The OCS On-Line Print, Mail & Fundraising
Ordering System ™
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TUTORIAL ...

1. To Begin: Like with everything,
the process starts by logging
onto the OCS website (www.
ocsmail.com). The On-Line
Print Ordering system is shown
at the bottom of screen.

Please note that this Ordering

process is very intuitive , but
this Tutorial review will provide
details that can help one to be
more aware of options available.
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4. Now you can click on
anyone of the three main
tasks. For our tutorial we
will start by clicking on
the “PRINTING” section.
This section will reveal a
number of Print Product

pirect Mail
- Mailing Fundroising
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categories from which
you can choose an item
you wish to create and
then order.
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OCS On-Line Print, Mail & Fundraising Ordering System

The system is a series of a few simple steps. 1. Once you click on one of the three options (in this example
“Printing” was selected) the specific product selection of items available appears, as shown below. 2. All you
need to do now is select a particular product item (e.g. Postcard). 3. When that is done the system asks if you
want to either Pick a Design -or- Create Your Own Design. (Picking a Design is a fast approach to doing an
item - basically you get what you see, you just add copy. Create a Design adds flexibility, you can change
art and color and there is more variety in fonts.) Note - this choice ONLY appears in the “Printing” option.
It is not needed in our Mailing or Fundraising options. 4. Once Design approach selected the system will
open up to several specific formats you can chose for that category (i.e. the size of the piece, 1 or 2-sided,
full color, 2-color, etc.). You would then be prompted to enter the design and copy you want on that item.
5. You're finished, you get to preview your job and then go to check-out. (Details on each of these steps follows...)

Printing & Mailing Services

e —
Home Order Manager File Manager
N )

Current (3) =[|| View:a®  Items per page: 12 Dizplaying 1-100f 10 [4] Page |1_ 1 [»
LH Letterhead2 - 8
MV Invitation - 4.2 -
NV Inwitation 1 - 4.25x5.5in 4

Tin 4/0(
Sind

Catalog

4 |Printing
Postcards
Fliers

Brochures

Packetz(Env, Lir, etc)

Bookletz Fliers Brochures

Business Cards

Letterhead

Envelopes

Invitations

Signs & Banners
Iailing

Fundraising

/ Packets{Env, Ltr, etc)

Here are the main
Print Selections. You
now select the Product
Category you want,
like say “Post Cards”

Letterhead Envelopes Invitations

Signs & Banners
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OCS On-Line Print, Mail & Fundraising Ordering System

You have the ability to select to do Printing, Mailing or Direct Mail Fundraising ... in this example we selected
the Printing option . After that the system lists a number of choices for the respective option chosen. One
could have chosen Postcards, Fliers, Brochures, Envelopes, etc., etc. Postcards was the selection made.

Now the system gives the user a unique choice. They can go the direction of doing something that is very
easy and quick - such as Pick-A-Design. Here you have various concepts from which to choose. You pick
it and then just enter your copy. It you want to add a little more of your own flair you can choose - Create-
Your-Own-Design. In this approach you are picking a format or general design, BUT you can add options,
change colors, vary your fonts, etc. This approach may add a couple extra prompts, but you obviously have
more choices. In our example we are going to go with - Create-Your-Own-Design.

(Again note that this unigue choice of: Pick-A-Design or Create-Your-Own-Design is only in the “Printing”
option section. It is not needed in the “Mailing” or “Fundraising” sections.)

File Manager

Shopping Cart View: mm  ltems per page: 12
Mo items in cart.

| CREATE
4 Printing "B 3 voun

¢ s = [ |owN

Brochures

Packets(Env, Ltr, et} Pick a Design Create Your Own Design

Booklets /
Business Cards

, -
Letterhead 2. Now we are going to
Envelopes select the option: Create-
Invitations Your-Own-Design.

Signs & Banners
[+ Mailing

Fundraizing

0Cs, Inc. | 7501 Village Road, Sykesville, MD 21784 | ocsinc@ocsmail.com | Phone: (800} B77 4627

www.acsmail.com

Like Us On
Facebook el L
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OCS On-Line Print, Mail & Fundraising Ordering System

Creating your Print Iltem ...

1. Once you click on the “specific” Product
Category, a “group” of particular Formats @ _
for that item appear, as shown here, i.e. Printing & Mailing Services

size wanted, full-color or 1 or 2-color,

1-sided or 2-sided, etc. |

Ll 2. The sample format below provides an
image or Design Layout of the product you
are about to create. It shows where the text

@ o PC Postcard5 -8.5x%5| & any graphics will be placed.
| - - D= i Fastcard H
L T T e an] The next box shows “font types” available. And

rom ansne s faine | the 1ast box shows how “font sizes” compare.

Proguct informateon

Vi \
) s
[ Sivoe O dar bt Fim W PLEER AYMLEEE 1701 015 i nated Crie Gude ) Shis
boar b g el i ki on s ey ried
These are our specific | = Avaliatis Fonts Font Size Info
Product Categories | Auial Ry | ~7-9 (Small)
(Ariad MT Black Req Tt
Notes approach | Brast Saar 87 By ~ 11-12 (Normal Text)
5 =12p
- selected E&’;"{:“" Rep ~18-26 (Sub-Heading)
VAR o T - h‘qulﬁﬁh:,&-'q T=22pt
i | Palatime Lnotagpe IR ~36-50 (Heading/Title)
PEONETIVWRE BER
; Switzedard Hag T=42pt
o - P Prsioandd B, G b fen kol P Prgloandz .8, fu, o i F T | Terems Mew Boman Reg
Fackatu(Ery, Li, sic il Gk} i | il Gl Bl cle | e 4 = 2
Pl aawmz B Warsion This Prodisct
By Curcs
Luitarkand n‘ "Mrnred Paide
Erwniczan
. Proof
TR i T POV Dl 0 G FOLT LD I T CHEH 0V T i S0 ot (0 S0 e B o
_'Jg:.l.slr-r e /T S Doy m.ﬁ,—a—l.e T SI7E B .;l.h FoNT
Vg DAt et T MGG SO0 Vi QIR ATy Lk
i m Imponann || Reguwan - FROMT | B4CK T, Arare G maimst
snimamg
=
e
P Pricardd B, Suf fan dil P Prvglrards B fof fan &1 - rgupd
! il Cosbi¥ il C il iFiall Ol BiSER| ‘\ L y £ A
sajorms £] satorm B]

This is the specific

Layout or Format of

respectivle Product
|

3. All you need to do now is select the
“specific’ Layout or Format of the item from

the group. For example, there will be different

designs or layouts to select from. And within B
these layouts there will be different options. Dedes infarmatiin

Lusded Thmiiz 3-7 B Dadga (M 14}
For example, there will be a layout that is e 1554 o 48 s 103498 o o 3

UnitPrieem  BESH) R BEET 823 LLEL]

one sided and just one color (1/0), or 2-sided
with full color on the front and just 1-color on
the back (4/1), etc. In our example above

Frice fiés notindsde i

(the circled item) this is a Post Card that is AT
4/1 or full color front, 1-color black ink back. ey v 30

I v i 1 0 2T B LT B el | e R | st BRG vy AEeCus e il wolll prlnl aeacly s 0 Iq{.pﬁﬂ an e

Clicking on that specific product layout will i anat oo B oo .”,In".-‘;n".:.ﬁ.'.".ulﬂ'r.i*’.?f‘.!u'&ﬂ.'.ﬁ; i

. . ard agan st ary ard 38 ciima. damages costs snd expera e ncudg atomeys s e m;lhrln-'ll-hle»'-'m pmm o thiz
bring up the next screen (shown on the right). ¥, CHEk 1 i e
You are now ready to produce or create the RInag AL O a4 P AT 1 1 AP e AR S 7 1 e o 2o £ Bl

I of armad place par crdend, whith araears m yoor canfimmatian emall

particular Post Card (i.e. item) you want by
filling in a few blanks or prompts.

I Chiok Hale s Aiove
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OCS On-Line Print, Mail & Fundraising Ordering System

FraEi el inPhrmaksir

PC Postcard5 -8.5x5.5in 41 {Full CaloriBlack)

A i 1. This is basically the final screens that
—Dealgr FRCHT ¥raur 4 Images B Tesl BAGK: Yaur Taz produce or create the product “you” want.
~Fane anere lnk shias avalibie You just fill in the blanks. The “layout” of the
~Fimish Sz d 5% 90 item you selected is shown at the top and it
PAPER MYMLAERE: 1201 (18 ictopfl Crio Bita) i shows the areas you can print copy, along

[ewign Lapout: Reium sddre =3 ol nkomalon} s equired Wlth areas yOU can add graphlcs.

T i | Avolabe Foms | Complete the prompts, then ask to see a

Arial Reg i
Arisl MT Black Reg| Pre_V|eW of what you produced so you can
ProcdSmiar 27 Rae | review and make changes or approve.
Guaravinnd Beg
- _ Faake After you create your product, you select
- — Myrlad Pro Reg quantity wanted. Pricing brackets are also
Akl Palatine Linotupe [B “ "
= PRI ETIIHE BEY noted. You then “okay” to proceed and add
Swikcariard Aeg item to you shopping cart. It is that easy!
) Times Mew Roman Reg

YarEleh Thes Frgslisg

R Fgas

Form Proof

Comgisia fre form) bkl and prepes poeT repsts s e ol on ite prees oo oo --....-.-\.-,-..-_.:-_.-,-.\._ i 1_-._.-&-.::--# AT

ngm T LT N s Sl Pl e D L

[Rapenaiip 0s o - d il e presEs ma fade 8 =
Wporiell  FArglaed | FRONT || BAGK T e 2. Clicking the Green button
Srow] g will display a “Preview” of
gy | Gokrs Oy 2 what you have completed
T or entered so far. It is
aisd suggested that you preview
after you have entered at
least a few fields. It will
R take a good minute or two
S e to display (all PC speeds
Wirlhc ol B ol | = are diﬁerent)'
megei | B
> : ' =2 - :
|_:'“”'°: t: A T notat “" Yo 3.Pictures/Graphics - The System
e . . « "
=2 M. [hiS notation relates 1o sometimes provides a “Gallery
T the minimum and maximum :

option that contain pictures or
background colors from which you
can select and/or it allows you to
e e T+ “Upload” your own graphics. (At
Prica dosts et i1Chi 04 fea OCS we are always working to
expand and add to the Gallery
byl more pictures and designs.)

“font” size “range” allowed
for the above text that was
just entered.

JFEel | medmiitl e

o] Tirmeiz 5-7 Buis Dhan [Wlae 14

| haw srifisd hal 3l conde| and dacumend bysaiik e coerael | understand Hoi e dooameend will pind acacly o H =pr==ms an'he
FOF Prdid | CRredl Mkl Sy Crsdrediecd SFeld TTF DR 5 PlI0id | Cartly TS | Oae Nl i QImS 1D OF Nelfmd 3 DeCSTes 00 LiSsD ITsl (T3 8
Irsgra's b hmireg rapraducesd a= pad o my ceder | agrse b defend irsiemeits ard hold harmieses G5 arsd s afitylse ram
Are] AQANEL ars' afd 38 JE8iTaE, imd g s, DISIE W0 Cap=ana il B ORI O] SRISTIRAT WEd, SRe] (09T OF P lasa DK mif L e o [rek
giie CHrk hees o ey Hres Rl palice

T S G K WIN 2 Gl GEOIT G ERrveoa /8503 Dl B SO0 ORI  Pedh iy Pl O B G, Pl i Sl 1-BOD47 T -0 oo DT
HondapfiruFridap. SamadpmEST Yo r a0 E-mal o senace canter 247 3t aczino@ocemail com (Mole In Subed

It OF d el PlaCe plin OV, Wi eC G [y el TR i DO OO R Sl n e L

L Click Here g Appimae
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OCS On-Line Print, Mail & Fundraising Ordering System

Expanded “text entry” box: If copy to be

o [ SRS - entered is lengthy, then an expanded text

Lo ittty box pops up. So instead of the smaller
Pragust infarmatsarn format text entry box, there will be a
FL Flierd - 8.5x11in 4/0(Full ColoriBlank) button (i.e. Add Text) to provide a more
. appropriate size entry box. There are

=Caeipm: FREFT: Your 1 imape= & Texd B&TE Blank

also options to justify your copy, i.e. left or
right justify, center or force to fit total area.
2z

F difaren Mnk Shvieis s it

~Finieh Haeg 3 2e11m

~PRPER AWRLABLE: 30 Shks Tead iWilE
[Devmigpn Lapout: Pichure below Tor refensnoa-anly, Serald down ba anter ik for larm
[ emstesdbnet o | Aliabie Foots | | FomShminfa |

=+ vem . fiEcugrouns)

Anal Rag --'-'-U::5|-|.|II|
Arial MT Black Req. ot
| Brocd B B
| Grrepnnd Feg
'r.-'.:.-TlaJth.f-q
Faizfimo Linad
| Swizarlard R
| Timez Mew B
Gl esEs [his Pracuct
et e An Expanded “text entry” box
Form| Pr pops up when system detects <
Ll TR IO Doy o Tl SR A O e S B DR :;-‘ thel’e |S a Iengthy amount Of
FRONT | dmjarant e info to be entered.
Irﬂlulnm ﬂ
Sholin the M th FOLCEDT [ ]
epaier Tri-"oid
9

Terstt FONT GO [Fach -

Textt FONT SEE | As a comparison, this is the
I‘. M/ more routine or standard text

entry size box.

Tawkd FOHT |m.. |
Test FONT COLOR [ Eoocn =l
Tz FONT S2E |

Mot 8 g 8
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OCS On-Line Print, Mail & Fundraising Ordering System

Dl Loty oails R Sediolieg Sk {0 o WKV D ) 16 Peafid 6. PRCRLEWE Bl 0 108 TRl 30l Sl b B sinied vk [
- [ e | [ e 5. When you complete the Prompts, ask to
§ Arial Reg . ~ _...-| See aPreview of item for your review, i.e. click
: _ : on Green button. need to make change,
L . opd G butt If need t ke ch
| Garamond Reg 1220 21| Just click on the Prompt of text or graphic want
i o T=27] to modify, and change it - then Preview again.
Palatmo Linotwee [B s LE-5{ [Ha .
7 e 11 After product complete, select Quantity, then
[uaciasiee T =4 Approve. Lastly add item to you Shopping Cart.
. | 1 - : . : * Ft‘?ﬂ "":'":E'""'“l
Cuttonzs Tz Pracu 3.Location or Preview of the | [LM] Zleck Rea 1-12 (ormel Te]
et 1.Fill in the Prompts product item you just cre- | [ssedEes /18-38 (Bub Heativy) |
1 g
Faiim g ated, the Front and Back. i Pro g T=22pt
-":'-‘H"' A ikt e o 1-_' — ': f’tff: :;. ‘_:,_"l;',::,:}f‘.ﬂk el ey time Lingtwpe [B =« 36-50 [Heading Tite] §
2.Preview button e TV Sead, 1T e iy fakc o Ngr RETHWED RES |
il >, ne o T rariard Feg T= 4 2 t
i - Mew Foman Reg p
:E.n.hu’l.ullﬂll!:“uin'lr s |
Ti s o DCS provides theidr
Femtane [iris e bart el ) clients the best varety
crmummtn in product services.
BT Contact them today!
IIw:ImHl‘_IIHI..-q' i 1'&{”'}'8??"4’52?
Headine 1 FOHT rn:f_n:[a.;:;-." =
Haaiined FONT SITE |:'o§"
Werncal Ber Colar [:i'.- ok -E
B — ol
B usss g T
e = 1ERE 1 a1
I 0 B
[ = EECT N —
st W | s |
;J h‘: = —
7.Afteryouhavedouble checked e B )
your item for correctness, make Taxt2 FONT SE [77 : -
sure you do one final “Preview” 5..,,“,...[?—;.:-.;';‘};'-...;.- + | 4.Use Enhanced View, it provides

(click on green button). Now P | et enlarged copy, etc. (Basic view is
that everything is good, you | [ @we e only for users w/out Flash on PC.)
are now ready to add it to your | | tetmetiRe s T
Shopping Cart and then Check | | wmeme so oo we s s e
Out. So - Click your Approval P

6. Indicate Qty wanted. If need Qty

o (':A‘hECkmg" tT’e CIICE Hsre /'greater than noted, call for quote.
to Approve” box and then I \
click “Add to Cart” box. bhweees 1
1 TiGn 'l
POF pracd
!I:"- !‘;;111-: ary aned 1!‘:::1 .11r-'.::_\.n_ :
SUE CHCk M [ AR Tl Pl 3007
Aﬂer yOU C“Ck on “Add tO Cart" To epeak with 3 Cusinmer Senvios Am pci e dar aroar arsiar defwvery ratyied meges pleans o I D-aTT -SRI
. W on gy T Fridag, 9 am e 4 pro EST. ¥ou mey abso e-mel purEendod canier 2407 &t ool nog@o comisil com (6 ohic in Sunsd
button, it grays out and Changes I -"I"-u.'- !] . ﬂ-r:":- :"ﬂ' '.'-E"L'r:llr n o '*"l'n:--” email T " o

to “Adding to Cart”. ~ ¥ Click Here to Approve ) ) ] )
g 4( E-mail available: oscinc@ocsmai.com
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OCS On-Line Print, Mail & Fundraising Ordering System

Order Confirmation Info ...

Catalog

File Manager Search Catalag.

Shipping = Billing = Confirm Order

1. This is your Confirmation that item added
to Cart. It shows Qty selected and the Price.

Search Cart by [Froduct Name =] |search Cart... Search

[ cuvemn | | s 2. This area shows “to'FaI" calculated Price~\
I‘_ ' and the “total” Quantity you ordergd. \

PC Postcard5 -8.5x5.5in 4/1(Full Colgr/Black) | SKU: PC5--0CS, In¢ \ [fGo 54900
F m[ﬂescrimion: Fosteard; 100

~Dresign: FROMT: *our 4 Images & Texd BACK: Your

Font: different font styles available ~ 3. If you MUST make a change to
i G B |t§m, clicking on the It(_am (Blue qopy)
will take you back to item detail.
WAILABLE: 12pt 15 (Coated One Side) White

- 0CE, Ine_T50NYillage Road__ Sykesville_MD_21784_410-T81-6435_Arial_9_Colors Only_xGray_ QS is your
supplier of choiceN\whatever you need whenever yau need itl Wye have it all._Arial_Black_36_xBlue
Dark; Times MeNy Roman__We handle all your Fundraising, Direct Mail, Commercial Printing, Promotional

[terns and maore. Just e us acall @ 410-781-6435_Times Mew Roman___ Times Mew
Foman__BlackStampFlasgHereFrame?

X Femove

- Lippcat; o
4. IF you want to DELETE item, $).octe wblotal;  sLaAd
. Total does notinclude tax.
check small box next to respective

coupon Entry 1it€M and then click on “Remove”. 5. IF you ordered “more” than one
' item, each item would be listed here.

Enter coupon code

| » Apply Coupon

« Back To Catalog B Save Cart Checkout »

S~
6. Press Checkout to continue /
the closing process.
QCE, Inc. | 7501 Yillage Road, Svkesville, MD 21734

oesincE@ocsmail.corm | Phone: (8000 877 4627

WA, DSl cam

Like Us On
Facebook
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OCS On-Line Print, Mail & Fundraising Ordering System

The Checkout process ...

Printing & Mailing Services

Home Catalog Shopping Cart Order Manager File Manager Search Catalog.

‘ Shipping Eilling = Confirm Order

N~——— - -
|1. Add your “Ship To” location. | |
Choos& Shipping Address: (Al W m\

© Use an Existing Address: = Use a New ANgess (This order only):
\
it~ | Countty: [Urted States =
Select Address Company: IOCS Inc
Attn: |D0n

Use your “existing” address on file

« " ahinni Addr1: ;
or enter a “new” shipping address. |7501 village Foad
Addr2: I

Addr3: I

Addrd: I

Ciy: |Sykesvi|le
State: [maryland =

2w (21784

‘Required Field

Save Sddress

Choose Shipping Method: DAl Products)

2. Here you will indicate “shipping choices”,

like “Customer Pick-Up” or “UPS Ground”, etc.
UPS Ground \
UPS Mext Day Air Sawver
UPS Znd Day Air Ship
Customer Pick-Up Ship To Method  Instructions Oty
I PC Postoard; [Carrert ¥ Custorner| [l come to your 100
Postcards ~Design: FROMT: Your 4 Images & Text BACK: Fick-Up | Jocation in abt.
-8.5x5.5in vour Test P
4/1{Full
g‘é’:ﬁor’glggk} ~Font: differant fant styles available 1 -
B o _ Your “selected” payment choice [«
Inc ~Finish Size: &.5x5.8in .
will then be shown here.

~PAPER AVAILABLE: 12pt 15 (Coated One
Side) White

- DCE, Inc_Tal1 Village

Road_ Sykesville_MD_21784_410-781-
Gd35_Arial_9_cColors Only_xGray_ OGS is your
supplier of choice - whatever you need whenever
wal need ithWe have it all._Arial_Black_36_xBlue
Diark, Tirmes Mew Raoman__We handle all
waur Fundraising, Direct Mail, Commercial Printing,
Pramational tems and mare. Just give us a call @
410-TB1-6435_Times Mew Raman___Times Mew
Roman__BlackStampPlaceHereFramet

- Y Subtotal: F45.00
EMOVE L3 Recalculate Shipping: §0.00
Total: $49.00

Total does notjn g ta

3. Click on “Continue” to move on to Billing info. ST e
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OCS On-Line Print, Mail & Fundraising Ordering System

Home Catalog Shopping Cart Order Manager File Manager

| MEEgCEA e

1. Now your “Billing” address noted.

Choode Billing Address: (Al Products)

T Usean Existing Address: * Use Shipping Address

AN

At | ' Use aMew Address {This order only):

Select Address | : Country: [United States T
Company: |OCS,Inc

Use your “existing” address on AN: [Don

file or use the shipping address Addr1: [7501 village Road '
entered or a new address.

Addr2: |

Addr3: I

Addr4: I

City: |Sykesvil|e
State: [yaryland ="

a0 [21784

'Required Field

| 3 Save Address

Choose Payment Method: I

/| 2. Need to check payment method - Credit Card i

Credit Card

[T SKU Description Ship Method Oty Price
T | PCa-| Postcard: Custormer 100 49.00
_OCS ~Design: FROMNT: Your 4 Images & Text BACK: Your Text FickLip

Inc ~Font: different font styles available
~Finish Size: 8.5x5.5in

~PAPER AVAILABLE: 12pt C15 (Coatad One Side) White

- 0CE, Inc_Ta01 Yillage Road__ Sykesville_MD_21784_410-T81-6435_Arial_9_Colors Only_xGray_

QCES iz your supplier of choice - whatever you need whenever you need ifl We have it
Lall_Arial_Black_36_xBlue Dark Tirmes Mew Roman__\We handle all your Fundraising, Direct

Mail, Commercial Printing, Pramational tems and mare. Just dive us a call @ 410-T81-6435_Times
| Mew Roman___ Times Mew Roman_ BlackStampPlaceHereFrame?

T Subtotal;| f45.00
S Shipping: $0.00
Total: | $49.00

. Total does notinclude tax
3. Move to next Confirm screen 1
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OCS On-Line Print, Mail & Fundraising Ordering System

Shapping A g Confirm Order

Cimalgg

BPrErr g

Shispgisg Cail OE MR

CiErerd g Do Sdavsas

L L]

1 M

1. This is your “review of order & address data”. It is
also where you enter your “Credit Card information”.
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you will need to
information here.

o=l [

2. For Credit Card payment method

complete your card

SeomkyCoses B [T -
il o sy o o I— '
Last Hovmmes v Cards [ -

Plisive B il

—

3. Clicking “Complete Order” finishes

the process

3

E3 Sack

Co&sn|eie DFder i
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€] ordered ttem - Windows Internet Explorer______ 0 ol

Ciose 1. Final Order Recap - Review of all information.
You are now FINISHED! However, IF you wish
to make a modification to your print job, you
have one final chance to do it here. Clicking
on the Pencil Icon will take you back to the
set-up or entry area for creating your item.

OCS provides their
clients the best variety

®

Printing & Mailing Services

/\
Catalog Shopping C art Order Manager File Manager

Order Date: 2192013 Purchase Order Humber: PO-2 printthiz page |8
Current ShipTo . gea, e Current Bl To | geg e
Don Don
i 7
i G240 Belmyfnt Cir i 73071 Village Road . .
_ _ 3.Print page for your files.
Dare Sykesvije, MD 2178 i Sykesvile, MD 21754
L ous i us
Ship
[ Options/ SKU Description Ship To Method Oty Price
C P § PC5-0CS, |Posteard: Curent | 100 $49.00
\ Inc. ~Design: FRONT: Your 4 Images & Text BACK: Your Cu_ﬁtome
Text r Pick-Up

~Font: different font styles available

K4
2. The magnifying-glass is a ~Finish Size: & 5¥5.5in
“View Details” Icon. It will bring ~PAPER AVAILABLE: 12pt C1S (Coated One Side)
up and display item ordered. White

-0CS, Inc._7501 Village
Road__SYkesville_MD_21784__ Arial_12_N/A- Colors
Only_xGray_ }O000000CO00000 X000000000000MN
JCOCOOOR0CON 000000000 _Arial_Blue Dark_32_xBlue
Dark____ Quality - Value - Service_Arial_14._Xooooooom
00000 100 J00000000000K H00000000L J0000000000M 1000000000
000002000 0000000000000 0000000000 100000000000 X00000000000(
000000004 X000 1000000000000, 30000 300 X0000000000( J00000 X0
00000000000,

weceooccoo_Arial_12_ www.ocsmail.com_Arial_11_Blackst
ampPlaceHereFrame

- - ' Subtotal $49.00
| 3 Reorder Selected Just an FYI - IF in the future you wish to “Re-| shipping: $00.00
order” this item, going to the “Order Mgr” tab (see Ta: §2.94

above) will allow you to search pastitems, by prior Total: §51.94
Order#, Date Ranges, etc. Then respective data
for item wanted will be displayed. By clicking on

C&Sine. this button will start the process for a Re-order.

1-800-877-4627
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OCS On-Line Print, Mail & Fundraising Ordering System

The MAILING and DIRECT MAIL FUNDRAISING Sections

Of the “three” main Ordering options provided, i.e. Printing, Mailing & Direct Mail
Fundraising, this Tutorial has just detailed the “Printing” option. These last
several pages provide a review of the functions in the other two, i.e. Mailing and
Fundraising. Since there are a lot of tasks that are similar to the Printing option
we basically outline the differences. We will start with the MAILING section.

There is also a special function that is not part of the Printing area and that re-

lates to “Address Lists " that are necessary to mail out your piece. Our system
allows you to either download your specific list or select & develope a list rela-
tive to location parameters, market segments or demographic criteria.

1. Select one of the 3 main options. We already
Erinting & Moiling Services detailed Printing. We will review Mailing here.
Zz

Deriar Manpoes

il g Fio s

PC Pospeawd i E5a5 S0k
& [Ful ColpeSinc k)T

PC Posseanihl 4555 50 4H
@ (Ful ColmSinck)

Curii e
L Prwicnd -2 2 2 471 Ps

FC Famicees -2 3xch De &1 =

=10
Frmi
T

an & P PecocminS B oS Gnad PC Pecocm 7 B SaS Sn &
1 [Fud ColprSipck) 1 [FuM ColpeSips k)@

Py

Fieny

Bri=irases

FacbasiEry. LY. &t

Fasanaag

3. Next screen to appear will be
the “Formats” available. Now just
pick the format you prefer.

2 [Full ColorSipck) 2[Rl T olorSie: k)

Ty
2. Now select the Product Category.
; In “Printing” we had 10 categories,
ek . “Mailing” has 4 categories that align =]
themself with the mailing function.

QCE Ine TR Wiinge Road, Srcasally, M0 21784 armnaarsT | mom Fhony (AELATT 4027

W, ICEFTHME CTm

[T

Page 13 of 32



OCS On-Line Print, Mail & Fundraising Ordering System

1. As detailed in the prior “Printing” section, the
layout of the “Mailing” Card, Flier, Brochure, or
Formatting your Mailing piece ... Packet follow the same completing of prompts.
= - The only difference is that you will see the format
of the “address” that will be printed on the piece.
Next page outlines how addresses obtained.

Produst Informmation

PC Postcard17 -8.5x5.5in 4/1(Full Color/iBlack)
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o o rd Foam! GEA G ad sl
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B [Toazpt

Custamize This Product
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-PAPER AVAICABLE: 1200 C15 (Caated Ona Sioa} Wik
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o
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Tased FONT COLER = et
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Tawsd FOHT S2E 40
AnAD Mawr 2D

[——

SEEDIGIT 16601
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== format of the address on the piece. You can
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e | (S = nm o the address file, via the proofing process.

Fanding:

1980- 2086 | 25002080 | FREE.TREE

g =u =anm wmf Other list address options are available e mzim mn

Taotal 558 B230BEE | 0 H-106 | LIZH0 0
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OCS On-Line Print, Mail & Fundraising Ordering System

request - What

mailing piece?

“Existing File”

1. The system, whether in the “Mailing”
option or the “Fundraising” option will

getting the addresses to use on the

It will get these addresses from an

to upload -OR- You can request
“Acquiring” of New Addresses.

2. Uploading Existing Addresses -

If you have never uploaded any
addresses then the drop down
will state: “No existing file”. It will
then prompt you to “Browse” for file
wanted. You then indicate the type of
file it is, i.e. Comma Delimited, Excel,
etc. and the system will upload.

3. Acquiring New Addresses -

You click onthe “Acquire” section and a
special Geo-Selector address system
will appear. Reference next few pages
that detail obtaining addresses.

or how is the system

that you will need

Frocuct infarmatian

PC Postcard17? -8.5x5.5in 41 (Full Color'Black)
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I Upload kew Tab Cadmilan Fia
I Upload feim Fikd with Dtfeir Dedimilo I“
e B VE M O T SR FEL Ol
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Fila
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i

| 4. Once file determined and loaded, the

system needs to know how it is to be
formatted or laid out on the mailing piece.

Postal requirements dictate that the
“Endorsement” line is at the top of the
address and we will be placing the Bar
Code at the bottom. These items are
calculated and created by the system.

You just layout the address. Like first
name - first, then last name, last. Next,
would be the street address, etc. The
system shows the general format of how
an address is set-up, but it does let you
change it if you would like.

5. Shows location of formatted or
mapped address on mailing piece.
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OCS Address part of System for Locating, Selecting & Acquiring

Address List Data - The system

will allow user to acquire addresses for a defined location. The system moves to the GeoSelector
application so the user can define how they want addresses to be selected. (This selection occurs
in both the Mail & Fundraising sections.) There are “two” main options. You can plot out / draw
a specific area on a map --or-- you can select your list via zips, cities or counties - you can even
select parameters such as all address in a 2, 3, 4, etc. mile radius from a center point. This is the
initial question that needs to be answered before you can move into more particular options, where
the system will provide you selections such as, geographic locations, market segments (i.e. single
homes, apartment, businesses, etc) or demographic criteria, such as age, family income, gender,

number children in household, etc.

Mailing Lists - GeoSelector

o~ e o -

{ ¢ = _—

: L i |5 [ o -
S

s “GeoSelector

A whole new way to select the
exact right people for your next mailing

Please click on a list type below to

This list type or option will allow you to
plot or specifically draw the parameters
for an area you want on a map. You can
even request a radius, so many miles out
from a center point.

[ e e R

roceed

St s e g o v | B o

Select vour list by drawing on our

_Or_

interactive map (R.ecommended)

i e e o s Want to see
pm— GeoSelector
E_'rat, in action?
S G o i o
Select vour list from zip codes, Quick Start Tutorial
counties_ and cities _
P . watch the tutorial

And this second list option will let you

N select your list based on Zip codes,
Counties or Cities.
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This is the location for most of
the specific options available

PRI TEIH (i)

: L Ine, I

ST Viery Typi

3 — ) ‘Ei'?ll'- 2 i . 3 oemn- b
Magp Position @ o - ] @ -

Lt Typdce Conairmes

Sireet Address; . . . . I.:':_"_‘--:_’ i
T AR This “Interactive Help” box will detail what b
e you need to do, to proceed in mapping
/ Sylamile your area and determining the addresses
/ Stste: (WD =] 20: 117E4 you wish to finally select for acquisition. ;
| i g
(i) 2
BTisral Tl Hiki =
a 1. Enter an address to determine your 4

" center point or basic location.
2. Click on “Draw Selection” (above icon)

Interactive Help 2 to begin outlining area you wish to mail. ikt
Step 1: Enter an Address, =] o :

and click find address to
position the map. This
window will be updated as
you use GeoSelector. For

|'_.'
ﬁ:ﬂ.ﬂ! e M E-T T TTY
e ——

button at the lower left.

. . m
Live Help please click on the ;{ A ,n-c_ |

Salect Ve Type SoLBTIES -
M Oy 3. You now draw the geographic area you
/ Map Position @ Brsh oof aten wish to cover. Just click to make a point,
R T ) Y e — . then draw and click to create the line.
Step 2: Click Drawe g SRR, e Continue process to do the boundaries.
Selection, and then click on 7301 Vilage Ao e & =
the map to draw points. Or .E ’ . W .
'you may click Add Radius pi
Selection, and click on the ispkeale | B Ll
center of your radius Staka: |h.'l:t =| Zig: Da7Ed
LI e r I.1l-l'|
[ Fomd A MR
Interactive Help
‘Your count is complete, and ;l =
is 7,353 records. It is now
displayed in the selection
window below. You may
click on Select
Demaographics, or Continue
Order to proceed ¥ . Mira.
Continue Ordir -
L
4. After boundary complete the system will TN et i i
respond with number addresses in area. - . e
: e "
Wikl S0 CTRIRE | Mudip durs T3 r - Sagin mTemacites  Fasins v
F il e @ s
CATTARCEY
I wmey s Trafic | Sopd ‘WhestTopm  JLoGTon: Mode Aecaids
— U5 Pt 37,5610, GwSaftwans e | Spart Blvanl View | Pt Shir e
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i
Sovare | €z [ O | Bz | (D e
: . @, | (B msa

| Lt T Coamirmas

i o Just for comparison - The prior page
-:.'sm_ Vil Rd sy &

s shows the address area wanted,
Spkesale created via “drawing a shape”. If you

st [V 2] 2 F17ea | wanted you could also just request a

T radius from a central point.

This example shows a 5 mile and a

 Bsteractive Halp 3 mile radius ...

¢ I'r'mn ot i compete, and ]
ii:-]l 170 record [T b now
#mlayed in the seledion
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Frder tn procead =1

Continua Crdar @

[ ,m:I::: @m# ﬁ-‘““" @% @mvr ?ﬂjm
( Map Pasition @: |gﬂlm s =5 @ G '.q--um| '@mn

LISt b SO e

L ] . - -
Ve Selactiors | Siree 4 5 | ] W | Eataitia]

J‘EDL '\.'llagu Rd

oy

CT=

stoee: [V =] 2 17

[ Pl A

BT Tk Hirkp
“ fror count s complate, -:r\-u?
#2 0-LE3 recorn. i e
pwlu'\,-t-d in the sslechion
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( Mip Position @ .E'Il:l:h

L Types Conmamer

HAFILE BN |HLIN]

Ine. [ itamcs | (7Y e ) s | e | () s
r Gl Yiew Type SOLbCThER | I o | U OF BTN | T T e
BT R | | BT
Sabmlis o oI | e @ L -m:-l @5“[ v

Sireel Adodress:
7301 vilage Rd
Ciog:

[sptemaie

staa: [WD =] 2i: Ba7ea

1. Demographic Criteria - If you wish to narrow your
address selections, you can consider demographics, i
such as Age, Family Income, Gender, etc. Clicking |~
on “Select Demographics” brings up the Criteria
option screen below.

[ o i )

A 5 B

Imterctive Help

i'l'lhlr [T
& T35 rag
reglawiad )
redeey bl
fdick an Sa
I e e by
Brder to @

“records”

> Contin | Map Position ()
L% Typeat Drmarmer .
m Shresal Addrass:
(7201 Wkege R
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seata: [MD 8] 2 {zias

{ Fird fabiress |

Inkeracime Helip

y{ | [row court ts completa, snd =]
b5 7,353 recards. [t & nosy
displayad in e sakaciian

i iy b k3w, Wi iy
ok o Sediad

Demog raphvics, o COrdie
Crikar b0 procdd =

{ Contimue Order @

Wi SR

2. If you do NOT want any demographic selections, just
click on “Continue Order” and you proceed to the total

screen, click on “Continue Order” to proceed to final
processing screen. (Ref page 23 for that screen).

selected screen (ref. page 21). Then on that

{6

- —
4 - ; A wifole new way T select the
" EEDSE'E‘[EGF paact fight pecple for your next malling
Zanersl | Homaoamar A Limriyin | Parscnabims L Heamea o | Mcrigegs
Esivmanad bev: 0imis Hipghast Education Atminad
B 0-Ei4 D }H:ﬂ Sofoml Ciploma
|:.|-, w0524 98 s | {3ome Calege =]
LT ] 100E DD
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18Nl Faimily Hidisakerid | afriani
|spmrimaris | Cardoa i Toaphoyzas =i Lafrican smencan =i
Minimum Age Marieal Srans
| Ay :'_! { e H
Baximum Age i Monih
[arn = _g
{ kil ki
'rlan
Fab =1

{Please hold doven the Cil key & yoo need 1o make mobigle sslertion: for o sngle-pem)

[ Sres Balections and Continue | | Cleare Selecion |

T TR -

Mail & Fundraising Ordering System
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- . fnc' E’E- Trpe @Eﬂlﬁm'“ '@W-ml £
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L% Trpe; Cormumear

1. Select any Demographic Criteria
options below to make your addresses
" more specific to your needs / audience.

Sresat Agddrass:

L1 1 . .
j For example, Dwelling Type. Click on
sate: [ # o - “Save Selection and Continue” to re-
A whole new way 1o 5=
| TR eeact right pesple calculate new address qty.
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be re-calculated. =
\ Wodgbine: 5 Sykeatilie &
e c:v? 1 aipifetd
J \N i B Mekeldin ™
i >r 2. Notice in our example when you fereation e
/"-,__Cc’"t'"”e Ordler E @ A“?/ narrowed your search from all addresses "
—. . . Marriattsville
T i/ & | jn area ... to all addresses in area that 5
: Count=6, election 5 G . " . z
., are “Single Family Households” quantity a
.| dropped from 7,353 (as shown on prior ‘
- page) to 6,675 (as shown here). vopdstEk
3. Once complete with Demographics, —g i Conal
. « . . - pha Ridge @
click on “Continue Order” to finish the Community Park &
kel =
proceSS. 5@ West @ B,
I S,f' Friendship - ;a '.
: & £ o,
E‘ i I Glerwdag dats 2013 Google I;‘Fmsnf‘ﬁsa Fieport a map enor

Location: Most Accurate
I View Live Traffic [ Scroll Wheel Zoom  |Location: More Records

US Patent #7,561,169, GeoSaftWorks, LLC Open Street View Print this page

I o o ot
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A who]e_new way to select the
exact right people for your next mailing

OCS On-Line Print, Mail & Fundraising Ordering System

Continue Order @

<< Return to previous screen |

Total Number of Records to 1 6,673

Total Price for Order: $300.38

Geography -
Selected from map.
Demographics

Dwelling Tvpe - Single Family Household
Deliverabilitv - Best

Total Available Record Count matching vour criteria- 6,673

Number of Records to Order: |55T5

When finished with any Demographics
you may have selected for the defined
area choosen, this screen appears after
you click on “Continue Order” (reference
prior page).

If you did not request any Demographics,
you just selected a defined area, this
screen will also appear.

It shows final quantity calculated, based
on the area selected and if demographics
were selected then that info is also noted.

Finally, the address cost is shown.

Update quantity and recalculate |

Click to view Selection demographics
Selection 1

Email Address: |

"Continue Order” above.

Email this order

Email subject line text: |

Click here to download detailed counts

™ Check this box to flag select fields on output file

Emailing an order is for your reference only, to place vour order you must click
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N A whole new way to select the

> - GeoseieCtOi’ exact right people for your next mailing

Continue Order @

<< Retumn to previous screen |

2

Total Available Record Count matching your criteri 2. Shows the Change from original

6,675 records to new 5,000 wanted.

Total Number of Records to Orde

Total Price for Order: 5225 00

Geographyv -
Selected from map.

Demographics

Diwelling Tvpe - Single Family Household
Deliverabilitv - Best

Number of Records to Order: l5UUU

Update quantity and recalculate

'_féhttp:,l’,l'www.geoselector.com,l’reports,l’ORDdbgaldes—... | |

Distribution by Selection

Selection 1 - 5000

Click to view 'Selec?:lon demographics Distributio
Selection 1

Selection Name: Selection 1

21104 - 549
21723 - 103
21784 - 4117
21797 - 231
/ I Check this box to flag select fields on output file Dist,rib'.:l.t,io
| 7 . .
1, Just as an option - If you want to stay with the Seiection Hame: Selection 1
demographic address selection made, but you Cooksville - 103
really do not want to mail the total quantity that was Pt e
calculated for the area ... you still have a chance to Woodbine - 231
Iower.th(_—:- qguantity. All you have to do is swipe the pistribution by Dwelling Type
guantity in the “Number of Records to Order” box and
indicate a number that is lower than that shown. In our Selection Name: Selection 1
example, we changed the 6,675 to 5,000. The system cinoie Famite Hossenoid - S000
. . ingle amily HOouseno -
will then select a random grouping of 5,000 addresses
from the Orlglnal 6,675 Distribution by Deliverability

Selection MName: Selection 1

3. It will then provide you with a
breakdown of address locations ...
You are now COMPLETE with your
address selections!

Best - 5000

Page 22 of 32



OCS On-Line Print, Mail & Fundraising Ordering System

Completing the Mailing Option section ...

PC Postcard17 -8.5x5.5in 4/1(Full Color/Black)

Description: Postcard:
~Design: FRONT: Your Text BACK: Your Text

~Font: different font styles available
~Finish Size: 8.5%5.5in
~PAPER AVAILABLE: 12pt C15 (Coated One Side) White

Design Layout: Picture bhelow for reference only. Scroll down to enter info for form.

Font Size Info
~7-9 (Small)
. T=Bpt
- / ~ 11-12 (Normal Text)
T=12pt
~18-26 (Sub-Heading)
R T=22pt
Address Stamp
—— or Permi ~36-50 (Heading/Title)
“Textd ™ .. .
o vty | B .Indfg'ressees
o B T=42pt

2. The cost for the Addresses (5,000 in

Customize Thi this example). See prior two pages for

The system now summarizes the
complete order, for the item(s) to
Print, for the Addresses selected
and the Postage.

1. The price breakdown for the Print
Material(s) and the Mail Preparation
(i.e. the processing & labor to format the
addresses and print the addresses on
the product./f

/

how acidress gty selected.
AN

Price Breakdown

Qty: | 1001
Unit Price:| 50.9400 5400
ice+Mail Prep: 0.4%+0.45|0.33+0]

50.4000 50.2550
Unit Price = Materials 0.27+0.13 | 0.23+0.065

Lead Time: 3-7 Bus.
Frice does notinclu

MIA | N
$0.2700 | Peritern | §1,350.00

List Count: 5000

Postage & | Pre-Sert Standard(Min: 200 Addresses) =
Handling: |First Clazs Live Stamp

501600 | Peritem

200-399 | 400-989 | 1000-249% | 2500-499

$225.00

5000-7500 Summary

20.1600
0.16+0.0 0.13+0.04

[»

Geography -
Selected from map.

iew or Change Selection

Cemographics

Dwelling Type - Single
Family Household

K

$800.00 «—

I Click Here to Approve & Order

*Required Fields

Estimated Total: $2,375.00

A
3. The postage calculation for the
postage “type” selected.

Click your Approval by checking the “Click
Here to Approve” box and then click “Add to
Cart” box. Order is finished ... the Checkout
process is the same as detailed in the “Print”
option section, pages 7-12.
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CRES o e s

et U Farrrm Fremain e A 05 Chri Jun it e 9

CALL S TODAY

1-B00-E7T-B62T

2

WHswnd Ml

= Ay B
m = ma

D wpa e, resvinigehin & Feeady viaf b oo ooan

The leader in Direct Mail Fll'ﬂﬂ'-'ﬂ'l.’aﬂlj T Thei |
Emuorgency Sarncies indusiry, since 198500

1. Clicking oﬁthe large
blue bar will bring up
the On-Line Ordering
system.

2. Clicking on “Catalog” will
bring up the Printing, Mail-
ing or the Direct Mail Fund-
raising options.

g Can

Dan 't lef Time ship by,
Actng loday can save yau a lof farmarrow!
Codl s cfiscuss how our Senvices con save pou olf
fhe headoches and gel your fob dane on lima!

e AT

DIRECT MAIL
FUNDRAISING
Section

Perdraming

W

Mailing

L Fendraising

Aadig

t.-m;-.-;)

A

08, he | TSD1VMaps Road, Sykkndle, NI 21794 | Dosnegicamancor
W rcamall cam
| ity Storm Tanasinl

Prefia: (B EFT 4407

>

3. Now you can click
on anyone of the three
main tasks. For this
part of the tutorial we
will click on “Direct Mail
Fundraising .
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Direct Mail Fundraising - “This” part of our system is directed at authorized Non-Profits. Many of the
formats are volunteer Emergency Service Industry oriented, but any organizational non-profit can apply
the examples. There are various solicitation Packet formats. The solicitation packets are different
sizes, i.e. 3-piece, 4-piece and 5-piece, meaning a Flier, main Mailing Envelope, Return Envelope, and
maybe a separate Donor Response Card and/or a Promotional Insert. There are special flier designs
that allow you to provide your own copy, but we also offer suggestions. There are generic graphics from
which to choose, but you can upload your on photos. In addition to the solicitation packets, there are
Letters, and Thank You post cards and 2-piece packet Thank You letters.

State Charitable Compliance Info - Prior to doing a solicitation for charitable donations, most states
require some form of charitable registration from most non-profit organizations. In addition to one-

time or annual registration, most of these
% : ) states require filing some form of compliance
Printing & Mailing Services Rt QRN ETRIRe s B (T R

DN el 0 ]S e S 3 P S M the state charity bureau, usually a division
of the Secretary of State or Office of the

s i = ..:.._.: Attorney General. If you are here considering
o - Ee = = a solicitation mailing you are probably aware
iy a Eﬁ =— of the process. If not, you will want to check
iy | e s v__i with your particular state’s requirements, the

paperwork is not that difficult, if needed.

e

Streamline Pkt wi Flier &

i
4
{

® /I

" — Pring Healy Job Fhopping Canl Drrley Menemyes
St N1 W Fier s LT T TR T

Envelopes(FIRE)-8.5x11in 4/0
Errerirpes| & HBULENCE ] EmeirpesiHE SCLE LR Aig] T
S TiEn ATl ColoriSiami., 0 0 ull ColiBlans | Frd

(Full Color/Blank) FND 3-pc.

S e
H s
e
1 N I E"-;r".'_' T ‘
4 Piece Pkt w! Flier & Donor =S Y = : _ E-= 0y ik
Card & Envelopes(FIRE)- il Pascm Pl w Flier & Donae & Pimrm Pl g Pl & Do gF:'IeC: pIIE‘IlW'I&F“I:?r & card B Pece FE| W Flier & B P FR| W Flier i
A ) ol  Etnuiogers * il & Evumndogrins| RE S0UE} alendariFlag & Donor Card | i goarFisg & [ Cand ol rFiag & D! Cand
8'5}(11'“4'0:“"” Color/Blan... © :-‘-I"Il;:l.\'.'-l'::i :'\r|".' ‘L1 :::'.::"-Lrl I-?-IlFI;-'I'\-!n"\_'In' 8 Envelopes(FIRE}_8,5x11in,,, Ir'..TL |.!l-::.-lr--:r.‘:lll'llll..'.~'fl| I I—'\.If:1 |1l-::.-lr~-:|lkrrltl '\-‘: I f.I:
1: 18 arae B 2 ey B e
mizrme B x ]
- - I8 \J : -
4 Piece Pkt wi Flier & Donor M =1 =i — B
Card & Envelopes(FIRE)- d Pisca Pl wFliar B Donon Piare PRl w Fiber B [onor Thank YO_U P?StCﬁrd‘FlRE} Thawik YU Poslcged
8.5x11in 2/0(Two Color.‘EIa...\Q Ladil & e dipes el & Evteubinecs| RES0LE) -4.25x5.5in 411 (Full |l LG L AARCE [ 05 38 Sy 1 5.
1 BB RMCE |-, Bor ] i 234 EXort fin 29 Twar ColornRin Color/Black) FND 7 {Full Codre Eipcka FHI I oborsEsck) FHIHE
™ s B rl T — s I8
S el /
Clicking on format wanted will start / =oETE [ TR
the process to design your packet
and obtain respective addresses. |- Formats/Example solicitation
- - mailing packets and designs
foes N #-___ [ for our Non-Profit customers. = | =
- — T - e | 3] = .2y = |
4 Piece Pkt wi Letter & - _u § == .-r_" Thank You Letter & Envelope| = ) T
Donor Card & Envelopes o Plece PR LoBsr B o Piber Bt w Ll B {FIRE)-8.5%11in 2/0(Two lg-l.; |I rwl -‘”::'-".”"?‘?l“ ';:.'r"-:.'- -!«_\.u': :u:.-_ § :.:.\I..u-...
(FIRE)-2.5%11in 2/0(Two Col... D lonorcans & Emams fhovtor Can & Ervieqsas Color/Blank} FND eyt O s e
IAEEU LSRN 1 S 290 IRESCUE LR Set%m 200 T T E = = L
P - ol ey (B Irerren B intrrey (B
=Y =]
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Continuing with D/M Fundraising option ...

@ BPrinting & Moiling SerFvices

Coilarie Pring Rty Aol Shiogpireg Can Ciidur ATl

Ordering System

Prodd et iImfcrmation

4 Piece Pkt wi Flier & Donor Card & Envelopes{FIRE)
-B.5x11in 2/0{Two ColoriBlank) FND 10
i Fire Fiisr v’ reaguiar Tri-Folid

~[hersiger FRONT Yaur Tad & image BACK Bhank \

Fliar Fimsn Si2e 4 Sa11in ~0apai AR Shes Tl fnile

Deecripaon: Peckat Coments:

1. Description of Packet
Format you selected.

2. i Do 1o oy 1l
~Thesigre FREJNT . Your Ted BACH: Blank
el Fiatihi Sima B So S Papen 308 Cover

5. lsin Craslope @30 ! 5 T0 Voo
—Deiger FRONT, Yoor Tad BACK: Blank
Findah Sina: O 5ed 1250 drdoew 5106 4 a1 125 n Papan Sm e Foen dnie

A HEUN Erraioiad 3b 24
~Dermiga FRJNT: Tad BACH Smnl
FHREN S B 7S TSR - Papar S Fndh dhis

2. The system, whether in the
“Mailing” option or the “Fundraising”
option will now request - What or how
is the system getting the addresses to
use on the mailing piece?

It will get these addresses from an
“Existing File” that you will need
to upload -OR- You can request
“Acquiring” of New Addresses.

3. Uploading Existing Addresses -

If you have never uploaded any
addresses then the drop down
will state: “No existing file”. It will
then prompt you to “Browse” for file
wanted. You then indicate the type of
file it is, i.e. Comma Delimited, Excel,
etc. and the system will upload.

4. Acquiring New Addresses -

You click on the “Acquire” section and a
special Geo-Selector address system
will appear. Reference next few pages
that detail obtaining addresses.

Caistamifs 'I'_.l_l'll:cll.l'l
Specily Dals Praviow
A0 FoeT ol S00TC0 BEm e oyslio e Deic

E

= Existing File [niz fise Eawirg I’L—Llphnlhyi

' Uplad tew Comria Debmidad Flia

. THAIVILLE NULINTER
' Upicad Waw Tab Dedmied Fis FIRL B PAK TR
e lIHmdM-_.»nl-_uih.‘_\lhell_'.l_-lmll_-rl

Sipemoy dw i OYie tr A sy Sy oot

™ Lipioad Herss Erocos| Fils

& I K-
[ quire Hew & -ICllllm- -
a "] s [
e - e
: ‘;'-__""'“1 L b
-— '..:T___ L i
] |
S )
— . ') Lo
Shary - Ermal
Hreer |msrmsaaticn
Opyr SE-TER  PR-006 | 10001599 TEEE-3 400 003450
Wy Priggs M Lok M = HLE M

Ui Priow = Malerl p Price= sl Prep 00 1=1 14 12T

L= Time 3-7 Bus, Tl Wl 14
Frice dosg nod incpd e s

(ETT 5. Packet & Mail Prep prices.

Address prices noted on later

screen.
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This is the location for most of

| Wi

A=, M.

This “Interactive Help” box will detail what
you need to do, to proceed in mapping
your area and determining the addresses
you wish to finally select for acquisition.

Interactive Help

1. Enter an address to determine your
center point or basic location.

2. Click on “Draw Selection” (above icon)
to begin outlining area you wish to mail.

Step 1: Enter an Address,
and click find address to
position the map. This
iwindow will be updated as
lyou use GeoSelector. For
Live Help please click on the
button at the lower left.

=l

A

Interactive Help

Step 2: Click Draw
Selection, and then click on

Map Fuation

= Ty | pmren

L

, InC.

e et

==

e o

i = P P

3. You now draw the geographic area you
wish to cover. Just click to make a point,
then draw and click to create the line.
Continue process to do the boundaries.

click on Select

Demographics, or Continue

Order to proceed

Help
Your count is complete, and =
is 7,353 records. It is now
displayed in the selection
window below. You may

Coniinee Drdar

4. After boundary complete
the system will respond with
r addresses in area.

numbe|

o iw Pl

Pl i M L Bl et L Lok T

NOTE: A list of the various screens and
procedures for uploading “addresses” or the
defining of an area where you wish to mail,
has NOT been detailed here.
“Mailing” option section (ref. pages 16 thru
22) all those specific processes are outlined.
The procedures written there would be the
same as what you would follow here for this
Direct Mail Fundraising section.
this page does summarize the high points.

In the prior

However,

= g
o

s, PAmen.

-5

> “GeoSelector

Selecting & Acquiring your Address List Data -

The system will allow user to acquire addresses for
a defined location.
addresses, you would not see this set of address
screens and you can continue on to the next page.
The system moves to this GeoSelector application
so the user can define how they want addresses to
be selected.
plot out / draw a specific area on a map --or-- you
can select your list via zips, cities or counties, these
are the initial two questions.
answered the screens here appear for you to map out

IF you already “uploaded” your

There are “two” main options. You can

Once that question is

your area. The system will provide
you selections such as, geographic
locations, market segments (i.e. single
homes, apartment, businesses, etc)
or demographic criteria, such as age,
family income, sex, number children in
household, etc. to be considered.

Vit
A whiole rew way o select he
et right peophe for your next mailing

Total Axaidable Pecord Count matching your criterix 6575

Tetal Momber of Reco

Number of Records to Order: 5100!

Continue Ordear @

<€ Rptum lo preams apreen

o 0 5. When finished with any Demographics
you may have selected for the defined
area choosen, this screen appears after

you click on “Continue Order” (reference

Totnl Price for Clrder 33000

tiangenghy - prior page).
; - If you did not request any Demographics,
i you just selected a defined area, this
Diemogeails screen will also appear.

It shows final quantity calculated, based
on the area selected and if demographics
were selected then that info is also noted.

Finally, the address cost is shown.

Crveftng Type - Siple Foendy H
Tetiverabdty - Hast

Update quantity and reca\cuk |

Click to view Selection demographics
Selection 1

~.

6.In this Direct Mail Fundraising
example, number addresses
selected was this 5,100

I Check this box to flag select fields on output file

Emailing an order is for your reference only. to place your order you must click

Email subject line text:

Email Address:

"Continue Order" above.

Email this order

Click here to download detailed counts |
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-8.5x11in 2/0(Two Color/Blank) FND 10

Description: Packet Contents:

1. Fire Flier wi regular Tri-Fold:
~Design: FRONT: Your Text & Image BACK: Blank
~Flier Finish Size: 8 5x11in ~Paper: 80# Gloss Text White

2. Fire Donor Response Card:
~Design; FRONT. Your Text BACK: Blank
~Card Finish Size: 8 5x3.5in ~Paper: 80# Cover

3. Main Envelope #10 wi STD Window:
~Design: FROMT: Your Text BACK: Blank
~Finish Size: 9.5x4.125in Window Size: 4.5x1.125in ~Paper: Smooth Finish White

4, Return Envelope #6 3/4.
~Design: FROMNT: Text BACK: Blank
~Finish Size: 6.75x3.75in ~Paper: Smooth Finish White

Design Layout: Picture below for reference only. Scroll down to enter info for form.
Main Flier 1

Donor R.:saonse Card
TH T L T P T 'ﬂ_;.u’_a‘l

4 Piece Pkt w/ Flier & Donor Card & Envelopes(FIRE)

complete

The system now summarizes the

Print, for the Addresses selected and
the Postage. The next page reviews
adding your copy to the packet format
you selected.

order, for the item(s) to

<wiridaw:>

Main Envelope #10 WDW |

® L Address | [ Envelope |
Headline |

Help Us
Hedp Youl

| | Return Envelope #6 3/4 | |

2. The postage calculation for
the postage “type” selected.

Start > End
Order Information

— Estimated\Jotal: $3,289.50

Return
Charieblestmt M 1. The cost for the Addresses (5,100 |f=————
ek wsaey| 1N this example). See prior page for
how address qty selected.
Price Breakdown

List Count: 5100 ' NiA | NIA $229.50
Postage & | Non-Profit Pre-Sort Standard (Min: 500 Addresses) | | 301700 | Peritem | $867.00

Handling: ’ | |

Prinfing: $0.4300 | Peritern | $2,193.00

Summary
Geography -
Selected from map.

View or Change Selection

0= (D

Unit Price: $0.75 50.69 50.60 $0.56

Lead Time: 3-7 Bus. Days (Max: 14)
Price does notinclude tax

Qty:| 500-749| 750-995 1000-149% | 1500-2499 | 2500-3499 | 35004999,

$0.50 50.4

Unit Price = Materials Price+Mail Prep: 0.61+0.14 | 0.57+0.12 | 0.49+0.11 | 0.45+0.10 0.41+0.09 | 0.39+0.09\ 0.35+0.0

S~

S000-

7459
3043

S500-55%9 | 10000-14599 | 15000-25000
50.42 50.41 50.38
0.34+0.08 0.33+0.08 0.31+0.07

3. Packet & Mail Prep prices.
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Formatting info on the D/M Fundraising Packet ...

4 Piece Pkt w/ Flier & Donor Card & Envelopes(FIRE)
-8.5x11in 2/0(Two Color/Blank) FND 10

Description: Packet Contents:

1. Fire Flier wi regular Tri-Fold:
~Design: FRONT: Your Text & Image BACK: Blank
~Flier Finish Size: 8.5x11in ~Paper: 80# Gloss Text White

2. Fire Donor Response Card:
~Design: FRONT: Your Text BACK: Blank
~Card Finish Size: 8.5x3.5in ~Paper: 80#% Cover

3. Main Envelope #10 w! STD Window:
~Design: FRONT: Your Text BACK: Blank
~Finish Size: 9 5x4 125in Window Size: 4 5x1.125in ~Paper: Smooth Finish Vij#

4. Return Envelope #6 3/4:
~Design: FRONT: Text BACK: Blank
~Finish Size: 8 75x3 75in ~Paper: Smooth Finish Whij

1
1. This is the final phase - The “layout” of the
packet items you selected is shown at the
top. It shows the areas you can format copy,
along with area you can add graphics for all
the pieces of the overall packet.

You just fill in the blanks, like was detailed
in the “Print” option section. Complete the
prompts, then ask to see a Preview of what
you produced so you can review and make

Dmeign Ly Fickire bkl relarence i | dgwn g eevlsr info farfom

changes or approve.

Compr F-ugu Card

idguil !me
-—

~—1 i

. Muin Emveigre ®10 W
- =
Apoieas

 weibEW

Since this is a “packet”, you will do the Flier,
then select the Donor Card, finally the two
envelopes (main #10 and return env.).

Custamile Thes Prodise]

P Picture shows location
of copy, then enter info in
Form prompts below.
TN s TR IS Re Al PRGN M I

i I P L 1 5 il

I imin

Thail JORINVLLE
DL TEER
REDEPARTHNENT

TE01 Wil R - -!
Erkerale, NO 21764
Oz #0-111.2200 -

Emergence B-1-1

TaxLE

\

i [1 =]

N

L |

SidiaZl e

.........

Seieci Ha

[ A
2 = i

Dk’ P

Selpgt Texis

/zm ent |Registration with the

\ Attorney General does
notimply

endorsement|

For those states that reguire the Charitable Staterment on flier, it

can be inserted hers. To view sample text click here.

Sk K =

Charitable 5K

-

il

Ordar |Informmaticn
(=
Uit Fricec ]
o Pl = ikl s Pros- el Brep O081-0 48 BETH0 10 Q4B
3.7 Bus. Dy (Max 14

Ll Thria

T MAKE A AIFTEAVLLY R AL | VPR LA SR T

2. Clicking the Green button
will display a “Preview” of
what you have completed
or entered so far. It is
suggested that you preview
after you have entered at
least a few fields. It will
take a good minute or two
to display (all PC speeds
are different). Be patient.

Taacm ey mad ey M e jom o by
T L Tl ray ye—— - ey
5 R R T b s e s el s m g

3. Once Flier info complete, just
click on next item, in this case
the Donor Card and finish with
the envelopes.

Pl fhoste o A il e e A O S e e B L
e e [ e [ oy T LY e Sl B el v
i e
P T ¥ e b
el T N TS S E—
g A e b pm emae 0 p oy ey

Thank Yol

Donor Card and Envelopes
reviewed on next page ...I¥
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1. These 3 screens display the rest of the items
for the packet. Just complete prompts like on
the prior page. When complete, ask to see a
Preview of item for your review, i.e. click on
Green button. If need to make change, just
click on the Prompt of text or graphic want to
modify, and change it - then Preview again.

2. Postage Note - As a Non-Profit and

£ 2 1 if you wish to mail at special Non-Profit

Pre-sort standard rates, we will need

the authorization postage paperwork to
mail from an additional post ofc other
than yours. That is a simple process of

S l Dasgn Layout Pioure baiow h:mh:m:n oy "ummmlr T h:mnn
creen ¥ T = [T i w10 W
Kifitmay Ervmum
Fimailinm
ST Lo
R Envelags 48 374 |
Remum
dored .
Customize This Product
mayares Mty
Form Froal
Covmpine e T Deien o DUV AOUF FRSLRS B0 i ngit
damFiip Eweitors | gt
F | hea
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providing us with your Non-Profit postal
authorization number via postal form
3623, just click the “here” to get form.
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Postage Info I Use OCS Standard Permit vl

In order to purchase this product and use OCS'
Mon-Profit mailing permit, you MUST have
Non-Profit status with the U.5. Post Ofc.

o If you already have your postal Non-Profit
mailing status, click here to complste required
Authorization te Mail from Additional P.O. form.
o If you do not have this status, click here for

instructions on how to obtain & Non-Profit s
mailing status. g
[Wai Prep by 0s =] iy s -
Mail Preparation | Mail Prep by OCS * s A= = -
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¥ Click Here to Approve & Order /

Save and Return (3 Add to Cart

instructions on how to ebtain & Non-Profit 52
mailing status. o E -
g status. -t.. =
Screen 3 || wmail Preparation [Wail Frep by oS = - -

your items for correctness, make
sure you do one final “Preview”
(click on green button). Now
that everything is good, you
- are now ready to add it to your |—
Shopping Cart and then Check
Out. So - Click your Approval

1 by checking the “Click Here
to Approve” box and then
click “Add to Cart” box.
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e OCS Standard Permit Vl

rder to purchase this product and use OCS'
I-Profit mailing permit, you MUST have
—1Profit status with the U.5. Post Ofc.

o If you already have your postal Non-Profit

mailing status, click here to compiste required
Authorization to Mail from Additional P.Q. form.
o If you do not have this status, click here for
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link, which relates to required

This Postal Permit Info appears when you click the “click here”

Return Address - Required (i.e. OCS, Inc.) as your mailing agent for your mailing packets.

postal information needed by us

YouriCompany Hame* IOCS, Inc.
Your Address Line 1* |?5EJ1 Village Rd

Your Address Line 2 | i

Your City* |Sykesuille

Your State* |r-.-1D

Your Zip* [21784

Postage Info | Use OCS Standard Permit |

The Authorization to Mail from an

‘ Additional Post Office

How to Obtain

a Non-Profit Mailing Status
»>| Postal Permit Info: It is probable that you have

In order to purchasze this product and use OCS
MNon-Profit mailing permit, you MUST have
Non-Profit status with the U.5. Post Ofc.

o If you aiready have your postal Non-FProfit
mailing status, o complete required

your postal non-profit status. If not, you will need
to apply via application 3624 (shown at bottom,
I right). But it is more likely you already have a i
:] non-profit permit at your local post ofc. For us
to handle your mailing and process through our
iy

instructions on how to oXtain & Non postal facility we need a very simple authorization [*
mailing status. form completed, which allows us to mail from
Mail Preparation [Mail Prep by 0CS 2| “our” post office facility. This authorization (form
™ 3623 shown at bottom left) is a short 1-sided
N .{ form. Please email it to us - just click the “here” in
Reauest for Confirmation of Authorizafi the first option and follow the brief couple steps.
P eSS e R
onprofit Standard Mail Prices WED STATES Appiication to Mail at
Part 1 (For completion by applicant) POSTN SERVICE » Menprofit Standard Mail Prices

m  Any organization currently authorized or that has filed an application m  The organization name in item 1 must match the name of the
that is pending authorization to mail at the Nonprofit Standard Mail aulhorlled organization exactly. The applicant named in item 3 must
° h " be an authorized official of the organization completing this form.
prices by the Postal Service™ may obtain confirmation of
authorization or pending application to mail at Nonprofit Standard = Fiea separate request or confimation for each Post Offee (ot a
il ™ station or a branch) outside the PostalOne! system for which your
Mail prices for mailings to be entered at a PostOffice™ outside the o e e moma et Mas oo
PostalOne!® system.
y m  Submit the completed requesl to the postmaster at the Post Office
m  Confirmation of authorization to mail at Nonprofit Standard Mail outside the PostalOne! system where confirmation of authorization or

o et N
TeF T ———— P e e
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prices or application pending to mail at those prices will be issued pending Eppllcallon to mail at Nonprofit Standard Mail prices is - a0l o i e erpariceion. Fressy sed regleg agert Sy rol g i e e
only to the organization holding the original authorization or that has needed [ s qecme et e v w rerve = sy & i, g oegenTaeT Caegmre s Ty b wd T e L Tr b
applied for [ SR e i W e PR D, il e ] Pl W O L (Vinl? Guskrly
No application fee is required. Please be sure all information is complete. Please type or print legibly. ——prn .-b-rn-vnu-w s b o ok i i o Tl
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e e 3 i ——

s Bl P DTSN L [ O B [ el Sl |

2. Street Address of Organization (Number, streef, apartment or suite _|6. Post Office (not station or branch) where maflings will be made and
number, city, state, and ZIP+4®) where confirmation of authorization or application pending authorization
to mail at Nonprofit Standard Mail prices is requested

3. Name of Person Making this Request (Must be a responsible official of
the requesting organization.)

s .
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Great Lakes, Pacific and Western Areas (212) 330-5362

= Retain applications approved by telephone at the Post Office. A copy
of the authorization letter sent to the applicant will be sent to the
postmaster.

= Send applications not processed by telephone to:

Pricing and Classification Service Center
PO Box 3623
New York NY 10008-3623

[ iz e ] m rrswrsrrmes: O o L ] mirmee [ :'tlw-!wr_rﬂl_ml L]
4. Telephone Number (Include area code) 7. Estimated date of first mailing at Post Office indicated in item 6. i i o lgably 1 o, ool Thariery e paces. [t Al Uerw e T 1 by carven crparvcborn
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on this form or who omits material information requested on the form may  may be made for only those regular Standard Mail mailings entered at the post Ha - - Ha
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System

1. Details of ordering Fundraising items is complete.
System summarizes specs of order. You are now ready
SLL G LR to go to checkout. You would enter your Ship to and Bill
to info along with Credit Card data - This is the same as
detailed in the “Printing” section, ref. pages 9 thru 12.

Home Catalog

Shipping = Billing => Confirm Order

Search Cart by | Product Name | | [Search Cart... | | Search
J Current (6) | Saved Carts
[ [ 4 Piece Pkt w/ Flier & Donor Card & Envelopes(FIRE) Qty 5100 $2193.00
-8.5x11in 2/0(Two Color/Blank) FND 10 | (To Edit item, click on blue ,
link) SKU: FND10--OCS, Inc._Use OCS Standard Permit List $229.50

Description: Packet Contents:
1. Fire Flier wi regular Tri-Fold:

T

~Design: FROMT: Your Text & Image BACK: Blank

~Flier Finish Size: 8 5x11in ~Paper: 80# Gloss Text White 2. Each item in packet is listed. The overall

“printing” cost is shown, then the

2. Fire Donor Response Card: The “postage” for the mailing is
~Design: FROMT: Your Text BACK: Blank

~Card Finish Size: 8.5x3.5in ~Paper: 80# Cover | -
Post Office is noted ...

any shipping or freight charges for delivery to the

cost for the “list”.
also shown and

3. Main Envelope #10 wi STD Window:
~Design: FROMNT: Your Text BACK: Blank
~Finish Size: 9.5x4.125in Window Size: 4.5x1.125in ~Paper: Smooth Finish White

4. Return Envelope #6 3/4:
~Design: FROMNT: Text BACK: Blank
~Finish Size: 6.75x3.75in ~Paper: Smooth Finish White

- OMMIVILLE YOLUNTEER FIRE DEFPARTMEMT _Information filed with the Attorney
General concerning this charitable solicitation may be obtained from the Attar

¥ Remove (3 Update Coupon Discount:
Subtotal:
Shipping:
Fostage:
Total:
Coupon Entry

3. You now move to formal checkout by
Enter coupon code clicking on the “Checkout” button.

" Apply Coupon

0
$2,422.50
75.00
867.00
$3,384.50

« Back To Catalog B save cart m

This ends the Direct Mail Fundraising section

This also concludes the overall on-line
Printing - Mailing - D/M Fundraising T  utorial

a:s,®lnc.

1-800-877-4627
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