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GETTING STARTED
Display settings
Please be aware that to allow for the Print Driver to function efficiently, there is a necessity to maintain the following settings
on your computer.
Firstly, your display settings (available in the Display menu of your Control Panel in your Start bar) must be set to ‘Smaller –
100% (default) as visible in the image below:

If your settings are in ‘Medium’ or ‘Larger’ you may find that the Print Driver will not display correctly and you may not be
able to access all functionality.
Secondly, your resolution settings (available in the Adjust Resolution menu of your Control Panel in the Display menu of your
Start bar) should be set to the recommended resolution of your computer.

Signing up
To utilise the Print Driver you will be required to have a Docmail Account. To set up an Account, please navigate to the
following website in your browser:
https://www.cfhdocmail.com/live/signupnew.aspx?VM=everyone
And complete the three step process for sign up.

Topping up your Account
You will also need to top up your account to be able to produce and send mailings from the Print Driver.
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Sign into your Docmail account via the Docmail website (you can navigate to https://www.cfhdocmail.com/Live/login.
aspx?VM=personal+account# to sign in) and select the Admin menu. In the Mailing section of the Admin menu, select the
‘TOP-UP ACCOUNT’ option, where you are then able to top up your account utilising debit or credit card.

Create your letter document...
If you are sending to more than one address you will have to complete the mail merge yourself before printing to the Docmail
driver. Always remember to check your Docmail proof before submitting the order.
If you are including an address on your documents, please ensure that the address is visible on each of the documents
contained within your mailing.
If you intend to enter the address manually per document, this can also be supported. Please refer to the Advanced Guide for
further information.
If your document is a PDF, to ensure your address is visible to the Docmail Print Driver, it is recommended to drag and drop
this straight into the “Print Driver - main” window. This will then take you to the Print Desktop profiler and steps 1 to 4 below
will apply. Please see appendix 1 for more information on printing a PDF.

PRINT TO DOCMAIL
When you have completed your documents you will need to go to file print, then select Docmail. You will be presented with a
login screen to log into Docmail.

Clicking “Remember me” will remember the username and password in the system.
The Print Driver Profiler will now appear. There are 4 steps within the profiler that you have to go through:
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STEP 1 - MAILING OPTIONS
Proﬁle
A Profile is a selection of saved options that you have previously chosen on an order. You may for example have one Profile
that you can use for all of your single black & white 1st class letters and another Profile for all of your colour 2nd class multi
page letters.
You are given the option to save a profile each time you use the Print Driver. The option to save your profile is available at the
end of your order once all options have been selected and a proof has been returned to you. You will find the ‘save profile’
option on the screen in which you review your proof for your mailing. When you have profiles saved you can select one at
this stage, this will then pre-load all of the settings for steps 2 to 4 and you may go straight to view proof if you wish.

Delivery type
There are two delivery options available: Standard delivery is a two day service and First Class delivery is a one day service.
Please see the Docmail mailing schedule for more information, which is available in Appendix 2.
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Mailing name and mailing description
These are for your reference only and will be displayed on the main Print Driver screen. If this is your first time using the Print
Driver or you want to create a new profile please click on ‘Next’ to select your profile settings.

STEP 2 - DOCUMENTS
Background
This option allows you to select a background (from your Docmail account) for this mailing (a letterhead for example).

Print margin (3mm)
Docmail applies a 3mm print margin to all A3 and A4 documents. There are two options available to accommodate for
this margin: Shrink to fit - Docmail will automatically resize your document to allow for the 3mm print margin. This is the
recommended setting for most documents.
Keep original size - This is the recommended option if you have any barcodes or if your document will be used for optical
scanning. Please note if you have any information within the 3mm margin it will be cropped.
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Click on ‘Add documents’ from the top of the screen to upload additional documents, either from your computer or from your
library.

Click here to upload documents from
your computer

Click here to add documents from
your Docmail library. These options
will only appear if you have created
and saved designs on your Docmail
account.

The documents available in your library may include any envelopes that you have saved.

STEP 3 - ADDRESSES
The blue box shows where the address panel will be added, unless you choose not to add an address panel as part of your
envelope preference on the print and post step. Please note if you would like to use a standard envelope please ensure no
information other than the address appears within the address area.
There are two address options available on the Docmail Print Driver - extract addresses and enter addresses.
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Enter addresses
The enter addresses option can be used to manually enter addresses if your document does not have the address already
contained within it.

You can amend or delete
addresses by clicking on the one
that you want to change and
using either of these buttons

Enter the names and address that
you want to use in these boxes by
clicking on ‘Add another’ between
each name and address
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Extract addresses
If your document already includes the address Docmail can extract the address and print it in the correct position for a
standard envelope or ready to print it on the outer envelope.

If your address does not fit within the address area place your mouse towards the top left hand side of your address and
click and hold down your left mouse button and drag a box around your address area. We would usually recommend making
the box you draw slightly larger than the address you have on screen but being careful not to include any other information
other than the address.

Page identiﬁer logic
This is where you will need to tell Docmail how many pages are in your letter.
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Fixed number of pages
This option allows you to specify how many pages each record/envelope will contain and can be used if each envelope has
the same number of pages. The number of pages you enter should be the number of electronic pages or printed sides within
your letter.
● Example 1 - If you have a single page document to one person the number of pages should be set to 1. Docmail will
then identify the number of recipients in red for you, which will be 1.
● Example 2 - A mail merge document for 20 addresses and each address has 2 pages, put 2 in the pages field and
each envelope will have 2 pages inserted. The number of recipients displayed in red will be 20. Once you have
indicated the number of pages per recipient, you will be navigated to the extract addresses page. Please ensure that
the number of addresses is as you expect.
Once you have indicated the number of pages per recipient, you will be navigated to the extract addresses page. Please
ensure that the number of addresses is as you expect.
CAUTION: Please be aware that if the number of addresses is lower, this may mean that some of your letters are of varying
lengths, or the incorrect number of pages per letter has been indicated; the impact of this is that multiple letters intended
for individual recipients may be sent to single recipients and therefore careful checking of this page is key to ensuring your
mailing is completed as required.
The number of addresses is also displayed throughout the Print Driver process in the ‘Add Addresses’ section at the top of
the Print Driver:

Check your proof carefully prior to approving the mailing.
If your file has letters of varying lengths please see the full Print Driver user guide.
Once you have selected your options, please click on ‘Next’.
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Once you have viewed your addresses please click on ‘Next’.

These boxes display the recipient full name and
address that has been identified in the address
area. This can be edited if required. To save
your changes, click on ‘Update’.

You can click here to use the
Address name prefix. This will add
text that precedes the address e.g.
“To the parent / guardian of”.

You can click here
to change any
extraction option.

STEP 4 - PRINT & POST
Print options
You have the option of black and white and colour, simplex which is single sided and Duplex which is double sided. The most
cost effective options are Black and White and Duplex.
Please note: if you are sending a double sided document or leaflet please select the Duplex print option to ensure it prints
double sided.

Despatch
The despatch is defaulted to ASAP. If ASAP is selected and your order is placed before 5pm it will be despatched the next
working day. Alternatively you may select a date and Docmail will print and post your letter on the requested date. If a
specific date is selected and saved in a profile all orders created using the profile will be despatched on the specified date.
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Envelope preference
You can choose from one of the following outer envelope options:
● Standard envelopes
If you choose standard envelopes we will use either standard Docmail window or non-window envelopes. If you
select to use your own return address with standard envelopes then only non-window envelopes will be used.
● Window envelopes
Docmail will produce all your documents in window envelopes.*
● Custom design envelopes
Design your own custom envelope (non-window) including images, personalised text and your own return address.*

Returns
If you select returns to be managed Docmail can provide a full returns service for all non-deliverable letters so that you can
update your database. If you wish to handle your own returns then you can enter your own return address.*

Address panels
An address panel is the area of the envelope in which the address appears. If you have selected a custom design envelope or
a standard envelope with you own return address, you can indicate that an address panel is not wanted. This will mean that
the address will appear printed directly on the envelope itself.
If you are using a custom design envelope or a standard envelope with your own return address you can choose not to have
an address panel added to your document by selecting ‘no address panels’.*
Once you have selected your print and post options please click ‘View Proof’ at the bottom of the page.
*Please note these options may incur some additional charge. Please see price guide for more information.
You will also be asked to confirm that the correct page count and number of addresses is correct. Again, it is highlighted that
if the wrong page count has been indicated, letters may be sent to the wrong person.
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APPROVING YOUR ORDER
Your letter will now be sent to Docmail and a proof will be returned for your approval. To view your proof please click on the
letter icon of the order you have created.

A summary of your order will be displayed and you will be shown an envelope with the recipients address printed on it.
Please click on the envelope and this will show you your letter.
If you are happy with the proof you may close the proof and select ‘Approve and Submit’ to complete your order. This will
then be paid for on Docmail and processed.
If you need to amend the document you will need to cancel the order and print it again to Docmail.
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Proﬁles
If you would like to save the settings you have used to create this order to use on future orders please select ‘Save profile’
at the bottom of the screen. If your letters follow a similar format you can save the Docmail settings you have selected as a
‘profile’ and automate the process for future letters if you wish.
The profile will only remember the settings you have selected however it will not remember the content/ text. Therefore if
your letters follow a similar format you can use the same profile for all of your letters. If you have more than one format
of letters you can create separate profiles for each kind. For example you may have a profile for one page black and white
letters and another profile for two page black and white letters.
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Enabling Automation through the Print Driver
You can use the Options icon to choose various settings on the Print Driver screen. You can select a default profile from a
drop down list of all current profiles.
If a default profile is selected when you next print to Docmail it will auto-populate the profile box at the first step on the
screen.
When a default profile has been selected a box labelled ‘Mode’ will appear and there will be an option on the drop down
selection to automate the Print Driver. If selected - when you print to Docmail - the system will automatically run through all
the steps taking you directly to the proofing stage.

From this screen you can also save a default PO reference which is then stored against your log in details. If you would like
the Print Driver to log you in automatically please enter your log in credentials and tick ‘remember me’.
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APPENDIX 1
To ensure Docmail is able to extract your address from your PDF you will need to drag and drop your PDF into the Print
Driver main window.
Please be aware that if a PDF is made up of images (e.g. a scanned document), the Print Driver may not be able to extract
any text from it.
Firstly, save your PDF somewhere on your PC or desktop.
Once you have saved your PDF please open your Print Driver from the start menu. This will open the Print Driver main
window.

Please note: if you have already used your Print Driver it may be running in the
system tray on the bottom right hand corner of your screen. To open the Print
Driver double click on the icon as illustrated below.
Please find the PDF you have saved on your PC and drag and drop it into the
middle of the Print Driver main window. This can be done by picking the file up
and dragging it into the middle of the screen as if you were moving it into a new
folder.
Once you have dragged and dropped your PDF step one of the Print Driver will
appear. Please see the above steps on how to create your order.
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APPENDIX 2

Secure website

●

Save time and money

●

No minimum quantity

●

Only 44p (+VAT), including A4 letter, print, envelope & 2nd class postage

HOW LONG DOES IT TAKE FOR
MY LETTER TO BE DELIVERED?
Docmail operates a next working day despatch if your order is placed Monday to
Friday. Orders placed over the weekend or on Bank Holidays are processed the next
working day.
The table below indicates when your letter should arrive.

Day you place your
order *

Day it should arrive
using standard service

Day it should arrive
using 1st class service

Monday

Thursday

Wednesday

Tuesday

Friday

Thursday

Wednesday

Saturday

Friday

Thursday

Monday

Saturday

Friday

Wednesday

Tuesday

Saturday

Thursday

Wednesday

Sunday

Thursday

Wednesday

* Orders need to be submitted before 5.00pm.

St Peter’s Park, Wells Road, Radstock, BA3 3UP, UK :: Tel: 01761 416311 :: Fax: 01761 409700 :: Web: www.docmail.co.uk
Registered in England No. 1716891 :: VAT Reg. No. GB 720 9782 23
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APPENDIX 3
Enabling Merge Mode - combining multiple documents into a
single ﬁle
Merge mode allows you to combine multiple files using the Docmail file combiner into a single document which can be
printed directly through Docmail.
We would recommend using Merge Mode if you are using a system which creates a new file for each individual letter in
your mail merge or if your system sends smaller batches when completing a mail merge. Merge Mode may also be used to
combine files which are sent from separate systems.
To enable merge mode please click on the Options icon and select ‘Enable Merge Mode’. The next time you print to Docmail
the file combiner will appear to allow you to combine your files into a single document.
You can switch the file combiner off at any time simply by unticking the ‘merge mode’ box.
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Combining your documents
Print your documents to the Docmail Print Driver and this will open the file combiner as illustrated below:

If you are combining multiple files which are being sent from the same system please wait until all of your files have loaded
before proceeding to the next step.
PDF files can be dragged on to the Dashboard or combiner window to add them to the list of files that can be merged.
If you are combining files from multiple systems please print the documents in the order you wish them to appear in mail
merge.
You may amend the order of your documents within the list at any time by selecting the documents you wish to move and
selecting the up or down arrow to re-position them in your list. Alternatively if a document is no longer required you can
remove it from your list by selecting ‘Delete’.
Once all of your documents have been printed you can select to merge all of your documents by clicking on ‘select all’ at the
bottom of the screen or select specific documents to merge by highlighting them within your list.
Once you have selected the documents you would like to combine please click on merge.
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You will be given the option to rename your merged document for your reference. Please enter a document name in the box
as illustrated below and click on OK:

Please note: To ensure processing is efficient the combiner will display up to 1000 pages to combine into a single file. If the
number of pages exceeds 1000 any further documents will be held in a queue ready for you to merge once the first 1000
have been combined. A total number of documents and pages are displayed at the bottom of your combiner. This includes
any documents which are held in the queue. The ‘document displayed’ and ‘pages displayed’ confirms the number of items
which are available to include in the current merge. The ‘documents selected’ and ‘pages selected’ confirms the number of
items you have selected to be included in your current merge.
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Once you have selected to merge your individual documents you will be taken to a preview of your combined document as
illustrated below:

To view the order of the pages please use the arrows on the bottom left hand corner of the screen.
Cancel – This will cancel the document and return all of the documents you have merged to the document merge screen
where you will be given the option to re-order the documents, delete documents or select other documents to include
Save – This option allows you to save the document as a PDF to your PC
Save & Print – This will allow you to save the document to your PC and print the document to the Print Driver for printing and
posting.
Print – This option allows you to print the document to Docmail for printing and posting without saving to your PC.
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Please note: If you are printing more than 1000 pages you will be returned to the document combiner screen to action any
files which are in the document queue before the Print Driver steps are launched.
Further to this, if any files remain in the file combiner when the merge has been completed, you will be returned to the merge
screen to complete actions on these files (be it a further merge or deletion etc.)
When the combiner screen is closed, any files which remain in this screen will be discarded.
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