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PostalMate synchronizes mailbox information with SmartAlert Pro Service, a third-party subscription service.
When you open, edit or close a mailbox, the SmartAlert Services system will automatically be updated. For more
information about SmartAlert Service, go to smartalertservice.com or call 800-681-8650. You'll need a SmartAlert
Service account username and password to set this up. SmartAlert Pro provides mail and package notifications
via email or text messages.

Initial Setup
1. You must have a SmartAlert Pro account set up with SmartAlert and have a username and password.
2. From Mailbox Manager, choose Tools > Setup and Preferences, and go to the Service Option tab.

3. Add a service name for the notification service and add a retail cost as desired. Checkmark the box Enabled.

Rates | Service Options |Mail Motifications | Deposits & Fees | Mailboxes | Renewal Notices IOﬁ"ler |
| | Options

Service options

Add and enable a service Enabled Description Rate/mo. Department Type Wholesale »
_fgr mail noﬁﬁcaﬁon. Email & Text Service £5.00 Mailbox Mail notifications £0.00
Enter a retail price, i 2 Additional Mailnames £2.00 Mailbox Standard $0.00

de:rez. S f >> 4 Additional Mailnames £4.00 Mailbox Standard £0.00
l/— 24 Hour Service £65.00 Mailbox Standard £0.00

[Service 5] £0.00 Mailbox Standard £0.00 |=
[Service ] £0.00 Mailbox Standard £0.00

l - Add “ < Delete
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4. Choose the “Mail Notifications” tab.
5. Select the service option to be used for notifications.
6. Select “SmartAlert Pro” from the drop-down list on the right.
7. Enter your SmartAlert Username and Password and choose “Test”.
8. Click OK to save your settings.

Rates | Service Options | Mail Notifications | Deposits & Fees | Mailboxes | Rent Notices I Other |
"] Mail & Package Notifications

Assodated service option Motifications generated by
Text & Email Notification - SmartAlert Pro -
New service options can be created from the The Mailbox Manager does not generate
Service Options tab. notifications; this is done via an external service.

SmartAlert Pro is a third-party subscription
offering. For more information go to:

SmartAlert log-in information www . smartalertservice. com
When you open, dose, or edit maiboxes, the

Username: pestest SmartAlert Service database will automatically be
Test updated with the mailbox information.

Password:
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Adding Mail & Package Notifications for Existing Mailbox Customers
1. In Mailbox Manager, choose Find Mailbox.
2. Find and highlight a customer you wish to add the mail notification service to.

3. Choose Add service option from the drop-down list. Click OK.

Find Mailbox

[Z] Mailbox: #3

Search by Enter number Filter by status
@ Mailbox number
3 Active only -
1 Mailname
Number Mailname e
1 Anderson, Gary [Ad'd' o Opm'_] 'I
2 Cooper, Leslie — Refund key depngt. -
: Reverse key deposit
» 3 Davis, Guy Add to service deposit
4 Lowrey, Ruth = Forfeit service deposit
5 Smith, Billy Refund service deposit =
' _ Reverse service deposit ‘E‘
6 Chandler, Lisa = N Add service option i
7 Patel, Sam Delete service option -
J View/Edit

‘ % ox “ E cone H B ‘
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4. Choose the mail notification service and click OK.

5. You will have an option to change the monthly rate, if desired.

6. You will also have an option to charge immediately for the remainder of the term, as desired.

Mailbox Service Options

"] Add Service Option

Sele

Text & Email Notification [3.00/month]

ct Service Option

X ]

OI(

m Cancel E Help

7. Select the appropriate mail notification option (Email and/or Text).

Page 3
Monthly rate X
Manthly rate for this service option:
3.00)
[ Ok I [ Cancel
Remainder of term DX

Charge for remainder of current term:

[ OK H Cancel ]

8. Click OK to save your additions. If you charged for the remainder of the term, the transaction will go directly
to the POS so you can complete the transaction.

Checkmark either/or
both Email or Text
as the mail
notification method.
Enter a valid email
address/phone
number.

T

Mailbox Service Options
I Mail Notifications

Customer name

First:  |Guy

|:| Text

Notification method(s)
x [IEmail

Last: |Davis

Address:

Phone:
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Adding Mail & Package Notifications for New Mailbox Customers

1. In Mailbox Manager, open a new mailbox.

2. Onthe Options & Charges screen, checkmark the box for the mail notification service you added.
3. Complete the new mailbox setup as normal.

4. You'll be prompted to enter the email address and/or text number in the setup process.

Open Mailbox @
{1 Options & Charges:Small, 6-Month Term Box # 8

Service rates Cydle and initial term

Month Term
Checkmark the Basic service: I i $78.00 Due day: |1st day of month -
service for mail
Sl From: 1/22/2014 [Elhg
. . 3.00 18.00
notification. E——— Text & Email Notificatiol $ $
(I To: 8/1/2014 =

[Full term plus 11 days]

Prorate: [¥] Add $5.87
Free additional months: 0

MNext due date: 8/1/2014

Deposits and fees
Charges per term:  $96.00
Setup fee: $5.00

Proration this term: 5.87
Service deposit: $0.00 Deposits/fees: $10.00
Initial amount: £111.87

Deposit for 1 key(s): $5.00
[Sales tax not induded]

‘ Eack H I'lext H mCanceI H gHeIp ‘

Making Changes to Mail & Package Notifications Contact Method

You must make any changes to an email address or phone number in Mailbox Manager (Not in Edit > Customer).
1. Go to Mailbox Manager and choose Find Mailbox.

2. Select the mailbox customer you wish to make changes and choose View/Edit.

3. Choose the Mail Notifications tab.

4. Make any changes here, and click OK to save.
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Removing Mail & Package Notifications for an Existing Mailbox Customer
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If you have a customer that no longer wishes to receive notification, you’ll need to remove the service from the

mailbox.

1. In Mailbox Manager, choose Find Mailbox.

2. Highlight the appropriate mailbox customer and use the drop-down list to select Delete Service Option. Click

OK.

3. Select the service option you wish to remove.

4. You'll be prompted to confirm. Deleting a service will not prompt you to refund for any fees paid.

-ind Mailbox
& Mailbox: #6

Search by

() Mailbox number

Enter name

Chandler, Lisa
@ Mailname

Filter by status

Active only A

Number Mailname o
1 Anderson, Gary i
» 6 Chandler, Lisa
8 Chandler, Lisa

2 Cooper, Leslie

m

3 Davis, Guy
4 Lowrey, Ruth
7 Patel, Sam
5 Smith, Billy

’Delete service option v]

Customer: Lisa Chandler
Company:
Size/type: Small

Term:
Next due:
Status:

12 month

2/1/2015
Current

Mailbox Notices

E D
E E H

e ke s alndl e
79 P 8 [ o e e
oJxfe]r)lx 2]z

ABIDOX JEMVICE UPLIONS

| Delete Service Option

Select Service Option

Text & Email Notification [3.00/month]

Select Delete service
option to remove
the mail notification
service.

| @ | Bew | B

Once the mail notification service has been added to a mailbox, this service will display on future mailbox notices.
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