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WELCOME TO DOCMAIL 
 
  Docmail is an established and proven way to create and send your post. By simply logging on to 

our website you can create what we call a ‘mailing’ with just a few clicks of the mouse.  A mailing 
is your order to us, and tells us what to print, and who to send it to.  Docmail offers you great 
flexibility	-	you	control	what	to	print,	you	control	who	to	send	it	to;	but	we	do	all	the	work!

 

Registering and Logging in to docmail
   First of all you will need to register for a Docmail account on our website  

https://www.cfhdocmail.com/live/signup.aspx?  

   You will need to complete and submit a sign up form.  You will receive an activation code by 
email to activate the account so that it is ready to use.  You can then log in to Docmail at the 
website address https://www.cfhdocmail.com/live/login.aspx using the username 
and password given when you signed up.

 

Navigating around docmail 
   When you log in you will be on the Docmail home page and you can then navigate to the 

different areas of Docmail.  There are three main functional areas which will all be explained 
in the following pages. The colours used in this guide represent the colours you will see when 
navigating around Docmail.

LIBRARY
There are two main sections within the Library – the Document Library and Address 
Library.

The Document Library contains:

•  Templates - You can save your letters as templates to your Docmail account 
so that you can just use them again and again without having to upload them 
to Docmail each time.

•  Mail packs - You can save groups of templates that you often use together 
as a mail pack.  Mail packs must contain at least one template but may have 
more.

•  Backgrounds - These are overlays, for example logos or letterheads, that are 
stored separately from your templates.  You can store as many different ones 
as you like and choose the correct one for each mailing that you create.  

• 	Enter	Variables	-	Variables	are	different	field	settings	that	can	be	used	across	
a template.  They are described in more detail later.     

The Address Library contains the following:

•  Mailing Lists - These are collections of addresses that you use for the same 
mailings.

•  All addresses - This is a directory where you can store all the addresses that 
you use long term.

•  Import mappings - Import mappings map your data and are explained later 
in this guide.
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CREATE A MAILING
This	is	where	it	all	comes	together!	When	you	have	created	your	mail	packs	and	mailing	
lists you can create a mailing.

This is where you tell us which mail pack and mailing list to use, choose some other 
options (such as whether you want your mailing in colour, whether you want to get a copy 
yourself) and then you will see a proof of your mailing in PDF format.

Once the proof is approved you simply pay by credit or debit card and then relax and 
leave all the hard work to us.

ADMIN
This is the section where you can change and update your Account details and settings.  
You can also see previous mailings and invoices and check your account activity to see 
account tops ups, orders and referral credits.

 MY MAILINGS 
   This is where you can see details of all your previous mailings, both complete and 

incomplete.		The	‘Status’	column	shows	you	the	latest	status	of	every	mailing;	
you can go back into any incomplete mailing at any time by clicking the edit link.
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OVERVIEW OF THE DOCMAIL MAIN PAGE

Click here for details 
of all the help 
resources available 
for Docmail

Select this option to 
manage your mail 
packs, template, and 
stored addresses

Select this option 
to manage your 
docmail account

Select this option to 
create a mailing

Now we will look at each of the functional areas in turn.  Remember, all pages of the document are 
colour coded, so you can see which pages relate to different areas of Docmail. 

Need help? Call: 01761 409701 / 409702
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LIBRARY 
 
  Templates are the letters you want to save to your Docmail account, and mail packs are 

collections of one or more templates which you want to send together.  If you have set up 
templates	and	mail	packs	previously	you	can	find	them	here	if	you	need	to	amend	them.	

	 	Templates	are	created	by	uploading	Microsoft	Word	or	PDF	files	that	you	have	created	on	your	
computer into Docmail.

Select this 
option to 
manage 
mail packs

Select this 
option to 
manage your 
backgrounds

Select this option to 
add common merge 
fields	to	your	account	
that do not come 
from your name and 
address	data	file

Select this 
option to 
manage your 
different 
mailing lists

Select this 
option to 
manage 
your 
individual 
addresses

Select this 
option to 
manage your 
automatic data 
imports

Select this 
option to 
manage your 
templates

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Templates

	 	If	this	is	your	first	visit	to	Docmail	you	probably	will	not	have	any	templates.	If	you	have	used	
Docmail before templates that you have set up previously will show on this page.

  If you already have templates set up you would come here to change them or add new ones if 
needed.

Create / Edit Template

  Clicking on ‘ADD NEW TEMPLATE’ lets you set up a new template. You will give it a name, record 
some	details	and	upload	your	file.

 You can add templates for:

• A3 Folded Sheets

• A4 Letters

• Greeting Cards

• A5 Postcards

• A6 Postcards

Select this 
option to create 
a brand new 
template

Click on 
the image 
to edit an 
existing 
template

Click on 
DELETE to 
delete an 
existing 
template

Select if you 
wish to return 
to the Library 
main page

Here	you	can	refine	
your search by choosing 
which product type you 
are looking for, or the 
template name

Need help? Email: docmailsupport@cfh.com
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To create a new template you need the following:

Name Optional. This will help you to help identify the template.

Description Optional. To help you identify the template.

Document Type Select postcard, greeting card, A3 folded sheet or A4 letter

Upload File Click	‘Select’	to	find	the	file	that	you	want	to	upload	from	your	computer.	

If your template is personalised in any way, (i.e. you want the name and 
address on it, or to add data into the template) it must be a Microsoft Word 
document. You can upload a PDF document as a template only if it needs 
printing exactly as the PDF supplied. 

Setting	up	your	template	files	is	explained	in	Appendix	1.	Some	of	the	terms	
used in the following pages are explained there in greater detail.

Addressed 
letter?

Tick	‘Addressed	letter’	if	your	template	is	the	first	document	in	a	mail	pack	
and this is where Docmail will add the mailing name and address. 

If your template is an addressed letter after ticking this box a new option will 
show called ‘Address font’.  You then need to choose the font and size, from 
the drop down list, that Docmail will use to print the name and address.

Need help? Call: 01761 409701 / 409702
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Template Type Select Document if you are creating a template to be personalised from 
your	data	list.	If	you	have	selected	a	merged	file	that	has	already	been	
personalised for more than one recipient, you need to select Preformatted 
Stream	to	tell	Docmail	that	the	file	contains	a	stream	of	letters	rather	than	
a	pre-merged	letter	file.	Pre-formatted	streams	are	explained	further	in	
Appendix 3.

Background Background PDFs can contain things such as company logos or letterheads.  
A background PDF is an overlay – when you select it Docmail applies it on 
top of your template document. This saves having to have logos in each 
template.  Setting up background PDFs is done in ‘Library’, and once set up 
they are available to select here.  See the section on PDF backgrounds under 
Library for details.

Can this 
template begin 
on the back 
of another 
template?

The cheapest option is to allow Docmail to print on both sides of the paper 
(duplex printing). If a mail pack contains more than one template, Docmail 
prints all the templates in the mail pack ‘back-to-back’, for example, if 
template 1 in the mail pack is only one side long, then template 2 starts 
printing on the back of template 1.

If you intend to use this template in a mail pack with other templates and 
use duplex printing ticking the “Can this begin on the back of another 
template” option allows back-to-back printing.

However, you might want to start on a new sheet of paper, for example for 
a reply form. If you always want this template to start on a new sheet of 
paper, then DO NOT tick this box. 

Remember, this option is only relevant if you intend to use this template in a 
mail pack with other templates and you intend to use duplex printing.

Can another 
template begin 
on the back of 
this template?

Similar to the above, if you are happy for all templates in a mail pack to be 
printed back-to-back, then tick this box on every template. However, if you 
do not want another template to start on the back of this template then DO 
NOT tick this box. 

Remember, this option is only relevant if you intend to use this template in a 
mail pack with other templates and you also intend to use duplex printing.

Password 
Protected areas

If any part of the document(s) selected are password protected you can 
enter	the	password	here	so	that	the	file	can	be	uploaded	successfully	to	
Docmail, saving you needing to remove the password before uploading.

Encryption 
password

If all the documents that you have selected to upload are you can enter 
the	password	here	so	that	the	file	can	be	uploaded	successfully	to	Docmail,	
saving you needing to remove the password before uploading.

Restrict use of 
the template to 
the creator?

You can restrict the use of templates so that any Additional Users on the 
account cannot use them. Tick here if you are the only person authorised to 
use the templates that you have uploaded onto an order.

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html



10

Mail Packs

  Once your templates are set up you can put them into mail packs.  A mail pack is a group of 
templates that you want to send out together.  Another way to think of a mail pack is as the 
contents of the envelope.  Setting up mail packs means that you can organise your envelope 
content in advance, making it easier and quicker to create your mailings.  It is particularly useful 
where your mail pack contains multiple templates.

	 	Each	mail	pack	must	always	contain	at	least	one	template,	but	they	can	contain	more.	The	first	
template in every mail pack must be one that was set up as an ‘Addressed letter’ as a mail pack 
must contain a template that Docmail can add the name and address of the recipient to.

  You do not need to have set up your letters as templates in order to create a mail pack. You will 
be able to upload these from your PC at the time.  Once you have set up mail packs each time 
you create a mailing you can choose to use them.  

Select this 
option to 
create a new 
mail pack

Click on the 
image to edit 
the mail pack 
details

Select this 
option if you 
want to delete 
the mail pack

Need help? Email: docmailsupport@cfh.com
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Create / Edit Mail Pack

 To set up mail packs click on ‘ADD NEW MAIL PACK’ from the Library section.

	 	This	will	take	you	to	the	Edit	Mail	Pack	page	where	you	can	upload	a	new	file	to	become	a	
template within the pack, add a stored template, add an existing mail pack, or rename the mail 
pack.	If	this	is	your	first	visit	to	Docmail	you	probably	will	not	have	any	mail	packs	showing.		

	 	Remember	that	you	will	need	to	select	an	‘addressed’	document	to	be	the	first	file	in	your	mail	
pack.

 When selecting “UPLOAD TEMPLATE” please follow instructions on page 7 of the Guide.

Select this 
option to add 
a	file	saved	to	
your PC

Give your 
mail pack a 
name

Select to 
add as 
existing 
template 
from your 
Docmail 
account

You have 
the option to 
enter a brief 
description of 
the contents

Select this 
option to add 
an existing 
mail pack

Select the 
product 
type you are 
uploading

Select this 
option to 
rename a mail 
pack name

You can restrict the use 
of the mail pack to the 
creator if it contains 
confidential	information

Once you 
have	finished	
creating your 
mail pack, 
click on Back

Need help? Call: 01761 409701 / 409702
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Backgrounds

 	Backgrounds	are	PDF	files	(.pdf),	Microsoft	Word	files	(.doc),	or	Rich	Text	Format	files	(.rtf).		After	
adding	the	files	you	can	select	them	to	use	with	any	templates	in	your	Library.		

 If you are new to Docmail you will not have any set up.

  When you choose to use a Background Docmail will place it on top of your template so that, for 
example, it looks as if it has been printed on a letterhead.

 To view an existing Background, or to download it to change it, click on the image.  

  To delete a Background, click on delete. Backgrounds can only be deleted if they are not in use on 
any templates.

Select this 
option to 
add a new 
background

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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All Addresses

  Click on ‘All Addresses’.  Names and addresses can be added, or imported, into Docmail from a 
spreadsheet or by manually typing the details into the screen.  

	 	If	this	is	your	first	visit	to	Docmail	you	probably	will	not	have	any	addresses	showing.		If	you	are	
coming back, then you will see addresses you have set up previously on this page.  These can be 
changed by clicking ‘Edit’ next to the address.

Click here to 
manually add 
an address

This option 
deletes 
ALL stored 
addresses

Once an address has been added, 
you will need to select this option 
to see if the address is valid for 
postage

This area 
shows you 
previously 
added stored 
addresses

This option 
deletes 
individual 
stored 
addresses

Need help? Email: docmailsupport@cfh.com
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Adding Stored Addresses

  This is where you add your names and addresses to your personal Docmail database. Think of this 
as your address book.

  To add an address click on ‘ADD NEW ADDRESS’ to bring up a manual entry screen where you can 
type details in on screen:

Enter the required details and click ‘Next’.  The record will then be added to your database.  Further 
records can be added by clicking on ‘Add another’.

You	need	to	complete	the	address	fields	but	other	fields	are	optional;	they	can	be	used	if	you	have	any	
other personalised information that you wish to use in your letter.

Need help? Call: 01761 409701 / 409702
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Validate Addresses

	 	When	you	have	added	records	from	a	file	or	by	typing	them	manually	you	will	see	that	they	have	
an  in the column ‘Validation type’.  This means that you need to validate the addresses to 
ensure that they are suitable for the best postage price that Docmail can offer.

  To do this click on ‘VALIDATE ALL ADDRESSES’.  Docmail will then check your addresses using 
special software to see whether the address is suitable for the best postage prices.  Depending on 
the number of addresses being checked this can take a few moments.  

  Once the check is complete Docmail will have marked each address with a ‘Validation type’ - a 
 or a  or a . These are explained below: 

 	 -	means	the	address	is	good	and	qualifies	for	the	best	postage	price.

    -  means there is something not quite right with the address.  The postcode, or some other 
part of the address, may be incorrect or incomplete.  We will still mail it for you but 
cannot offer the best price. 
 
You can check the addresses at www.royalmail.com, by clicking on ‘Find Postcode’. The 
site allows you to check 15 postcodes/addresses a day at no cost, and will also give you 
the recommended address format to use for any UK address. 
 
We recommend that you update your database to use the addresses as given here.

 	 -		means	we	have	identified	the	address	as	being	overseas.		Again,	we	can	still	mail	it,	but	
there will be a surcharge to cover the extra postage costs for sending overseas.

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Correcting Addresses

  Postal surcharge addresses may sometimes have ‘Can Correct’ under the symbol.  This means 
that Docmail can provide the correct address from the Royal Mail website. 

 

  To use Docmail’s corrected address choose one of the following options: 

 1.  Click ‘Edit’ against the address. This takes you to the address details and shows the address 
that you have uploaded on the left and the correct address that Docmail is suggesting on 
the right.  You can keep your original address and just proceed with the order, or use the 
suggested correct address by clicking on ‘Use corrected’ to automatically swap the address to 
the correct one.

Click here to amend postal 
addresses that can be corrected 
to get the best postal rates

This means that Docmail 
can give you the correct 
address.

Click here to 
remove the 
address

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Or

 2.  Click on ‘Correct addresses’ at the bottom of the page. This will take you through to the 
Correct addresses screen as below.  Choose your correction options, as explained on the 
screen.

Need help? Email: docmailsupport@cfh.com
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Mailing List

  Once you have your name and address records in your personal Docmail database you can put 
them into mailing lists.  Mailing lists allow you to put your records into smaller lists, to help you 
sort your overall Docmail database.  Mailing Lists are groups of names and addresses.

 For example:

  You have imported 50 names and addresses into the ‘All Addresses’ section of your library. 30 of 
these people play the guitar, 15 play the saxophone, and 5 people play both.  You then set up 3 
mailing lists: those who play the guitar, those who play the saxophone, and those who play both.  

 35 records will be in the ‘guitar’ list. (30 people who play guitar only, 5 people who play both)

  20 records will be in the ‘saxophone’ list. (15 people who play guitar only, 5 people who play 
both)

 5 records will be added in the ‘both’ list (just the 5 people who play both)

  You can then send a mailing to everyone who plays the guitar by choosing the ‘guitar’ mailing list’, 
everyone who plays saxophone by choosing the ‘saxophone’ list or everyone who plays both by 
choosing the ‘both’ list.  The 5 people who play both instruments are actually present in all three 
mailing lists, but by being all three you can easily target them.

	 	To	set	up	mailing	lists,	click	‘ADD	NEW	MAILING	LIST’.		If	this	is	your	first	visit	to	Docmail	you	
probably will not have any mailing lists, but if you are coming back previous mailing lists that you 
have set up will be shown.  These can be amended by clicking on the icon for the required mailing 
list.

Need help? Call: 01761 409701 / 409702
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Create a Mailing List

 To create a new mailing list click ‘ADD NEW MAILING LIST’.   

  Firstly give your mailing list a name. You can also enter a description but this is optional. Then 
click ‘Next’ to go to the second stage of creating a mailing list.

	 You	have	five	options	within	this	section	:

  1. Upload -	to	upload	a	spreadsheet	file	as	a	mailing	list. 
  2. Add New Address - to manually enter an address. 
  3. Add Self - to add your address to the mailing list (that is the address in your Docmail   
   account). 
  4. Add Stored Mailing List - to add an existing mailing list from your Library. 
  5.  Add Stored Addess -  to add a stored address from the ‘All Addresses’ section in your 

Library.

Enter a 
mailing list 
name

Here you have the option to 
restrict the use of a template 
so that Additional Users on 
the account cannot use your 
templates.

You have an option to enter a 
description of the mailing list 
however this is not compulsory

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Account Variables

	 	Account	Variables	are	different	field	settings	that	can	be	used	across	a	template,	like	field	
holders,	but	instead	of	using	data	from	your	database,	they	replace	fields	with	data	that	you	set	
at template level. Settings applied to account variables are automatically applied when scanning 
documents for variables.

  For example, you might have a template which is the same every time you use it, except that the 
date and time might need to be different, for instance if it is an appointment letter.

  For example:

Need help? Email: docmailsupport@cfh.com
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  You	could	place	field	holders	in	your	template	for	<<date>>	and	<<time>>.	(See	Appendix	1	–	
Template Set Up Guidelines.)  These variables are then set on the template when you add it to 
Docmail.  

 Click ‘Add New Variable’ from the ‘Account Variables’ screen.

	 	Complete	the	fields	with	the	necessary	details	to	tell	Docmail	what	the	fields	are	and	how	to	use	
them.

Need help? Email: docmailsupport@cfh.com
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Import Mapping

  Import	mappings	define	how	your	data	files	relate	to	Docmail	address	records;	they	can	be	
added, edited or deleted from this screen.

	 	Docmail	will	automatically	recognise	Excel	(.xls,	.xlsx),	Comma	Separate	Value	(.csv)	files	or	tab	
delimited	files	(.txt).		Alternatively	you	can	manually	select	a	custom	delimiter	or	a	fixed	length	
file.

	 	You	must	ensure	that	each	line	of	the	file	contains	at	least	one	address	column	and	ideally	the	
first	row	should	contain	field	headings.		Alternatively	click	‘Download	Excel	CSV	template’	to	
download	a	template	giving	you	all	the	fields	you	can	use	in	Docmail.

	 	Based	on	the	names	of	the	fields	in	your	file,	Docmail	will	determine	what	the	fields	are	and	try	to	
map	them	to	the	correct	target	field	in	Docmail.		

	 	If	you	need	to	change	any	field,	click	on	the	Target	(Map	To)	field	drop	down	to	choose	the	field	
you want assigned. Once you are happy, click Next.

Click here 
to add new 
mapping

Click here 
to download 
an example 
mailing list

Need help? Call: 01761 409701 / 409702
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CREATE A MAILING 
 
 You can create orders in either Standard mode or Advanced mode.  

	 	Standard	mode	offers	basic	functionality	allowing	you	to	create	mailings	quickly;	you	choose	one	
letter	file/template	and	then	add	your	list	of	names	and	addresses.

  Advanced mode offers the full functionality to setup or choose templates/mail packs and mailing 
lists.

  You can switch between Standard and Advanced mode at any time during the order process. 
If you are new to Docmail your account will be set at Standard mode by default.  This can be 
changed	by	going	to	Admin	>	Default	mailing	options. 

 Create Mailing -

  To begin your mailing select the type of product you would like to use by clicking on the box and 
then click Next.

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Standard Mode - Mailing Options

  Select the required options for your mailing on this screen.

 Mailing Name - You can give your mailing a name to identify it. This is optional.

  Print Options -  Choose whether you would like your letter printed in black and white or colour, 
and on one or both sides of the paper (simplex or duplex). 

  Delivery Type - Tell us how to despatch your letters. Choose ‘standard class’ if you want the 
lowest prices. 

  Despatch date - Tell us when to despatch your letters. (The earliest date is shown.) You can 
choose a date or leave the date as shown so that the despatch will take place as soon as possible.  

  Dotpost - Dotpost is a secure online document hub where users can securely view and manage 
their letters and documents. If you are registered to use Dotpost you can tick this box and your 
addressees who have signed up to Dotpost will either receive their documents electronically via 
Dotpost or will receive an additional sheet (free of charge) with their letter inviting them to sign 
up to receive their mailings from you electronically. Your other recipients will also receive (free of 
charge) a letter inviting them to sign up to Dotpost.

  You can select a Dotpost despatch date by going into to the Dotpost system.  See the Dotpost 
guide for details.

  If you tick this box and you are not a Dotpost user you will be directed to an online application 
form and your application will be considered by the Dotpost team at CFH.

Need help? Email: docmailsupport@cfh.com



25

  Address Name Format -  The drop down list against Address name format allows you to choose 
how you want the recipient’s name shown in the address. This will depend on what you have in 
your name and address data, for example, if you only have ‘fullname’ in your list, you should not 
choose ‘title surname’ as your address name format. 

 Envelope Preference - Clicking on the Envelope preference will offer various options. 

  You can select your envelope type.  If you choose standard envelopes Docmail will produce your 
documents at the most suitable location for your output - for example, Scotland output will be 
produced in Scotland. We will use either standard Docmail window or non-window envelopes as 
available at that location.

  If you would like to use a window envelope you can specify this.  If you would prefer your 
document not to be folded you can select a C4 window envelope.  (The option of a C4 envelope is 
not currently available for non-window envelopes.)  These options will incur an additional cost.

 You can also use this box to say how any of your mail that is undeliverable is dealt with.

  If you have chosen standard envelope you can select ‘Use own return address’ from the drop 
down options.  This means that a non-window envelope will be used.  A box displaying the return 
address will be shown.  This will be the address that is recorded against your account.  ‘Use own 
return address’ is also available for postcards and greetings cards.

 

  Any mail that is undeliverable by Royal Mail, and has not got your return address on it, is returned 
to our site and disposed of securely.

	 	You	have	the	option	of	having	these	returns	managed;	they	can	be	recorded	against	your	Docmail	
account with the reason for their return so that you can see which addresses have mail that has 
come back and the reason.   

 Additional charges are incurred for dealing with returns.  

 

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Standard Mode - Select Template

  Select the contents of your envelope by selecting an existing template or by uploading a new 
template	file.	Appendix	1	–	Template	Set	Up	Guidelines	explains	how	to	set	up	templates	in	detail.

	 	Template	files	uploaded	must	be	in	Microsoft	Word	(.doc	&	.docx),	Rich	Text	Format	(.rtf),	Open	
Office	(.odt)	or	Portable	Document	Format	(.pdf)

  If you are creating an A3 folded sheet mailing, your template document must be supplied as 
individual sheets in the order which you would like them to appear in the folded sheet, i.e. page 
1, page 2, page 3, page 4. Note that Docmail can only produce one A3 folded sheet per pack.

	 	Tags	can	be	included	in	the	document	where	you	want	us	to	merge	fields.	For	PDF	documents	the	
tags	must	be	in	a	form	field.	See	Appendix	1.

  Please note that Docmail does not require crop marks on your artwork so you will need to remove 
these before uploading to Docmail.

  To select an existing template just click on the image of the template and it will be added to the 
order.	Once	a	file	has	been	uploaded	or	selected	click	Next	to	go	on	to	Edit	mailing	list.

This	is	where	you	can	upload	a	file	
from your PC

This is where you can select a 
template that you have already 
uploaded to Docmail

Need help? Call: 01761 409701 / 409702
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Standard Mode - Edit Mailing List

  

	 	This	is	where	you	add	your	addresses	to	the	order	by	uploading	a	Spreadsheet	file	or	CSV	
containing all the addresses of the recipients who you wish to send your letter to.  To add yourself 
to the mailing list select ‘Add self’ and Docmail will upload your address from the contact details 
held in your account admin and add it to the mailing list.

	 	Click	on	‘Upload’	and	look	for	the	file	on	your	PC.		Select	the	uploaded	file	format	(i.e.	Excel	or	
CSV).

	 	Based	on	the	names	of	the	fields	in	your	file,	Docmail	will	map	them	to	the	correct	target	field.	If	
you	have	fields	in	your	letter	template	that	are	not	standard	Docmail	fields,	you	will	need	to	select	
‘Add	Custom	Field’	for	the	required	field.

	 	If	you	need	to	change	any	field,	click	on	the	target	field	(Map	To)	drop	down	to	choose	the	field	
that you want assigned.

This option will add your account 
address to the order so that you 
can receive a copy

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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	 	When	your	file	has	been	uploaded	you	have	to	validate	the	addresses	to	check	that	they	are	
deliverable.  Select ‘Validate’ to complete this check.  

  Docmail checks against the Royal Mail database to see that addresses are complete and correct.   
If they are deliverable they will have a green tick.

  If you have an orange question mark your address may be incomplete or incorrect and will incur 
a 13p surcharge.  You have an option to ‘Edit’ these.  For overseas mail you will be shown a blue 
aeroplane.  These addresses will also incur additional charges to cover the cost of posting abroad.

Need help? Email: docmailsupport@cfh.com
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Advanced Mode - Mailing Options

  Creating a mailing in Advanced mode gives you more options allowing you to use the full 
functionality that Docmail has to offer.

 Select the required options for your mailing by completing this screen.

 Mailing Name - You can give your mailing a name to identify it. This is optional.

  Mailing Description - You input a description of the mailing to help you to identify it. This is optional.

  Print Options - Choose whether you would like your letter printed in black and white or colour, and 
on one or both sides of the paper (simplex or duplex). 

This option allows you to 
add extra text above the 
address, for e.g.’ Private 
&	Confidential’	or,	‘To	the	
Parent/Guardian of’ - this is 
limited to 50 characters

Data Intelligence allows 
you to control your letter 
content from your data list 
- for further information, 
please contact the Support 
Team

Need help? Call: 01761 409701 / 409702
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  Delivery Type - Tell us how to despatch your letters. Choose ‘standard class’ if you want the 
lowest prices. 

  Despatch date - Tell us when to despatch your letters. (The earliest date is shown.) You can 
choose a date or leave the date as shown so that the despatch will take place as soon as possible.  

  Dotpost - Dotpost is a secure online document hub where users can securely view and manage 
their letters and documents. If you are registered to use Dotpost you can tick this box and your 
addressees who have signed up to Dotpost will either receive their documents electronically via 
Dotpost or will receive an additional sheet (free of charge) with their letter inviting them to sign 
up to receive their mailings from you electronically. Your other recipients will also receive (free of 
charge) a letter inviting them to sign up to Dotpost.  

  You can select a Dotpost despatch date by going into to the Dotpost system.  See the Dotpost 
guide for details.

  If you tick this box and you are not a Dotpost user you will be directed to an online application 
form and your application will be considered by the Dotpost team at CFH. 

  Data intelligence - Data intelligence allows you to create a dynamic mailing using Word® to target 
multiple sets of customers using multiple letter documents by adding extra tags into the Address 
list to select the appropriate copy, styles and images for each. See the Data Intelligence Tutorial 
for further information.  If this option is required, tick Data Intelligence on. 

  Address	name	prefix	-	This	field	allows	you	to	add	extra	text	above	the	address	e.g.’	Private	&	
Confidential’	or,	‘To	the	Parent/Guardian	of’.	There	is	a	limit	of	50	characters.

  Address Name Format - The drop down list against Address name format allows you to choose 
how you want the recipient’s name shown in the address. This will depend on what you have in 
your name and address data, for example, if you only have ‘fullname’ in your list, you should not 
choose ‘title surname’ as your address name format. 

 Envelope Preference - Clicking on the Envelope preference will offer various options. 

  You can select your envelope type. If you choose standard envelopes Docmail will produce your 
documents at the most suitable location for your output - for example, Scotland output will be 
produced in Scotland. We will use either standard Docmail window or non-window envelopes as 
available at that location.

  If you would like to use a window envelope you can specify this. If you would prefer your 
document not to be folded you can select a C4 window envelope. (The option of a C4 envelope is 
not currently available for non-window envelopes.) These options will incur an additional cost.  

  

Need help? Email: docmailsupport@cfh.com
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 You can also use this box to say how any of your mail that is undeliverable is dealt with.

  If you have chosen standard envelope you can select ‘Use own return address’ from the drop 
down options.  This means that a non-window envelope will be used. A box displaying the return 
address will be shown. This will be the address that is recorded against your account. ‘Use own 
return address’ is also available for postcards and greetings cards.

  Any mail that is undeliverable by Royal Mail, and has not got your return address on it, is returned 
to our site and disposed securely.

	 	You	have	the	option	of	having	these	returns	managed;	they	can	be	recorded	against	your	Docmail	
account with the reason for their return so that you can see which addresses have mail that has 
come back and the reason.   

 Additional charges are incurred for dealing with returns.  

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Advanced Mode - Edit Mail Pack

 You now need to tell us which template(s) / mail pack to use in your mailing.

 
 

	 	You	can	upload	a	file	from	your	PC	by	clicking	on	‘UPLOAD	TEMPLATE’.	The	addressed	letter	
document	must	be	uploaded	first.		

	 	You	can	upload	a	single	letter	template	or	a	merged	file	containing	a	group	of	letters	of	which	
already	have	the	recipients’	addresses	on	them;	we	call	this	a	preformatted	stream.

  If you are creating an A3 folded sheet mailing you must supply your template document as 
individual sheets in the order which you would like them to appear within the folded sheet, i.e. 
page 1, page 2, page 3, page 4. Please note that Docmail will only produce one A3 folded sheet 
per pack.

  To use a template that has already been added to your Library, click on ‘ADD STORED TEMPLATE’ 
and select it by clicking on its image. If you wish to upload more than one template which is 
not included in a mail pack, click on ‘ADD STORED TEMPLATE’ again until you have added all the 
required templates to the order.

  If you have already uploaded your letters as templates and put them together in a Mail pack, you 
can click on ‘ADD STORED MAIL PACK’ to select a mail pack.

This allows 
you to upload 
a	file	as	a	
template

This allows 
you to select 
an existing 
template on 
your account

This option 
allows you 
to select an 
existing mail 
pack from your 
library

Need help? Call: 01761 409701 / 409702
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Advanced Mode - Edit Mailing List

 
  This is where you add your addresses to the order. 

	 	To	manually	add	an	address,	click	on	ADD	NEW	ADDRESS.		This	will	display	the	fields	for	you	to	
complete.  

  Alternatively, you can click on ‘DOWNLOAD EXCEL CSV TEMPLATE’ to get a template containing all 
the	correct	field	names	for	Docmail	which	can	use.

	 	If	you	are	uploading	a	spreadsheet	with	your	data	click	on	‘UPLOAD’	to	look	for	the	file	on	your	PC	
and select it.  

Need help? Email: docmailsupport@cfh.com
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  You	need	to	tell	Docmail	the	file	format,	tick	the	box	to	show	whether	your	data	has	column	
headers giving titles for the content of each column. 

	 	You	will	then	be	taken	to	the	‘Assign	fields’	page	where	you	must	check	that	the	column	header	
and sample data taken from your spreadsheet on the left matches the drop down selection on the 
right.	This	page	determines	how	Docmail	identifies	and	merges	the	data	from	your	spreadsheet	
with your template. 

 Please check this page carefully to ensure all information is mapped correctly.

  To add yourself to the mailing list click on ‘ADD SELF’.  This will add the address from your 
account details. 

  ‘ADD STORED MAILING LIST’ allows you to use a mailing list that you have already uploaded to 
your Library. Click on your required Mailing list to upload it to the order.  

  To add an individual address that is stored within your Library click on ‘ADD STORED ADDRESS’ 
and	find	the	address.		

  After you have added new records, you will notice they have an  in the column named 
‘Validation type’.  This means that you need to validate the address to ensure that they are 
deliverable and to ascertain whether they are suitable for the best postage price Docmail can offer 
you. 

 Select ‘Validate’ to complete this check.  

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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  Once the check is complete, Docmail will have marked each address with a ‘Validation type’.  
Docmail checks against the Royal Mail database to see that addresses are deliverable and 
complete and correct. 

What do the validation symbols mean?

  All addresses are validated to check whether they can qualify for our standard postage rate. 
Addresses	will	be	flagged	with	one	of	the	following:

    -  The address has not been validated, all addresses must be validated before a mailing can 
be sent. 

  -  UK address suitable for our cheapest postal rates. Cheapest rates will apply if standard 
post is selected on the mailing.

    -  UK address - postal surcharge will apply. Ensure that the full address details are supplied 
and all other data (including the recipient’s name) is not included in the address lines. 
You can also check to see whether correcting the address could save you money.

  -  Overseas - postal surcharge will apply. Postal rates vary according to location and letter 
weight.

 If symbols are greyed out then they are not in use due to address corrections.

 Depending on the number of addresses being checked this process can take a few moments.

  If you have an orange question mark your address may be incomplete or incorrect and will incur 
a 13p surcharge. You have an option to ‘Edit’ these. For overseas mail you will be shown a blue 
aeroplane. These addresses will also incur additional charges to cover the cost of posting abroad.

Need help? Email: docmailsupport@cfh.com
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Order Apporval

  At this stage you can see a proof showing how your letter will look when printed by clicking on 
‘View Proof’, and you may also want to download the PDF proof for you records.  The proof may 
take a few moments to generate.  You will need Adobe reader to look at your proof.  If you do not 
already have Adobe reader installed there will be a link which you can follow to install it.

  If you are using non-standard fonts you must ensure that they are embedded in your document.  
See Appendix 1 for instructions.

  You must check the proof, including the address and barcode position, before approving the order.  
If you are not happy with how your letter looks then you can make changes by amending your 
original document and using the links to go back into your order.

  Amend mailing options 
   Clicking this will take you right back to the start of your order. You might need to go back here 

if you had forgotten to tick the option for colour, or you had chosen the wrong format for the 
Address name.

You can view your 
proof by clicking
here. There will be 
an option
to download the 
proof once you 
have viewed it.

Click here to 
download your
mailing list from 
the order.
Amendments to 
addresses will be
included in this 
version.

These three options 
allow you to go 
back into the order 
to make amends

This section shows 
you the order
cost and will allow 
you to enter a
discount code if you 
have one.

If you are happy with the 
proof, click here and you will 
be taken to the payment 
options

Need help? Call: 01761 409701 / 409702

Click here if you 
would like a 
summary of your 
order
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  Amend mail pack 
   Clicking this will take you back into the mail pack you have chosen for this order. You might 

need to go back here if you decided you wanted your templates in a different order, or you 
needed the change the settings to do with back-to-back printing of templates.

  Amend mailing list 
   Clicking this link will take you back into your mailing list where, for example, you could add 

further addresses.

  You can also just use the ‘Back’ button to navigate back through the pages to make any changes. 
If you do make any changes Docmail will re-generate the proof to show you the changes. 

  When you are happy that the proof is correct, click on the ‘Approve’ button and you will be 
directed to the secure payment screen.

Payment

  Your order can be paid for directly by credit /debit card, or you can pay from your account if there 
is	sufficient	credit	balance.

   
If you choose ‘Pay from account’ the cost of the mailing will be removed from your Docmail top-up 
credit. Once the transaction has been completed you will go back to the Docmail home page.

  If you choose to pay by credit card or top up, you will be directed to our payment partner 
SecureTrading.com to complete the debit/credit card transaction. SecureTrading is the UK’s 
leading independent internet Payment Service Provider and you can be assured that your 
payment will be processed on secure servers, using the most up to date encryption software.

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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  As with any online payment service you will need to enter name and address details as well as 
credit/debit	card	details.		All	fields	that	have	an	as	asterisk	(*)	are	mandatory	fields.		Complete	
all the required information and then click on ‘Submit Transaction’. Once your payment has been 
processed you should see the below payment result. 

 You have now completed your Docmail mailing. 

	 	If	you	wish	a	copy	of	your	invoice	can	be	downloaded	from	the	Admin	>	My	Invoices	section	of	
your Docmail account where your invoices are always available.

	 	A	confirmation	message	from	Docmail	detailing	the	mailing	will	be	sent	to	the	email	address	set	
up on your account. 

  Now sit back, relax and let Docmail do all the hard work. Your mailing will be printed, posted and 
delivered	to	your	intended	recipients	without	you	having	to	lift	a	finger.

This information 
needs to be the 
address that is 
registered to the 
card holder

Click here to 
change your 
payment method

Once you have 
completed the 
form, click here 
to complete the 
transaction

Need help? Email: docmailsupport@cfh.com
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Creating a Postcard / Greeting card

  The process for creating a postcard or greeting card is similar to the process described above.  
You also have the option to create the order within Standard or Advanced mode depending on the 
details you would like to add.

 Select Greeting card or postcard.

Mailing options

  There are fewer options when creating a greeting card or postcard. 

 This is the Mailing Options screen for creating a Greetings card:

Need help? Call: 01761 409701 / 409702
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 This is the Mailing Options screen for creating a postcard:

	 Complete	the	appropriate	fields	shown	on	the	screens	as	follows:	

 Mailing Name - You can give your mailing a name to identify it. This is optional.

  Print Options (postcards only) - Choose whether you would like your postcard printed in black and 
white or colour.

  Delivery type - Tell us how to despatch your letters. Choose ‘standard class’ if you want the lowest 
prices. 

  Despatch - Tell us when to despatch your letters. (The earliest date is shown.) You can choose a 
date or leave the date as shown so that the despatch will take place as soon as possible.  

  Address name format - The drop down list against Address name format allows you to choose 
the way you want the recipient’s name shown in the address.  It will depend on what you have in 
your name and address data, for example, if you only have ‘fullname’ in your list, you should not 
choose ‘title surname’ as your address name format. 

  Envelope preferences (greeting cards only) - Clicking on the Envelope preference will offer various 
options. 

  You can select your envelope type.  If you choose standard envelopes Docmail will produce your 
documents at the most suitable location for your output - for example, Scotland output will be 
produced in Scotland. We will use either standard Docmail window or non-window envelopes as 
available at that location.

Need help? Email: docmailsupport@cfh.com
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  You also use this box to tell us how to deal with cards that are undeliverable.  If you have chosen 
standard envelope you can select ‘Use own return address’ from the drop down options.  This 
means that a non-window envelope will be used.  A box displaying the return address will be 
shown.  This will be the address that is recorded against your account.

  Any mail that is undeliverable by Royal Mail, and has not got your return address on it, is returned 
to our site.  

	 	You	have	the	option	of	having	these	returns	managed;	they	can	be	recorded	against	your	Docmail	
account with the reason for their return so that you can see which addresses have mail that has 
come back and the cause.  

  Additional charges are incurred for dealing with returns. 

 Unmanaged items are simply disposed of securely at our site.

   Returns (postcards only) - Use this drop down list to tell us how to deal with postcards that are 
undeliverable. 

  You can select ‘Use own return address’ so that undeliverable items are returned to you.  Other 
undelivered	items	are	returned	by	Royal	Mail	to	our	site.		These	returns	can	be	managed;	
recorded  against your Docmail account with the reason for their return so that you can see which 
addresses have mail that has come back and the cause.  There is an additional charge for this 
service.

 Unmanaged items are simply disposed of securely at our site.

Need help? Call: 01761 409701 / 409702
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Select template

	 	You	can	select	an	existing	template	or	upload	a	new	template	file	from	this	screen.		Files	uploaded	
must be in Microsoft Word (.doc), Rich Text Format (.rtf) or Portable Document Format (.pdf).  

  Previously created and stored postcard/greeting card templates can be chosen from the bottom of 
the page.  Clicking on the image will automatically upload it onto the order.

 Select new greetings card template screen:

Click here 
to use the 
designer tool

Use ‘Shrink for 3mm 
margin’ and your document 
will be shrunk by 3mm and 
a white border applied to 
the	finished	document.

If you have a 3mm margin 
on your document you can 
use ‘Keep original size’.   
Any data within the 3mm 
margin will be cropped. Use 
this option to avoid any 
scaling on your document, 
e.g. if it includes barcodes 
or if it will be used for 
optical scanning.

Click here to 
select an existing 
template from your 
library

Click here to 
search for a 
file	from	your	
PC

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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 Select new postcard template screen:

  Please note that Docmail does not require crop marks on your artwork and these should be 
removed from your artwork before you upload it to Docmail.  

	 	Tags	for	field	names	can	be	included	in	the	document	so	that	we	can	merge	fields	for	you.		For	
PDF	documents	tags	must	be	in	a	form	field.		Details	of	this	are	given	in	Appendix	1.

  If you do not have any artwork for your postcard or greeting card Docmail offers a designer tool. 
This can be used by clicking on ‘Design new postcard’ or ‘Design new greeting card’ and following 
the steps on the screen which are also explained below.

Click here 
to use the 
designer tool

Use ‘Shrink for 3mm
margin’ and your document
will be shrunk by 3mm and
a white border applied to
the	finished	document.
 
If you do not require a white
3mm boarder around the 
edge of your postcard, tick 
use ‘ borderless 3mm cut’.
This will ensure that your
postcard image is printed to
the edge of the card.

Click here to 
select an existing 
template from your 
library

Click here to 
search for a 
file	from	your	
PC

Need help? Call: 01761 409701 / 409702
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Design new greeting card

	 	When	you	have	clicked	on	‘Design	new	greetings	card’	the	first	screen	that	you	see	will	ask	you	to	
choose a layout.  You will choose portrait or landscape and whether you want a border or not.

Click on the option that you want to use to see the next screen as shown below.

Double click to see the selection of images and choose one, and if you have chosen a layout with a 
border you can also double click in the border area to choose a border.  Click on the image to make 
your selection.  If you change your mind use the Discard button and choose another image.

Need help? Email: docmailsupport@cfh.com
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  You can also use your own image from your computer by clicking Upload image at the top of the 
page or from the panel on the right.

	 This	will	allow	you	to	browse	through	the	files	on	your	computer	and	select	an	image	to	use.		

  Experiment until you are happy with the design, you can click on Discard and start again as much 
as	you	like.	When	you	are	satisfied	click	Next.	You	will	be	taken	to	page	3	where	you	will	see	the	
text.

Need help? Email: docmailsupport@cfh.com

This section controls which part 
of the card you work on

Here you can rotate 
or crop the image 
to your preference

Docmail will always 
show you a preview 
of the image when 
you run your cursor 
over it

Click on an image 
to use if you do not 
have one

Click here to upload an image 
from your PC
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  You can make changes here by clicking on to the text and using the drop down lists.  Click on the 
area	where	‘To	First	Name	is	shown	and	the	options	in	the	dropdown	list	use	the	fields	in	your	
address data. The options are: 

      You can choose one of the options or enter 
your own text.  You can use the other boxes 
to change the appearance of your text.

      Click on to the greeting area and you will be 
able to delete what is there and type your 
own, or you could select a suitable message 
from the drop down list given.  You can use 
the other boxes to change the appearance of 
your text.

      You can click on the From typing and use an 
option from the drop down list which uses the 
data from your account or you can enter your 
own text.  You can use the other boxes to 
change the appearance of your text.

      Please note that if the font selected is not 
installed on your computer you will only be 
able to see the correct text format in the 
preview images on the save template screen.  

      You need to make sure that all text that you 
type is shown on the screen.  If you cannot 
see it on the screen then there is not enough 
room for the text so you will need to reduce 
the font size or shorten your message.

Need help? Email: docmailsupport@cfh.com
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  You can use the next and back and discard buttons to change your  
template, or you can go to the pages and elements using the navigation  
panel in the top right corner of the designer. 

 Note that pages 2 and 4 cannot be amended here.

 Once you have made your changes click ‘Next’ and you will see the template preview screen. 

  You can then use this template on your mailing or if you want to you can download it in Word 
format to make further changes.

  Click View template or Download PDF Preview to see your design. You can then amend pages 1 or 
3 if you wish by clicking the links.

  Clicking on Download Word Template will let you open the template in Word on your computer 
where you can make additional changes.   

  When you have amended and saved your template in Word on your computer you can click on 
Upload	Modified	Template.		Note	that	once	you	have	downloaded,	amended	and	re-uploaded	you	
will not be able to use the Docmail designer to edit the template again.

	 	When	you	are	satisfied	with	your	template	click	‘Save	template’	and	you	will	be	taken	on	to	the	
Edit Mailing List screen.

Here you can upload 
a	modified	version	of	
your template onto 
the order

Here you can view a 
proof of your design

Click here to proceed 
with the order

Here you can 
download your 
creation as a 
Microsoft	Word	file	
(.doc, .docx)

Click here to amend a 
particular page

Need help? Call: 01761 409701 / 409702
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Design new postcard

	 	When	you	have	clicked	on	‘Design	new	postcard’	the	first	screen	that	you	see	will	ask	you	to	
choose a layout and size. You must choose whether you want you address to appear on the left or 
the right side of the document.

  Click on the option that you want to use and you will see the selection of images that you can 
choose. Click on the image to make your selection. If you change your mind use the Cancel 
button and choose another image.

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html

This section controls which part 
of the card you work on

Here you can rotate 
or crop the image 
to your preference

Docmail will always 
show you a preview 
of the image when 
you run your cursor 
over it

Click on an image 
to use if you do not 
have one

Click here to upload an image 
from your PC
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  You can also use your own image from your computer by clicking Upload image at the top of the 
page or from the panel on the right.

	 This	will	allow	you	to	browse	through	the	files	on	your	computer	and	select	an	image	to	use.		

  Experiment until you are happy with the design, you can click on Discard and start again as much 
as	you	like.	When	you	are	satisfied	click	Next.	

 You will be taken to the next page where you will input your text.

  First of all you can choose the font for your address by clicking on the drop down options next to 
Font.

  Then click into the area for your message and type in what you want to say.  

  You can make changes to the format of the message by choosing options from the box on the 
right of the screen.

Need help? Email: docmailsupport@cfh.com
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      Please note that if the font selected is not installed on your 
computer you will only be able to see the correct text format in the 
preview images on the save template screen.  

      You need to make sure that all text that you type is shown on the 
screen.  If you cannot see it on the screen then there is not enough 
room for the text so you will need to reduce the font size or shorten 
your message.

      You can use the next and back and discard buttons to change 
your template, or you can go to the pages and elements using the 
navigation panel in the top right corner of the designer. 

      Once you have made your changes click ‘Next’ and you will see the 
template preview screen. 

      You can then use this template on your mailing or if you want to 
you can download it in Word format to make further changes.

      Click View template or Download PDF Preview to see your design.   
You can then make amendments by clicking the links Amend Page 1 
or Amend Page 2.

  Clicking on Download Word Template will let you open the template in Word on your computer 
where you can make additional changes. When you have amended and saved your template in 
Word	on	your	computer	you	can	click	on	Upload	Modified	Template.		Note	that	once	you	have	
downloaded, amended and re-uploaded you will not be able to use the Docmail designer to edit 
the template again.

	 	When	you	are	satisfied	with	your	template	click	‘Save	template’	and	you	will	be	taken	on	to	the	
Edit Mailing List screen.

  For guidance through Edit Mailing list please see page 27 or page 33 depending on which mode 
you are working within.

Need help? Call: 01761 409701 / 409702
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ADMIN 
 
  The Account Admin screens allow you to do everything that you need to manage your account 

successfully;	you	can	see	your	invoices,	see	previous	orders,	add	additional	users	to	your	account	
and set up your account defaults.

	 	This	section	is	broken	down	into	four	sub	sections;	Mailing,	User,	Account,	and	Corporate.	Each	is	
explained below.

MAILING
  The Mailing section has six selections –

  • My Mailings  
  • My Invoices 
  • My Account Activity 
  • Top-up account 
  • Postal returns 
  • Reports 

My Mailings

Clicking here will show all the orders, at any stage of the process, with links to edit or delete them, 
if	they	have	not	yet	been	submitted.		You	can	use	the	filters	to	see	historic	mailings	(over	15	months	
old) or to show only outstanding orders.  

Need help? Email: docmailsupport@cfh.com
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 Details that you can see are :

  Order Ref - this is the unique Docmail reference for your order. This is what you will need to 
quote to the Docmail Support team if you have a query about an order.

  Mailing name - this is the name you gave to the mailing. If you did not give your mailing a name 
it will default to the Order ref.

 Created - this is the date that the order was created.

  Status code - this tells you what the current status is for each of your mailings. The full list of 
status codes is below: 

Status Explanation 

Mailing Options Print and delivery options not chosen or not yet taken to the next step 

Or

User has returned to this page from a later step

Select Mail Pack Initial options set but no letter/mail pack has been selected or not yet taken 
to the next step - Template has been uploaded or selected but the user has 
not proceeded to the next step

Or

User has returned to this page from a later step

Edit Mail 
Pack  

Mail	pack	chosen	but	selection	not	yet	confirmed

Or

User has returned to this page from a later step

Need help? Call: 01761 409701 / 409702
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Status Explanation 

Enter variables Template variables not yet set or not yet taken to the next step

Or

User has returned to this page from a later step

Select mailing 
list

Mailing list not yet selected

Edit mailing list Mailing	list	chosen	but	not	confirmed

Or

User has returned to this page from a later step

Awaiting 
Approval 

Uploaded and awaiting approval

Or

User has returned to this page from a later step

Approved Approved but not yet paid 

Submitted Paid for and awaiting production

Mailing in 
production

Order processed and in production

Completed Produced and despatched

 Note that not all of these status codes will be applicable to all orders.

 Price - this is the overall price of the order including VAT

 View - ‘View’ will take you to the order summary page.  

  Edit - Edit will take you into the order at the point you have reached to enable you to complete 
the order process. You cannot use it if the order has already been submitted.

 Delete - you can delete the order if it has been approved.

Need help? Email: docmailsupport@cfh.com
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My Invoices

  In ‘My Invoices’ you can see all your invoices for payments made to your Docmail account.  
Invoices are generated automatically by Docmail when a payment is made to your account.  
Clicking on the links will let you view the invoice or generate a PDF which you can download if 
required.  You will only see invoices for orders that have been paid for.

 

My Account Activity

 This section shows you all payment transactions that have taken place on your Docmail account.

  You can see your Account balance and click to top up your account if you wish. You can input 
dates	to	refine	your	search	to	see	activity	for	a	particular	period.

Here	you	can	refine	
your search for an 
invoice

Click here to view the 
invoice

Click here if you 
would like to 
download your 
invoice to print or 
save to your PC

Click here if you want 
to download your 
account activity

Here is your account 
balance

Click here if you 
would like to top-up 
your account

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Top-up Account

  You can add credit to your Docmail account here. Choose one of standard amounts by clicking on 
the stamp symbols or enter your own amount and click the ‘Top-up my account’ link. Please note 
that it is not possible to refund top up monies once added and top ups must be used within 24 
months of the top up date. There is a 35p charge for using a card to top up.  

 

Postal Returns

  If you use standard envelopes, or if your mailing is a postcard, you can choose to have your own 
return address shown on your mailing. Any mail that is undeliverable by Royal Mail, and has not 
got your return address on it, is returned to our site.  

  You can choose to have these returns managed by us at an additional cost. Managed returns are 
recorded against your Docmail account with the reason for their return so that you can see which 
addresses have mail returned. When returned mail is recorded against your account you will 
receive	a	notification	email.

  This screen shows you returns entered against your mailings by us or by you if you are managing 
your own returns.

Once you have 
entered the amount 
you wish to top-up, 
click on TOP-UP MY 
ACCOUNT

If you wish to 
record your own 
returns click here

Here	you	can	refine	
your criteria

Click here to 
download your 
returns information

Here you can delete 
all of the recorded 
returns

Need help? Email: docmailsupport@cfh.com
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   Click on Enter Returns to enter your returns information on this screen. You can also use this 
screen	to	find	details	on	a	particular	reference	by	inputting	it	here	and	clicking	Find.

User
 The User section has just two selections -  
• My Log In Details 
  • My Address

My login details

  

  You can click the links and follow the instructions on the screen if you want to change your User 
Login or Password.  

  You can also change other settings including some returns information which you can also update 
from the Account Details screen.

  You can choose to default your mailing to advanced mode so that the advanced options always 
show on the screen when you input.  

  The box to allow web service access must be ticked if you are using the Print Driver option.  See 
the Print Driver User Guide for information on this option.

Select these 
options if you 
want to change 
your uder login or 
password

This option allows 
you to choose when 
you receive your 
confirmation

Select this option to 
request your own 
return address on 
postcards

Need help? Call: 01761 409701 / 409702
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My Address

 Personal address details added here will be used for the Add Self option on mailings.

 
Account
  The	Account	section	has	five	selections	-	

  • Account Details 
  • Account Address 
  • Additional Users 
  • Address Field Setup 
  • Default Mailing Options

Need help? Call: 01761 409701 / 409702
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Account Details

  On this screen you can change your account name and preferences and set default options to suit 
your needs. 

Note that the selections that are available may vary if different account features have been enabled 
against your account by Docmail Admin Support.

Account address

  This screen is the same as the screen for My Address in the User section, but the details input 
here are the details that will appear on Docmail invoices and this can be different to the detail in 
the My Address section.

 If there are additional users on your account only the primary account holder can edit these.

These options allow you 
to set default options for 
your mailings

This option is for 
orders that have been 
created using the Data 
Intelligence option. You 
can choose the payment 
option depending on its’ 
price

Here you can request 
your own return address 
to be printed on your 
postcards. This will 
be validated and will 
automatically be added 
to your postcard

Here will be some of your 
returns management 
information

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Additional users

  If you are the primary account holder (i.e. the person who set up the account) you can add 
additional users to your account. These users will be able to see the same templates and mailing 
lists as you can and will be able to place orders for mailings on your account. 

 To add additional users to the account, click on ADD NEW USER from the screen below:

  
 This will bring up the screen below for you to complete. Click Next to save the details.

Need help? Email: docmailsupport@cfh.com
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  The primary account holder must create the login details but once set up the additional user can 
edit these.  Permissions for the additional user can be set to give the primary user control over 
how their account is used.

 Details can also be edited and deleted as necessary.

 

 

Address	field	setup

	 	You	can	use	this	screen	to	choose	which	fields	you	want	to	be	able	to	see	for	your	Docmail	
addresses. 

	 	Docmail	has	many	field	names	available	for	use	and	you	may	not	need	them	all.	If	you	untick	
all	the	fields	that	you	do	not	require	and	click	Next	to	save	your	changes	you	will	not	see	the	
unticked	fields.

The primary account 
holder will create the 
login details however 
once set  up, the 
additional user has the 
option to edit these

Here you can set up 
permissions for the 
additional user

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Default mailing options

  You can create default settings against each product type from this screen.  This is particularly 
useful if you wish to control what type of orders you want to be created by yourself or additional 
users.

  Click on a product type and complete the screen to select or hide the options that will show when 
you are creating an order. 

 

Corporate
  Additional features are available for Corporate users, such as the facility to incorporate 

organisational structures and set devolved budgets.   

 This is a feature that can only be enabled by Docmail Support Admin.  

Select the default mailing 
options required and 
click next to save

Use the hide options if 
you wish to not allow the 
option

Need help? Call: 01761 409701 / 409702
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APPENDIX 1 - TEMPLATE SET UP GUIDELINES 
 
  It is recommended that before adding templates into Docmail you read through the following 

guidelines to help you set up your templates correctly.

  Templates can be added into Docmail as Microsoft Word (.doc or .docx), Rich Text Format (.rtf), 
Open	Office	(.odt)	or	Portable	Document	Format	(.pdf).

	 	You	can	only	use	PDF	files	if	the	template	is	to	be	printed	exactly	as	supplied	with	any	
personalised	fields	in	it	being	set	up	as	Form	Fields.	Personalised	means	that	either	Docmail	will	
place the name and address on the template (any template marked as an addressed letter and 
used	as	the	first	template	in	a	mail	pack),	or	any	template	where	you	have	used	a	merge	field	and	
you want Docmail to replace that with a piece of data. Any template that is personalised or is to 
be an addressed letter must be in Microsoft Word (.doc) or Rich Text format (.rtf).  

Templates

  The document should be size A4 in (29.7cm x 21.0 cm). 

Margins

  For all templates so that we can put your documents into an envelope Docmail will apply a 
barcode to the left hand margin on the front of each sheet of paper. We therefore recommend that 
your	templates	have	at	least	a	1.5	cm	left	hand	margin;	using	a	margin	less	than	this	may	mean	
that some of your template content gets overprinted with a barcode. You will be able to see the 
barcodes	on	your	final	proof.

  For any addressed letter template, Docmail will apply the mailing name and address in the 
required position. The left margin that Docmail uses when it applies the name and address will 
be 2.54 cm. We recommend you use a margin of 2.54 cm on all templates which you intend to 
use as addressed letters to ensure that your text lines up with the name and addresses. We also 
recommend that you start your letter at least 9 cm down from the top of the page to allow room 
for the name and address to be printed.

  To set the margins in Microsoft Word (2007 and later versions), open the document in Microsoft 
Word, and go to the Page Layout tab, click on margins and adjust the margins as required using a 
setting that has a 2.54 cm margin or using the Custom Margins settings. Use the help section in 
Microsoft Word for more help on how to set margins.

Logos

  Logos can be applied in two ways. You can either embed any logos and signatures you require in 
your individual document templates or you can use ‘Background’ overlays. Background overlays 
are A4 size PDFs set up and held in your Library which can be applied to templates as required.  
You could, for example, have a PDF overlay of your company logo and use this on each template 
requiring the logo. See the section ‘Backgrounds’ under Library for further information.

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Using	merge	fields	in	your	templates

  You can tell Docmail to add items of data from your name and address data into your template by 
using	‘merge	fields’.	Merge	fields	tell	Docmail	where	to	add	particular	pieces	of	data.	As	well	as	
the	name	and	address	fields	that	are	applied	by	Docmail	for	the	mailing	name	and	address,	you	
can	use	any	of	the	fields	from	your	data	in	your	templates.	Wherever	you	want	to	use	a	field	from	
your database to put into your template, use the format <<fieldname>> in the template, where 
fieldname	is	the	name	of	the	database	field	you	want	docmail	to	use.	The	opening	and	closing	
bracket	characters	are	also	important.	“<”	is	usually	found	on	the	same	key	as	the	comma,	and	
“>”	is	usually	found	on	the	same	key	as	the	full	stop.

  For example, in your letter you might want to say “Dear Fred”,	where	Fred	is	someone’s’	first	
name,	and	you	have	this	field	in	your	docmail	database	under	the	field	“firstname”.	Therefore	if	
you put “Dear	<<firstname>>”	in	your	template,	docmail	knows	you	want	the	first	name	to	be	
put	there,	and	will	automatically	print	it	for	you,	using	the	content	of	the	field	“firstname”	from	
your name and address data. This is called “merging”.

	 	These	“merge	fields”	can	be	used	anywhere	in	your	templates	to	tell	us	where	to	merge	a	field	
from	your	database	into	your	template.	The	full	list	of	standard	docmail	merge	fields	you	can	use	
to	merge	fields	from	your	docmail	database	is	shown	in	the	table	below.	Using	one	of	these	merge	
fields	will	tell	docmail	to	merge	the	data	from	that	field	in	your	database	into	your	template.

Docmail	field	name Tag to use Docmail	field Tag to use

Title <<Title>> email <<email>>

Firstname <<Firstname>> extrainfo <<extrainfo>>

Surname <<Surname>> notes <<notes>>

fullname <<fullname>> Custom1 <<Custom1>>

companyname <<companyname>> Custom2 <<Custom2>>

jobtitle <<jobtitle>> Custom3 <<Custom3>>

Telephone <<Telephone>> Custom4 <<Custom4>>

mobile <<mobile>> Custom5 <<Custom5>>

Facsimile <<Facsimile>> Custom6 <<Custom6>>

Address 1 <<Address1>> Custom7 <<Custom7>>

Address 2 <<Address2>> Custom8 <<Custom8>>

Address 3 <<Address3>> Custom9 <<Custom9>>

Address 4 <<Address4>> Custom10 <<Custom10>>

Address 5 <<Address5>>

 	If	you	have	merge	fields	in	your	document	that	are	not	standard	Docmail	fields	then,	as	long	as	
the	column	headers	in	your	data	match	the	merge	fields,	these	can	be	used	by	Docmail	by	using	
the	Custom	fields.

Need help? Email: docmailsupport@cfh.com
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Creating	Form	Fields	within	a	pdf	file

  To put Form Fields into an existing PDF - 

  • Select Forms from the menu bar 
  • Select Add or Edit Fields from the menu. (Choose No when asked if the programme should  
	 	 	 detect	the	fields	for	you.)		 
  • Select Add New Field 
  • Select ‘Text Field’ from the list shown 
  • Draw the text box where you want it to go 
  • Give it a unique name (e.g. Field1) 
  • Click the ‘Show All Properties’ link 
  • Go to the Options tab and enter text with a tag exactly as you would in Word (e.g.  
	 	 	 <<Date>>)	in	the	Default	Value	box.	You	can	change	the	alignment	and	any	other	 
   properties within the dialogue box if require

	 	The	text	in	the	default	value	is	what	gets	processed	for	replacement	tags.	Add	other	fields	as	
required	and	save	the	PDF.	Upload	it	to	Docmail	and	everything	else	is	the	same	as	for	a	Word	file	
-	Docmail	will	extract	the	form	fields	from	the	document	as	variables.

Need help? Call: 01761 409701 / 409702



65

Using the date in your templates

  Docmail can automatically insert the date into your templates. This will be the date we print your 
mailing.	If	you	want	the	date	put	into	your	letter,	using	the	following	field	holders	depending	on	
the format of date you want. 

Format of date Description of format Field to use

23/06/08 dd/mm/yy <<date1>>

Monday 23rd June 2008 full day and date  
(including	correct	date	suffix	st,	th,	nd	or	rd)

<<date2>>

23 Jun 2008 no	suffix,	three	letter	month <<date3>>

23rd June 2008 full	date	(including	suffix) <<date4>>

 Example

   If you were creating a letter to check you hold the right contact details for someone, the 
template might look something like this:

   Docmail will then apply the name and address in the correct position and merge all the right 
details	from	your	database	into	the	field	holders	that	you	have	used	in	your	template.	The	
printed	letter	would	look	as	shown	below,	with	all	the	field	holders	replaced	by	the	correct	
data. 

<<date4>> 
 

Member ID: <<MemberID>> 
 
 
 

Dear <<firstname>> 
 
We are currently updating our records and would like to check the details we 
hold for  
you are correct; 
 
Your name:   <<fullname>> 
Your job title:   <<jobtitle>> 
Your phone number: <<telephone>> 
Your email address:  <<email>> 
 
 
 
 
 
 
 
 

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Template Variables

 	Template	variables	work	a	bit	like	merge	fields,	but	instead	of	using	data	from	your	database,	
they get replaced with data that you set at a template level.

  For example, you might have a template which is the same every time you use it, except you 
need to change one or two things, like the location and time if it was an appointment letter.

	 	You	can	place	merge	fields	in	your	template	for	<<location>>	and	<<time>>	in	exactly	the	
same manner as outlined above. These variables are then set on the template when you add it to 
docmail.

  See the section “Edit variables” under the Library section. Every time you then use that template 
in a mailing, you will be prompted to enter the value you want for “location and “time”.

19th October 2012 
 

Member ID: 1234567ABC 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Dear John 
 
We are currently updating our records and would like to check the details we 
hold for  
you are correct; 
 
Your name:   John Smith 
Your job title:   Store Manager 
Your phone number: 01761 409701 
Your email address:  docmailsupport@cfh.com 
 
 
 
 
 
 
 
 

John Smith
Store Manager
CFH
St Peter's Park
Wells Road
Radstock
BA3 3UPP

00
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Embedding	Fonts	within	a	Microsoft	Word	file

	 Word	2007	&	2010

  	First	click	on	the	Microsoft	Office	button	in	the	upper	left	hand	corner	and	choose	“Word	
options”	Select	the	‘Save’	tab	on	the	left.	Tick	‘Embed	fonts	in	the	file’.	

Word 2003

	 	 	On	your	tool	bar,	click	on	‘Tools’	and	then	select	‘Options’.	Select	the	‘Save’	tab	(below	figure)	
and	tick	the	box	where	it	says	‘Embed	True	Type	Fonts’.	Click	on	‘OK’	and	then	save	the	file	to	
save the changes.

 

Need help? Call: 01761 409701 / 409702
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APPENDIX 2 - DATA PREPARATION 
 
  Following these guidelines will ensure you supply your data in the best possible format for docmail 

to use. This preparation is vital to ensure your data is correct and ready to be imported into your 
personal docmail database. Remember, you only need to do this once and then import your names 
and addresses into docmail.

Your personal docmail database

  You can keep all your names and addresses stored in docmail. Once they are imported, they will 
be available to add into mailing lists and use in mailings. Your personal docmail database can 
contain	all	the	fields	outlined	in	the	table	below.	Most	of	these	are	self-explanatory	as	to	what	
they	should	contain.	The	fields	Custom1	–	Custom10	can	be	used	for	any	other	data	fields	you	
may require over and above the standard set. As a minimum, your database will need to contain 
the	fields	docmail	requires	for	the	mailing	name	and	address.	One	address	line	is	the	minimum	
number	of	address	lines	which	can	form	a	valid	address	as	defined	by	Royal	Mail,	so	those	are	
mandatory	fields.	All	other	fields	are	optional,	but	we	would	advise	you	to	import	as	many	as	
possible	into	docmail	(if	you	have	them	in	your	original	data)	to	give	you	the	maximum	flexibility.

Fields available in your personal docmail database

Docmail	field	name Example data Mandatory / optional
title Mr optional
Firstname John optional (if not adding fullname)
Surname Smith optional (if not adding fullname)
fullname John Smith optional (if not adding Firstname and Surname)
company name Acme Engineering optional
job title A very hard worker optional
direct line 01234 123 4567 optional
mobile 07777 123456 optional
Facsimile 01234 765 4321 optional
Address 1 1 Sample House mandatory
Address 2 A Sample Road optional
Address 3 Sample Village optional
Address 4 Sample Town optional
Address 5 Sample County optional
Address 6 AB1 2CD optional
email me@test.com optional
extra info  optional
notes  optional
Custom1 Custom data for you optional
Custom2 Custom data for you optional
Custom3 Custom data for you optional
Custom4 Custom data for you optional
Custom5 Custom data for you optional
Custom6 Custom data for you optional
Custom7 Custom data for you optional
Custom8 Custom data for you optional
Custom9 Custom data for you optional
Custom10 Custom data for you optional

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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Address format

  Always try to ensure the postcode is included in each address in your data. This will help to 
ensure we can offer you the lowest postal prices. They don’t all have to be in the same column for 
all your records.

  If you don’t know the postcode, or would like to double check any, you can use a free service on 
the Royal Mail website. Simply go to www.royalmail.com,	and	click	on	“find	a	postcode”.	You	will	
find	instructions	there	on	how	to	use	this	facility.	The	site	will	allow	you	to	check	15	postcodes	a	
day for free. This service will also give you the recommended address format to use for any UK 
address, and updating your database to use the addresses as given here is recommended.

 For example, Counties are not a required part of the address, so you may have:

 Twickenham Stadium 
 Rugby Road 
 Twickenham 
 Surrey 
 TW1 1DZ

 If you check this address with the Royal Mail website above, it will give you:

 Rugby Football Union 
 Rugby Road 
 Twickenham 
 TW1 1DZ

 This is the preferred address format, and if possible you should use this.

  Don’t worry, because docmail will check if your addresses are suitable for the best prices, and will 
tell you which addresses may attract a postage surcharge. You will have a chance to check those 
if you need to.

Name format

  When you create a mailing, you can choose from a number of different name formats in the 
mailing options section. The formats available are as follows:

 Full name 
 Title Surname 
 Title Firstname Surname 
 Firstname Surname 
 Title Initial Surname

	 The	name	fields	available	within	your	personal	docmail	database	are:

 Full name 
 Title 
 First name 
 Surname

Need help? Email: docmailsupport@cfh.com
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Creating	a	Data	file

 	When	creating	your	data	file	it	is	best	to	have	column	headers.	This	makes	it	easier	when	it	
comes	to	mapping	the	fields	on	an	order.	Column	headers	always	go	into	the	first	row	on	the	
spreadsheet.

  There is no limit on how many column headers you have although it may be best to remove 
columns that you do not require before uploading them onto docmail to save time.

 

Column headers explain 
what information will be 
in that column, seen here 
in bold

Each row represents a 
different recipient on the 
mailing list

Need help? Call: 01761 409701 / 409702
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APPENDIX 3 - PREFORMATTED STREAMS 
 
  A preformatted stream means a group of letters that already have the name and address of 

the recipients on them.  Each recipient could have a letter with a different number of pages, for 
example, Mr Smith’s letter may be one page whereas Mr Jones’ letter may have three pages. 
These	can	all	be	on	the	same	file.		

  Preformatted streams are only accepted as Adobe pdf’s (.pdf), and although the address is 
already	on	the	letter	Docmail	still	needs	an	address	file	to	validated	addresses	against	the	
Royal	Mail	database	for	postage.	On	the	address	file	you	will	need	your	standard	columns	of	
information, for example the recipient’s name or company name and the full address, and all the 
addresses must to be in the same order as they are on your preformatted stream. 

  You will also need an additional column in the spreadsheet called ‘StreamPages1’ where you must 
put the number of pages that each person has on their letter.  This will ensure that each recipient 
receives the correct number of pages to their letter.

Preformatted stream - Edit mail pack

	 	When	uploading	a	merged	file	(preformatted	stream)	to	Docmail	you	need	to	be	in	Advanced	
mode. The preformatted stream will need to be uploaded as a template on the Edit mail pack 
page. For more information on this, please see page 32 of the guide.

  Click on UPLOAD to upload your preformatted stream and select the template type as 
‘Preformatted stream’.

Click on Select to upload 
your	letter	file	from	your	
computer

Select whether 
your template is a 
preformatted stream or 
document

Questions? FAQ’s: www.docmail.co.uk/dm3business/faqsb.html
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  Once you have uploaded your preformatted stream. Click on ‘Next’. This will then take you 
through	to	‘Edit	mailing	list’	where	the	address	file	can	be	uploaded.	

Preformatted stream - Edit mailing list

	 	Click	on	‘UPLOAD’	to	browse	for	the	address	file	on	your	computer	as	per	page	33	of	this	guide.		
Once	you	have	selected	the	file	click	on	‘Next’	you	will	be	directed	to	Assign	fields.		Based	on	the	
names	of	the	fields	in	your	file,	Docmail	will	try	to	map	them	to	the	correct	target	field	in	Docmail.		

  Your ‘StreamPages1’ column should automatically map to StreamPages1 as below.  If you need 
to	change	any	of	the	other	fields	click	on	the	Target	field	drop	down	to	choose	the	field	you	want	
assigned.  Once you are happy, click Next. 

	 	If	you	have	fields	in	your	letter	template	that	are	not	standard	Docmail	fields	you	will	need	to	
select	‘Add	Custom	Field’	for	the	required	field.		The	column	header	must	match	your	merge	field

 You can then carry on with your order as normal.

Need help? Email: docmailsupport@cfh.com
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