selectabase

User Guide

Selectabase Print Driver

Welcome to the user guide for the Selectabase Print Driver. This guide will walk you through
the installation, setup, and usage of the print driver to ensure smooth operation.

Installation:

After purchasing, you will receive a download link via email. Click on the link to download
the print driver file to your computer. Once the download is complete, locate the file (usually
named selectabase.exe). Double-click the file to begin the installation process.

Selectabase hod

Welcome to the Installshield Wizard for
Selectabase

The InstallShield Wizard will install Selectabase on your
computer. To continue, dick Next.

1. Click Next to continue
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License Agreement
Please read the following license agreement carefully.

- ,

EMD-USER. LICEMSE AGREEMENT FOR. ISOPOST, ~
IMPORTANT PLEASE READ THE TERMS AMD CONDITIONS OF THIS LICEMSE

AGREEMENT CAREFULLY BEFORE CONTIMUING WITH THIS PROGRAM IMSTALL.

Isopyre Limited's End-User License Agreement ("EULA") is a legal agreement between

you {YOU", either an individual or a single entity) and Isopyre Limited ("ISOPYRE™).

For the Isopyre software product “isoPost™ which may indude assodated software
components, media, printed materials, and "online” or electronic documentation
("ISOPCST). By installing, copying, or atherwise using ISOPOST, YOU agree to be

bound by the terms of this EULA, This EULA should be read in conjunction with any End
IJser Licence Agreement between ¥OU and your ISOPOST service provider.  In cases
where these documents differ, the signed agreement document will take precedence.
ISOPOST is protected by copyright laws and international copyright treaties, as wellas

(®)1 accept the terms of the license agreement! Print

("1 do not accept the terms of the license agreement

2. You must accept the license agreement and click Next.

Selectabase ot

Choose Destination Location
Select folder where setup will install files.

. Install Selectabasze to:
C:\Program Files (x86)\Selectabasze\Selectabase Change...

3. Select a destination location for the Selectabase Client to be installed. It is usual to leave
this set as the default installation path. Click Next to continue
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Select Working Folder %

Select working folder location. ~

To uze the default working folder, chck Mest. [recommended)

To zpecify a non-standard working folder, please enter its location in the bow below,
Ervironment vaniables may be used az part of the path, for example; #U serProfilefsD ocuments

IMPORTAMT: If a non-standard warking falder iz specified, itz location must be unique ta each
isoPost uzer.

¢ Back Cancel

4, The Selectabase Client requires a working folder which is unique for each user. By default,
this is the user's 'temp' folder and usually doesn't need to be changed.

Selectabase -
Installation Options w
Select required inztallation options. ~

Select fram the options below,

linstall updates automatically [recommendedg

[ Require manual collation

¢ Back Cancel

5. Select from some additional installation options.
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e Select whether you want the Selectabase Client to automatically install updates
when new versions are released (not available for multi-instance installs).

e Select whether you want the Selectabase Client to collate multiple document
submissions into a single submission. This is useful when integrating with automated
systems. See Document Collation Mode for more information

Selectabase pod

Ready to Install the Program
The wizard is ready to begin installation. \
Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

6. If you are happy to proceed, click Install

Selectabase

Setup Status

The InstallShield Wizard is installing Selectabase

Installing

C:\...\Selectabase \Selectabase\GdPicture . MET. 14.dll

Cancel
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InstallShield Wizard Complete

The Installshield Wizard has successfully installed
Selectabase. Click Finish to exit the wizard.

7. Click Finish to complete your Selectabase Client Installation.
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Using Selectabase Client

To send a document using the Selectabase Client, the document should be created in the
same manner as if printing to a normal desk top printer. Standard document creation tools
can continue to be used (such as Microsoft Word). To print to Selectabase, follow the
instructions below (all examples are from Microsoft Word): - 1. When the document has
been designed and is ready to print, select print from your application. The example below is
from a Microsoft Office application.

Print

LI'L[ Hame
D New =
Print
= Open
Printer
Info
Selectabase (redirected 3)
<3
Save Ready
Printer Properties
Save As .
Settings
The whaole thing
Share Pages: |

Export Print One Sided
¢ Only print on one side of th...

2. Click Printer, ensure that the Selectabase Printer is selected. Select the required page
numbers and when happy with the selection click Print.

3. The Selectabase Client preview will be displayed allowing you to choose further options
about how the document will be printed as well as mailing options (see Fulfilment Options
sections) Some of the options shown below may not be visible, the options available are
dependent on your configuration.
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B selectabase - 1 Documents — O b
etz b M b M| |OC|QFE_ Jajo®
Address:
Peter Smith
Test Apartment
45 Example Avenue
selectabase Faketown
XY9 82W
Peter Smith
Test Apartment
45 Example Avenur MNOTE:
Faketown Please check that your delivery address fits
o3 ETW within the highlighted box, and that the
Cllent fef. 2643456 address extracted above is correct.
Options:
Postage: ]
bearpater, Second Class -
This iz 3 gemanstration of cur hybeid mail system. Using this service, lotters Fke this ooe are
pracessed and defivered seamlessy. Key features indude: Colour:
1 Efficient Processing — Ugload your letters electranically. Yes -
T Secure Delivery — Ensuring your documents reach their destination.
3. Cost Savings - Streamiined malling reduces overheats. Quplex:
This Ietter shawcases how yaur carrespand ence wil kaok when using our servioe. IF you have Yes -
Ay questiond o wish ba see mare, contact us al sales@selectabase. couuk
Vours dincerel Letterhead
Ours dincerely,
Selectabase Selectabase Letterhead -
| Attach Document
Mail Merge:
[#] Enable: (#) Fixed Page
1 +| ) Varizble Page
Hold:
[ Enable:
579 114 /2074
23/11/202 “
| Submit | | Cancel |

4, Ensure that the delivery address is clearly within the highlighted area and that the address
details have been extracted successfully. If the address position needs to be modified, hit the
Cancel button, and change the document appropriately. See Address Window section for
more details.

Peter Smith

Test Apartment

45 Exam ple Avenup
Faketown

xra BIW

5. Ensure that no document content is present in any Exclusion Boxes shown on the preview.
These areas are used as part of the document production processes, as such you should not
use these areas.
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This i
prace

1
3

Thiis |
arr g

Your:

Selag
6. Once all the necessary options have been selected, hit the ‘OK’ button. Once the
document has been submitted, you will be returned to your original document.

Address Window

For the document to be correctly mailed, the address of the recipient must be within the
highlighted area of the document preview: -

Paler Smith

Test Apartment

45 Examipls Aweerue
Faketown

rd BOW

This is the area of the document that can be viewed through the address window of the
envelope. Sometimes there may be a region around the envelope window which must be
kept blank for postage reasons. This area will be shown in grey, and your document cannot
be submitted if anything is present in this area.

The Selectabase Client will read the information contained within the envelope window
position and display it at the top right of the preview: -

Address:

Peter Smith

Test Apartment

45 Example Avenue
Faketown

Xr9 82N

NOTE:

Flease check that your delivery address fits
within the highlighted box, and that the
address extracted above is correct.
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Ensure that the address is correct in this box before submitting the document as this is
where the document will be posted to.
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Exclusion Box

For the document to be correctly produced, it is sometimes necessary to add barcodes and
sequence numbers to the document. The areas where these items will be printed are shown
on the document preview: -

.........

Dear Petar,

This is a gemonstration of our by
pracessed and delivered seamle:

1 Efficient Prodesding — Upl
I Secure Delivery — Ensurin
3. Cost Savings - Streamling

This letter showcases how yaur ¢
arry questions o wish Lo see mor

Yours dincerely,

Selectabase

Placing document content in these areas can cause issues with print and fulfilment,
therefore the Selectabase Client will not allow you to submit documents which contain text
in these areas.
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Fulfilment Options

Several fulfilment options are available on the print preview. Some of these options may not
be visible dependant on your license.

Options:
Postage:

Second Class -
Caolour:

Yes -
Duplex:

Yes -

Letterhead
Selectabase Letterhead -

| Attach Decument

Mail Merge:
[l Enable: (%) Fixed Page
1 S (O Variable Page
Hald:
[ Enable:
23/11/2024 v
| Submit | | Cancel
Postage

This option allows you to select from the available postage options we offer. Select the
appropriate option from the drop-down menu on the right-hand side of the screen.

Colour

This option allows you to select from Black & White or Colour. Select the appropriate option
from the drop-down menu on the right-hand side of the screen

Duplex

Duplex printing is where a document is printed on both sides of the paper. Selecting 'yes'
makes multiple page documents print on both sides of the paper, therefore using less sheets
of paper. Selecting 'no' makes multiple page documents print on the front side of the paper
only, therefore using more sheets of paper. Select the appropriate option from the drop-
down menu on the right-hand side of the screen

Mail Merge

The Mail Merge feature allows you to submit documents that have been through the
Microsoft Word (or equivalent) Mail Merge process. This allows you to submit multiple
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documents in one go, for example if you are doing a mailshot to multiple addresses. The
default behaviour of the Selectabase Client is to place all pages of your document into a
single recipient envelope. With the Mail Merge feature, you can decide to break up your
document into multiple envelopes. When you do a Mail Merge in Microsoft Word, the
document produced contains all the individual documents one after another. Check the Mail
Merge option to turn this feature on. Then select the number of pages in each document.

Variable Page Mail Merge

The Variable Mail Merge feature allows you to submit documents that have been through
the Microsoft Word (or equivalent) Mail Merge process and are of a varying number of
pages. The default behaviour of the Selectabase Client is to place all pages of your document
into a single recipient envelope. With the Variable Mail Merge feature, you can decide to
break up your document into multiple envelopes. When you do a Mail Merge in Microsoft
Word, the document produced contains all the individual documents one after another.

Check the Variable Mail Merge option to turn this feature on. You will then be presented
with a new toolbar.

£ |Area contains v” ||on document first page v|

Using the draw tool, select a region on the page which determines the start/end of the
document. Build up the logic statement to control how the pages are treated as documents.

Document Hold

The document hold feature allows a user to place a document into a hold state when it is
submitted. This can be used to facilitate an approval process or simply to delay the
processing of the document until a specified date.

Check the Hold Enable option to turn this feature on. You can then choose between the
following options:

e Indefinite Hold - This will require someone to release the document via the Web
Portal before it can be processed.

e Hold Until Date - Use the date picker to select when the document should be
automatically released.
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