
 
Phone: 818-435-2575 

Fax: 818-368-5683 
www.expertnetworks.us 

 

© eXpert Networks Inc.   19360 Rinaldi St. Porter Ranch, CA 91326 

 
 
 
Internet Mail Processing Addendum 
 
Double click on the Outlook Express icon. 
 
You may get more than one email on a daily basis, for example you may get an ASL, 
Daily Mail, and a program update. Each attachment needs to be saved in the Sun 
Mailbox. Once again these procedures must be completed for each email received. 
Please note each program update that you receive must be installed using these 
procedures. Your mail running correctly may depend on these updates. 
 
When the mail arrives from the publisher this is the subject you will see. 
 
 

 
 
 
Double click with the left mouse button and the following screen will be displayed 
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Click on the file name and then hold the right mouse button and drag the file to the 
SB Sun Mailbox icon on your desktop and release the right mouse button. 
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Click on Copy Here and then close the email and Outlook Express windows. 
 
Double Click on the Home Delivery icon to start the Soft-Touch software. 
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From the Main Menu press “4” (This is a shortcut to mail processing). 
 
 
 
The following screen will be displayed. 
 

 
 
Note the mail file is the last file on the list and is noted as not done. 
 
To process this file press “L” 
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The options on this menu are: 

1. “U” - Used for processing all unprocessed mail 
2. “L” - Used for processing the last day mail listed 
3. “A” - Used for processing mail by selecting a date or range of dates 
4. “T” - Used for tagging mail as being processed. 

 
On the right side of this screen is a menu of various choices. Press “E” to change these 
options. These options are:  

1. Print reports after processing the mail. Reports can be printed later from the 
List Menu.  

2. Print Draw and Insert reports. 
3. Print Publisher’s Raw Data (Used for cross checking daily transactions) 
4. Bundle Counts – to be printed on carrier mail 
5. Print Carrier Mail 
6. Print Daily Mail Check List 
7. Print Supervisor Summary Report 
8. Print Hot Customers Report 
9. Print Office Summary Report 
10. Print Stuffers Report 
11. Print Daily Shop Status Report 
12. Print Zip code Draw Report 
13. Print Bundle Count Matrix 
14. Process mail Automatic or Semi Automatic – Semi Automatic allows you to 

verify transactions as they are processed. 
15. Process complaints in Semi Automatic mode. 
16. Use Publishers complaint charge policy 
17. Show memo call times on memos. 
18. Use generic start and stop memos 

 
For all reports the choices can be “Y”, “N”, or a numbers depending on what order you 
would like the reports printed in. 
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