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Group Codes

This document covers:

- Entering Group Codes to organize your postal expenses.
- Exporting the postage log for reports.

What are Group Codes?

Group codes allow you to categorize your postal expenses. It is a six digit

number.

Entering Group Codes

When you get ready to print your label,
you will notice a field titled “Group
Code”. Enter the number for the correct
group in the filed.
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Exporting the Postage Log

You can export the Postage Log at any time, diive, a network dive, or floppy disketes
and use an application such as Excel of
Access to give you totals for each group:

In Dazzle, go to the Postage menu.
Select “Postage Log”.

Click on the “Backup/Export” button in the

lower left corner of the window.
Select “Export”, and click “OK”.

Select “Tab Delimited for the file format and

click “Save”.

Backup/Export Postage Log @

Please select an action:

(" Backup Use Backup to make a copy of your postage
log file. To save space, the backup file is

" Restore  automatically compressed format (the ZIP
format). You can backup to another hard

[spanning more than one if necessary).

(" Archive  Use the Archive option to move all
transactions within a date range to another
file. &rchiving will keep your active log file a
more-frarmangante srze-whkile still preserving all
transactions.

Use the Export option to create a text file W
all records from the current log. This file can
then be used in other applications (e.g. a

spreadsheet, database or word processor).
Exporting does NOT change your current lpd
file in any way.
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