mail and Royal Mail is expecting to see an Advertising seed item .

ADMAIL SUMMARY REPORT DETAILS

The details within this report include:
e Supply Chain ID

ADMAIL REPORT DATE: 18 JAN 2021 .
e Supply Chain name

Royal Mail

The Advertising seed report shows a list of Supply Chains where Royal Mail is expecting to see an advertising seed and has not.

Supply Chain ID Supply Chain Name

Customer A Royal Mail

b Customer A Royal Mail 4 State
Customer B RoyalMalil 45State

Customer Z Royal Mail

e Customer A RoyalMail 4State

Classified: RMG — Public
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6. Weekly - Historic Summary Report

Report breakdown for the Mailmark Historic Summary Report
There will be two sections of reporting providing 9 days of historic data

1. eManifest Summary

The recipient will receive a static report with a pie chart which provides a visual summary of their mailings.
- The pie chart details a high level overview of whether the mailings for the date range had issues or not.

o Green indicates mailings are successful with no issues.

o Amber indicates that there are issues which should be looked at.

o Red indicates significant issues.
2. eManifest Details

All users will be presented with a static report with a pie chart which provides a visual summary of the
participant mailings which details the successful mailings/Mailings with issues/Mailings with significant issues.
The user will be further able to view Predicted delivery, Volume & Performance metrics for the active

eManifests for a customer.

1. eManifest Summary Tab

eMANIFEST SUMMARY TAB - full view

EMANIFEST SUMMARY Date: 30 DEC 2020 To 08 JAN 2021

eManifest Summary
A visaal Susmsary of your Mallngs

1L56 %
‘ ETA LY

5072 %

Vatome Bincmpaneing. Performance Indicators
The teiow shere e Remma decara n e elanTist vers.s what we P miaching procsssed. The vk e Thes bekow frfarmance tabie i @ summany of e historc eMarifesta
fgures ane based on your histor: skafts [ -

Overall Velume
Owerall Performance

Predicted Delivery

Frisctest Duivery b6 Reyal Maf's preiction of what wil be deberad and wiven, fom D vehime of e mall wiich has Eeen mahine procesed

.

Classified: RMG — Public

This report provides information on the overall
combined and summarised performance of your
mailings for the period of 9 days as indicated on
the eManifest header.

Summary of all eManifests

The Red, Amber, Green split, gives visibility, as
a %, of the overall historic performance of your
combined Supply Chains and eManifests.

Volume indicators

The vertical graphic show the overall volume of
mail declared, seen and processed for the
combined Supply Chains during the date range.

Performance indicators

The vertical graphic shows the number of items
by category which had issues either with the
data, format, product chosen or item ID’s
uploaded.

Predicted Delivery indicators

The last pie chart shows you, for the items
seen, what the expected delivery pattern was.
This includes items being delivered on time,
items seen but for which there was no final
track detail and those items seen, and
processed, late.
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eManifest Summary

A visual Summary of your Mailings

1156 %

50.72 %

. Successful Mailings

Declared Volume

Volume processed
on time

- Volume processed
later than expected

= Volume barcode
not seen

Classified: RMG — Public

Some Minor Errors

37.72 %

l Multiple or Significant Issues

Overall Volume

8,000,000

6,000,000

4,000,000

2,000,000

Issue: 19/02/2021

Effective: 10/12/2020

SUMMARY

VOLUME INDICATORS

Green The % of your mailings which had no processing or
performance issues.

The % of your mailings which may have had some
issues but not to the extent that adjustments are possible.

Red The % of your mailings which require some attention
as there were processing or performance issues.
Adjustment charges are likely.

Declared volume:
What was declared on the eManifests.

Volume barcode not seen:

This includes the number of items we did not see/barcodes
we did not read on our automation. 7Ais volume is the total
volume including those items which were due to be
processed at a Mailmark Centre with no automation.

Volume processed later than expected:

The mail which was handed over to time but was not
processed as expected. 7Ais could be due to, for example: a
late handover, incorrect handover date or operational
/ssues.

Volume processed on time:
ltems processed as expected for the service used.
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PERFORMANCE INDICATORS

Overall Performandce

400,000
321,264
300,000
Volume
Discrepancies
B Missorts 200.000 -
B Class /Format
Data Quality
106,055
100,000
- 0 5050

PREDICTED DELIVERY

- Processed On Time Delivered On Time 4,053,810 (74.38%)
In Progress 0 (0%)

- Processed late delivered on time 17,973 (0.33%)

- Processed on time delivered late 495,460 (9.08%)

Il Processed late delivered late 691,557 (12.69%)

I cannot Predict 191,258 (3.51%)

Classified: RMG — Public

Data Quality:

The number of items whose Delivery Address postcode and
/ or Delivery Point Suffix information did not meet PAF
standards.

Met standards:
There were no issues with the mailing.

Missorts:
The number of items first seen at an incorrect Mail Centre.

Volume discrepancies:
More items were seen than were listed on the eManifest(s).

Class / Format:
The class indicator and/or the item dimensions which did
not correlate to the fields in the eManifest.

The data shows the final performance metrics for the mail
seen.

The items were either: due for delivery as expected; were
seen later than expected but still delivered on time; seen
later than expected and not managed to be delivered to
time or were seen but there is no record of their final
machine sort.
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2. eManifest Details Tab

The table provided in the report shows information for historic mailings.

Details are listed by Handover Date and eManifest ID.

Each posting is shown as having Red, Amber or Green status as defined by the performance when the eManifest closed.

Handover Date RAG eManifest
Date Submitted Status ID
30/12/2020 29/12/2020 - 588390
30/12/2020 29/12/2020 - 588739
30/12/2020 29/12/2020 Amber 588387
30/12/2020 291212020 Amber 588388

Classified: RMG — Public

EMANIFEST DETAILS

Supply
Chain ID

100%***

100%***

100%***

10Q***

Supply Chain
Name

ABC
Royal Mail
ABC

Happy Hound
Royal Mail
Happy Hound

Customer A
Royal Mail
Customer B

Sunny Days
Royal Mail

Machinability

468

Date: 30 DEC 2020 To 08 JAN 2021

Volume
Declared

11

16,453

8,926

eMANIFEST DETAILS

Volume
Not Seen

16,453

63

Issue: 19/02/2021
Effective: 10/12/2020

Volume
Not seen
Not
expected
to be seen

The tab for the eManifest includes:

Handover Date

Date Submitted

RAG status

Emanifest ID

Supply Chain ID

Supply Chain Name

Day no (day x of 5 calculated from
the eManifest handover date)
Machineability (¢Ais /s the total
number of Mailmark items with a
missing or partial/incorrect/default
Postcode/DPS or our machines
determine a different Postcode/DP
for the address)

Volume Declared

Volume Not Seen

Volume not seen expected to be
seen

Missorts
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3.Potential UnManifested Summary Tab
This report is will show, by Supply Chain ID, the number of items which have been unManifested.

UNMANIFESTED SUMMARY

UNMANIFESTED SUMMARY DETAILS

Issue: 19/02/2021
Effective: 10/12/2020

Date: 30 DEC 2020 To 08 JAN 2021

The unmanifested summary report shows the number of items that we have seen that, at the time of report closing, have not been linked to an eManifest.

Supply Chain ID

107*==

1000™*

1000***

ki
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Supply Chain Name

Happy Days RoyalMail

Customer A Royal Mail

Orchid Sellers Royal Mail

Junior Cattle Club Royal Mail

05/01/2021

07/01/2021

05/01/2021

07/01/2021

Mail Producer

Mailing House A

Mailing House B

Mailing House C

Mailing House D

Bill Payer

Happy Days

Customer A

Customer C

JCC

Unmanifested
Letter

19,339

14,118

Unamnifested
Large Letter

109

18,150

8,035

Total
Unmanifested
Volume

19,448

18,152

14,118

8,040

The table for the UnManifested
Summary report includes:
e Supply Chain ID

e Supply Chain name

e Date Seen

e Mail Producer

e Bill Payer

e Unmanifested Letter (volume)

e Unmanifested Large Letter (volume
e Total Unmanifested volume
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7. Report amalgamation for Participant IDs

Reports are provided at single Participant ID level.

If you have multiple Participant ID’s there are two scenarios which your report viewing would fall under:

1. You have a common Participant ID used throughout all your Supply Chains.
For example, you could save time by simply accessing your reports through the common Participant ID;
- you are a client and have multiple magazine titles which have been set up as individual Participants
but all your titles are mailed on one account or,
- you have multiple departments which are linked through a few Participant IDs
- you are a mailing house or Network Access contract holder and use the same Participant ID for all
your clients

2. You don't have any common Participant ID’s.
You will receive individual reports for each Participant you have created. This will enable you to
continue to differentiate the performance of each unigue ID you have set up.

8. Support

Your contacts remain as current for any queries around your reporting or mailing performance.
Retail customers please contact your dedicated Account Manager or team.
Mailing Houses and Mail Producers please contact your personal Mailing House team.

Network Access end clients, please contact your Network Access provider.
Network Access Contract holders please contact your Account Director.

&,
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9. Frequently Asked Questions

eManifest Summary Reports (Active and Historic)

Q What does the date on the header of the Summary report signify?

a The date on the header is the date the report has been generated for.

Q Previously, we could see the difference in the performance of suppliers through the combined Supply Chain
ID tab. This is no longer possible so how do | know who is performing as required and who isn’t?

a The PDF reports provide summary information.
To get a more in-depth data file you will need to sign up for Mailmark Direct Data.

Q Itis assumed that the ‘raw data’ will be for today and not yesterday.
If that is accurate will the raw data be available at the same time as the report.

a The Data in the reports is based on items machine processed from the previous day up to 6:00 in the morning of the
current day.

Q Previously the ‘legacy report’ was available at 10:00 which | would assume would present the same data.
Why is there now a delay in receiving my report.

a Royal Mail is collating the report data throughout the morning and then creating the PDF reports for your Participant
ID. This means you can now simply and quickly download the compiled data.

Q Does the ‘Visual Summary of Mailings' cover that particular day or a range of dates?

a  The active PDF report covers the 5-day active window within which eManifests are updated and is a summary of all
eManifests.
The performance is calculated from the handover date.

Q Why do the overall ‘Performance Indicators’ differ from the ‘eManifest Details’?

a Performance indicators show the number of errors per category. It is possible for items to fail more than one
indicator and thus an item will be counted more than once.

Q Is the ‘Predicted Delivery’ for today or yesterday?

a The Predicted delivery is a summary of the last 5 days of all active eManifests showing if the items were processed on

time or not. This is updated daily for the previous day's performance and includes details up to 6am on the day of the
report upload.

eManifest Details (Active and Historic)

Q Why only certain performance and volume discrepancy KPI's are included on the emanifest details tab.

a the major ones are included on the emanifest details tab of the PDF report for summarised version. To get a more in-depth
data file you will need to sign up the Mailmark Direct Data

Q What is machinability?

a Mailmark items have a missing or partial/incorrect/default Postcode/DP or our machines determine a different Postcode/DP
for the address. These items are classed and reported as machinability non complaint.

General

Q When will the historic report be available?

a The historic report will be available every Friday.

Q What is the date format on all the report page tables?

a The date format is DD/MM/YYYY

Q What all days the active PDF report will be available?

a This active PDF report will be available Monday to Saturday.

Q Why does my posting show as 0% seen?

a There are multiple possible reasons: The eManifest was not uploaded; the eManifest was not uploaded during the 5-

day window the items were first seen; the unigue item numbers in the barcode did not match those in the eManifest,
the barcode was poor quality, or the items were manually processed.

B,
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