ID MAIL SYSTEMS

MailTrak

Automated Incoming Accountable Mail

Tracking System 
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Proposed Methodology

As accountable mail packages arrive, recipient information is QuicKeyedTM on the MailTrak computer terminal for lookup in the imported University database. Once the recipient’s name is selected the courier barcode is input via a hard-wired laser scanner into computer.  The terminal operator selects the level of overnight courier service that was utilized, and a command to print a self-adhesive label is given.  The label can contain location information such as the  name, building, room number and street address. The label will also contain a unique number created by the MailTrak software in barcode form.  The label is applied to the package, readying it for delivery.

To allow for “out of the office” situations and special delivery instructions, MailTrak allows each recipient to be notified via email.  The MailTrak software contains an option that generates a static email message for each recipient.   Since all students and faculty as well as most staff have access to a personal computer, the email will serve as notification that a package is about to be delivered, allowing them to supply any special instruction, eliminating time-consuming follow-up delivery attempts. 

The package manifest will be uploaded to a Symbol PDA to enable signature capture on its touch screen face.  The signature will serve as proof of delivery.  The handheld PDA will be used by the delivery persons and will travel with them on their routes. Acknowledged proof of delivery data (signatures, date and time) can then be off-loaded for archiving.

MailTrak Features

· MailScan

At the heart of MailTrak is the database and lookup engine called MailScan.  MailScan is designed to hold databases of over 500,000 records and is used by some ID Mail customers to allow lookups on an entire country’s addresses.  The lookup engine is flexible in its configuration where the user may define the field they wish to search by, whether by name, department, room number, or other.  To accomplish this, MailScan allows the user to rearrange the order of the database fields to meet individual operator preferences.

The easy to use QuicKeyTM function allows the operator to type in the first few characters of a person’s last name as the scrolling list targets in on the desired entry.

Adding Records and Security

MailScan also has the unique ability to allow the operator to create records of new students or other entries on the fly.  By pressing CTRL-A, the new record can be created by the operator via the labeled input boxes displayed on the screen. The TAB key is used to move from box to box.  When all relevant information has been entered for the new record, the operator simply strikes the appropriate key to exit the input mode. When existing records are displayed on the screen, they can also be altered by pressing CTRL-Fx.  Fx (x = 1, 2, 3, etc) is a function key that matches one of the records displayed on the screen.

The ability to enter new records or alter existing records is under administrative control, so these abilities may or may not be made available to individual operators depending upon management preferences.  MailScan also provides a password log-on screen that permits accountability and administrative control for all operators.  

· Shazam Report Wizard
MailTrak comes with several pre-built reports, including:

1. Charge Back Report

Cost Center Volumes

2. Package Count Reports

Package Count by Courier

Package Count by Mailstop (dormitory room)

3. Package Reports

Logged Packages by Building

Packages Not Delivered

Delivered Packages by Building

Delivered Packages (see example below)

4. Production Reports

Operator Counts

Operator Statistics

5. Recipient Reports

Recipient External Locations

Recipient General Information

Recipient Internal Locations

Recipient Mail Counts

But by using the incorporated Shazam Report Wizard software, multiple report formats are possible in addition to those cited above. 
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Delivered Package Report

Shazam Report Wizard utilizes Query-By-Example (QBE).  QBE is a visual method to represent a database search and is generally easier to understand than Structured Query Language (SQL), which is the industry standard for defining a database search.  Shazam Report Wizard implements a powerful Query-By-Example system for users that want results instead of computer jargon.  The time invested with Report Wizard will allow North Carolina A&T to transform raw data into more easily understood  information so management has the knowledge necessary for making decisions.

NOTE:  Any report created can be saved using the Save or Save As function within Shazam Report Wizard.  The Save and Save As functions operate similar to that of word processing software such as Microsoft Word.

· E-Mail Notification

MailTrak comes with the ability to notify recipients of package arrival through a static messaging system.  Any message can be entered into the email, but all recipients receive the same message.  For example, a message could be created that reads: “An overnight package has been received for you.  It will be delivered today between 1:00 and 5:00 p.m.”  The email notifcation option can be employed with any MAPI (Messaging Application Programming Interface) compliant email system, or with email systems that are not MAPI compliant but have a known workaround so that MAPI can be employed.  Examples of MAPI compliant systems include:

· Microsoft Exchange

· Microsoft Outlook

· Microsoft Outlook Express

· Netscape Mail

· Netscape Messenger

· Qualcomm Eudora

· Eltron Label Printer

A light duty printer capable of producing clean, sharply printed thermo labels meets the need for producing 100’s of labels per day.  From the MailTrak control panel the printer can be ordered to print one or several labels per lookup.  The printer’s easy-to-load label roller accommodates various label sizes to meet the data printing needs of almost any application.  The MailTrak system includes several standard label formats.

· LS4000 Laser Bar Code Scanner

Accommodating multiple bar code formats simply by “Training” it by scanning an example in the user’s manual, the LS4000 comes ready to read all major courier barcodes.  Its six foot coiled cord attaches to the MailTrak computer and logs courier bar codes into the system.
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· Symbol SPT 1800

The SPT 1800 family continues the revolution of pocketable computing, bringing integrated scanning, sophisticated connectivity and ruggedness to the category leading line of easy-to-use data management tools from Symbol Technologies. The SPT 1800 uses the popular 3Com Palm Computing platform for signature and data capture, barcode scanning and communications synchronization. Detailed attention to ergonomics, the SPT 1800 is just 7” high and weighs only 10.3 oz. It is dust, shock and moisture resistant.  Up to 8 SPT 1800s can be connected to each MailTrak station.
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Benefits of MailTrak

· Reduced labor for login process, anticipated to be 1/3 the time of manual processes

· Laser scanning of courier barcodes eliminates transposition mistakes

· Accurate input of information creates assured lookup of package information

· Email notification eliminates the time-consuming process of phone and/or maibox notifications

· Proof of delivery by signature capture

· Nearly instantaneous lookup of proof of delivery or package location, thereby eliminating departmental time for research

· Fewer “lost’ packages by following a prescribed automated methodology

· Electronically stored package information that can be backed-up

· Automatic Time and Date stamping for receipt of packages

· Pre-defined reports for quick understanding of the entire accountable mail delivery system

· Report Wizard makes user-defined reports quickly available based upon management preferences

· Administrative control over database additions and alterations

Long Term User References

Lianne Fenn


Installed Spring 1999

University of Albany SUNY

518-442-3271

Ronnie Farris


Installed Spring 2000

Lipscomb University

Nashville, TN

615-279-6274

Victor Rosa


Installed Summer 2000

University of Illinois

Rantoul, IL 

312-996-0613

Christine Kaczmarek

Installed Fall 2001

Skidmore College

Saratoga Springs, NY

518-580-5813

Technical Specifications

· MailTrak operates on a Pentium, Windows-based computer system 
· Electricity:
· 110VAC for all components
· Computer, label printer and PDA cradles require individual power connection

· Email messaging compatible with all MAPI-based systems
· Database:
· 45 total fields (3 with user definable entries, 42 with pre-defined, typical headings)
· Support for up to 500,000 names
· Support for .CSV (Comma Separated Value) format of imported records
· Records must be imported in the same format as MailScan field headings with no more than 45 fields allowed
· Label printer utilizes thermal printing technology
· Multiple MailTrak systems can utilize the same database over a TCP/IP LAN
Barcode Scanner





SPT 1800 PDA








