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LOG IN SCREEN

To access the Mail Tracking System for inter-office mails delivered by Internal Services
Department, type in the link http://mailtrak.co.la.ca.us/dems using your web browser then
press enter key. This takes you to the Home Screen.

,.é Sendsuite Desktop - Internet Explorer
" y = . B , R
(ke 5 IQ http: /fmailtrak.co.la.ca.us/dems/ ,Dj |

Type in the User ID and Password, used to log-in to Windows in your computer, then click
the Login.

Figure 1: Login screen

Kktop® \
SendSuite Desktop

Welcome to SendSuite Desktop

| Contact Information:

) S
—ed i

User ID:

Password: I T . .
‘&o; 105 1 ISD Mail Services Headquarters
‘ 7. <R 1102 N. Eastern Ave.

Login Los Angeles CA 90063

¥
t (323) 267-3988
* ISDMail Support@isd.lacounty.gov

W/
CAuporih~ Hours of Operation

7a.m.to 5 p.m.

3. The Home screen displays Home, Create Label, Packages, Help, and Sign Out options.

Figure 1a: Home Screen

Sign Out

Welcome, Marie Angeline Tejero

Quick Search Instructions:

To Check Delivery Status on a single
receipt:

Click on "Packages” Tab to open
package search window.

Enter receipt # into Tracking #/D box,
then click Search.

Click on "details for complete delivery
status information.
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CREATE LABEL SCREEN

1. Click the Create Label tab to create a new label for a package.

Figure 2: Create Label Screen

Hom & Creats Labsl Paokagess

Create Label Mail Help Desk: (323) 267-3988

Hslp

Date: B
™ e T, [11012 5. camen me. 41, Front Cesk . Soum Ga ] -
Fechient Name LBt [Ratel Abarez —RANERZEEcwm lacounty_gov 2|

Mall Sop/Rouke Detalls

Dalive=y Schedula: Monday theow Thursday
Sama Day Deliwe=y: Tpon BEegeadl

Feclhlent's Name Fatael Alaez

Boom: F-ont Daok
Pzogmam: Fzont Dask

Diwigiomn:
Fecilen’s Emalt |ﬁ“.l’| harez@acwm. Boounty . gow
ig bow holds 100 chazactaess only.
mEmans
Maximum of 100 Cha=ders

Frm: |"E|'|"E| Senices Deparment 12441 Osbome S 115, Communizations , Pacolma -
Dali-ra=y Schedwle: Twagday, The-oday
Sama Day Daliwesy: Upen Baguadt
Boom: Offica

Sender Name: |Wﬂe Angeline Tejero Bzogzam: Comsunicationa
Diwvigion: ITS - Esecuntiwa Section

Sender Emalk rnle}en:-g Ed. lzcoulnky gov

Mall Type: B ]

“IED Mall Semices does nol cumently provide sanice o ALL Counfy offces.

If you 3\ uranle o ind the address and location i ou are ook Ing ©r i the To & Fiom drop down menus and would Ike toestanlehn semice andior BQuest 3 one fime Same Cayf Semice” please
comiact us at 323) 267-3588 or Emalt

; gow Monday o Friday 7:00 am. w0 500 .. 1 assist you In establisning an 0 Mal Sentes mal stop for j our kcation.

Field Name Description

Date:

This field is pre-populated with the current date.

To:

Select the department name from the drop down list where the
package is being delivered to. Then to the right, select the department
address from the drop down list where the package is being delivered
to. The Mail Stop/Route Details box is pre-populated which contains
the details for the selected address.

Recipient Name
List:

Select the name of person who will receive the package from the
dropdown list.
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CREATE LABEL SCREEN

Recipient Name If you are sending the package to the department and not a specific
List: (Continued) person, select the “Mailroom” option at the top of the list and the word
“Mailroom” will be pre-populated in the Recipient’s Name text box.

Note: The Recipient Name List drop down box only contains the list
of names at the selected address (Mail Stop). If the person you are
sending the package to is not a part of a Mail Stop you can enter the
name and email for the person into the Recipient’s Name and

Recipient’s Email text boxes. (Correction: list includes all employees
of the chosen department).

Recipient Name: Type in the name of the person who will receive the package. If the
recipient’s info is listed in the Recipient Name List drop down, this
field will be pre-populated.

Recipient’s Email: | Type in the email of the person who will receive the package. If the
recipient’s info is listed in the Recipient Name List drop down, this
field will be pre-populated.

Remarks: Type additional Comments for the package. A maximum of 100
characters can be selected. If you type more than 100 characters the
remaining characters will be truncated from the remarks.

From: The department name is pre-populated when you login. Unless you
choose to change it. You can select from the address list on the right

and choose the address you are sending it from. (Correction: you
must select from the address list to show where the package is coming from).

Sender Name: The Sender Name is pre-populated when you login. You can edit this
and change the Sender’s email below for sender email notification as
well.

Sender Email: The Sender Email is pre-populated when you login. If not, type in the

email of the person who is sending the package.

Mail Type: Select from the drop down list whether: Small Envelope, Large
Envelope, Box, Package, Locked Pouch, Unlocked Pouch, or Other.

The data fields listed below must be selected and populated as required; otherwise, an error
message will appear as: * Required.
e To (Department and Address)
Recipient’s Name
From (Department and Address)
Sender Name
Mail Type
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Highlight

e501950
Typewritten Text
(Correction: list includes all employees

e501950
Typewritten Text

e501950
Typewritten Text
of the chosen department).

e501950
Typewritten Text

e501950
Typewritten Text

e501950
Typewritten Text

e501950
Typewritten Text

e501950
Typewritten Text

e501950
Typewritten Text
(Correction: you 

e501950
Typewritten Text
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Typewritten Text
must select from the address list to show where the package is coming from).
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Typewritten Text
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CREATE LABEL SCREEN

Figure 2a: Create Label Screen with Errors Found
Mail Help Desk: (323) 267-3983

Cate: BT

Tee [sewct one % [—

Feciplent Mame LET | Salect One 9

Mall Sop Fowe CelalE

Fecklens Name * Fequined

Reciplems Emaic |

Femarks:

Maximum of 100 Chasciers

From: |Seleclcne 'iEG._ =0 sekct One ] -+ Reguisc

Sender Name: [Mane Angeine Tejero

Sender Emalt [

Ml Type Sekest Gne o - meaui=e

* B0 Ml Senices doss nof cumently provide senice o ALL County offbes.
i yow a3k unable fo find the address and kocation you are look ng for In the To & Frm drop down merus and would Ike (o estableh senice andior maeest 3 one fime Same Doy Sewnice” plkase
comact us at (323) 267-3988 or Emalt SDMIISumongisd lsoounty goy Monday to Frday 7-00 2m_ %0 5700 pLm. 0 35sist pou I establisning an IS0 Mal Sanbes mal Stop for j our lbeation

2. Click The Submit button to initiate a new label.

Figure 2b: Completed Create Label Screen

Mail Melp Desk: (323) 267-3983

Date: BN
To: [ageumursw e & vesums [11012 5. cameld Awe. 41, Front Desk . Soum G2 ] -
Feciplent Name LBt [Ratel Aharer —RANSEZEE oW m 3 county gov [E=]

Mall Stop/Route Detalls

Daliw@cy Schedule: Monday thoe ThusSday
Sama Day Daliw@czy: Upon Beguast

Resm: Fzont Desk

Progzam: Fzont Desk

Feciplem's Name: Ratasl Aa ez

Feciplents Emait  [RAMSrEZ@acwm Boowiy gov

18 Bose helds 100 chasactass anly.

Femans
MExImum of 100 ChaEoters

Fom: |rlerrE| Sewices Depamment 12441 Osbome St 115, Communikcations . Pacolma -
Daliwasy Schadula: Tuasday, Thuossday
Sama Day Daliwasy: Upsn Baguast
Boom: Offica

Sender Name: [z Angeline Tejera Bsogsam: Commmnicatiens
Diwigion: ITS - Exacutiwa Sactisn

Sander Emailt [teEroE Ea moouny gov

Kzl Type: Box ]

“ISD Mall Semices does Not cumently povide semice 10 ALL County offces.
0w @R unEble 0 find the Sddress and lcEtion ¥ ou are ook Ing %or i the To & Fom drop down menus and would Ike fo estanlEn semice and/or ROUeEt 3 one tme Same Day Sewce’ please
comact us at S23) 2673555 or Emait SDMIISuspongisd Icounty gou Monday 1o Frday 7-00 am. 0 5300 pm. o 3ssist you In establishing an IS0 kMal Sewibes mal s1op ©ry our ecaton.
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VERIFICATION SCREEN

1. The Verification Screen ensures all data has been entered and allows you to review the
data that will appear on the finished label.

2. Click the Edit button to make corrections if needed.

Figure 3: Verification Screen
Create Label Packages He Ip

’ Print |

DATE: aM92017

éD"EIJ"u"EF{ T Agricultural W eights & Mess ures
i 11012 5. Garfield Ave 41, Front Desk |, Scuth Gate

{ATTENTION: tes ti@ites t.com

Email: RA harez {@acwm. lacounty .gov

Thi=s box holds 100 characters only.
{REMARKS:

;EENT BY: Internal Serices Department
i 12441 Osborne S5t 115, Communications , Pacoima

;EEND‘EF{ NAME: Marie Angeline Tejero

[DRIVER INITIAL MAME: DATE:
{MAIL TYPE: BOX
'RECENVED BY: NAME: DATE:

FRINT FULL NAME
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VERIFICATION SCREEN

3. If errors, revise the information, then click the Submit button to re-initiate the label and
return to the Verification screen.

Figure 3a: Edit Screen for Corrections

Verification Mail Help Desk: (323) 267-3988
Date EfEoT
To: agricuttursl weights & Messures | [11012 5 Garfield Ave. #1, Front Desk . South Gate[¥]
Recipient Name Lis t: [Msil Room

Mail Stop/Route Details

Delivery Jchedule: Monday thru Thursday
Jame Day Delivery: Ho

Room:
Recipients Nsme:  [Mail Room ocmvion: Freme Desk
Divimion:
Recipients Email: Imm&@amwn.lamunty.gw
Thiz box hold=s 100 characters only.
Remarks:
Maximum of 100 Characters
From: |internal Senvices Department v [12221 Csbome 5t. 115, Communications , Faccima ]
Sender Mame: [Merie Angeline Tejera
Sender Email: |MTeizo@isd Iacounty. gov

Mail Ty pe IH{K :

4. Once accurate, click Print.

Figure 3b: Verification Screen (after correction)
Packages He Ip

DA TE: 8112017

EDE LWVER TOx Agricuttural W eights & Mess ures
i 11012 5. Garfield Ave. 41, Front Desk |, South Gate

| ATTENTION: tes ti@tes t.com

;Email: A harez @acwm. lacounty .gov

Thi= box holds 100 characters only.
{REMARKS:
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PRINT PREVIEW SCREEN

1. After clicking Print from the Verification screen, another window will open with a ‘print

2.

preview’ of your finished label which consists of two (2) sections. The print preview screen
displays exactly how it will be printed on the letter size paper.

Note: This is your last chance to return to edit your label by selecting the Close tab which
returns to the Verification screen.

If correct, select Print.

Figure 4: Print Preview Screen

DATE 619120 g =

DELIVER TO: Agricultural Weights & Measures
11012 S, Garfield Ave. 41, Front Desk , South Gate, 20

Ll

ATTENTION: Mail Room

REMARKS: This box holds 100 characters only,

SENT BY: Internal Services Department
12441 Oshorne St, 115, Communications , Pacoima

115

SENDER NAME: Marie Angeline Tejero

DRIVER INITIAL NAME: DATE:
MAIL TYPE: BOX
RECEIVED BY: NAME DATE:

PRINT FULL NAME

wrecerr (NN

200000225
PACKAGE COPY

DATE: &19/2017

DELIVER TO: Agricultural Weights & Measures
11012 S, Garfield Ave. 41, Front Desk, South Gate,20

41

ATTENTION: Mail Room

REMARKS: This box holds 100 characters only,

SENT BY: Internal Services Department
12441 Osbormne St, 115, Communications , Pacoima

115

IMAIL RECEIPT INSTRUCTIONS

1. Cut out both labels: Department Copy and Package

Copy.
SENDER ) ) . 2. Glue or tape the Package Copy on the
NAME: Marie Angeline Tejero package/boxfenvelope completely.
Note: Set of labels is for one item (package, box, or
DRIVER INITIAL NAME DATE: envelope). Do not split up labels for different packages.

MAIL TYPE: BOX

RECEIVED BY: NAME: DATE:
PRINT FULL NAME

wareceer [N

200000225
DEPARTMENT COPY
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PRINT SCREEN

3. Another window will open with your print options (printer information will vary depending on

your printer setup). Click Print.

Figure 4a: Sample Print Window

General | Options I
 Select Printer
5 Add Printer EiFax =g
%(EA‘.I’-llOU-Z—E)ﬂEC-A} XRX 7845 E?AMicrosof‘t ¥PS Document Writer
= (EAV-1100-2-EXEC-B) XRX 7355 M=0PDF Printer
< | i
Status: Ready [ Prnttofile Prefersnces |
Location: 1100 N Eastem Awve
Comment: Risk Management Find Printer... |
— Page Range
oAl Number of copies: I'I 3:
€ Selection € Burent Fage
" Pages: I'I J¥ | Eollate 3 3
Enter either a single page number or a single _I,Z'J _1,2'J
page range. For example, 5-12
e
Prrt Cancel |  Aopy |

4. Cutoutthe two (2) labels. Attach the one labeled Package Copy to the front of the package

firmly.

Note: All packages should include complete sender and delivery information, separate from

the tracking number.

5. After printing, click Close to close the print preview screen and return to the Verification

screen.

Note: If you want to create a new label with the same information as the last one, you can
select Edit on the Verification screen and re-submit. This will generate a new tracking
number. This process is used to create multiple labels to same delivery address or same

recipient.
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LABEL LOOK UP SCREEN

1. From the Create Label screen, click the Lookup button to preview the Label Look Up
screen.

Create Labsl Packages

Create Label Mail Help Desk: (323) 267-3988

sumi | carn (Looun)

2. From the Label Look Up screen, click the Date Period drop down box and select Today,
Last 7, Last 30, or Range to display the information based on the day range selected.

Fiure 5: Label Look Up Screen

Home Create Label Packages Help

Label Look Up
Date Period START END ADVANCED

| Search |

Note: The Label Look Up allows you to review past and present labels. The system also
allows to sort by Receipt #, Attention, Deliver to, Department, Sender Name, Sent By, Date,
Time, and Type by clicking on the desired column heading.

Figure 5a: Last 30 Look up Screen

Label Look Up Mail Help Desk: (323)267-3988
Date Period START END ADVANCED
=== | | Search |
RECEIPT # ATTENTION DEPARTMENT  SEMDER NAME DEPARTMENT
e L e LR
lage, T o= SRS Ferte dCot S g EUEMordv TS femdSmes gy St
sm mowon Jr= NS TAedWar  fetels o IDEmpEiem  pete gpo
son Dowon o= BOETRSUS |tk g SOV TmeSORE fesmoe  ganp o
LABEL 200000081 ;L:{”BS ;3;';1;‘31;”; = Tl BT, ::,"';‘:;frr;’t‘“”"—" Thomas Man gg:‘”l_;jn“;::' (£ Gm :3“:::‘”2’;‘"*5 51262017 Box
son, Dowon Jor= ZEMCwASELOM  fmteln g SO TSGR fesme  ganp o
LABEL 200000072 ;hh:cms :::ﬂ;;:ztan Ave 35, Finance, Eﬁ;ﬁn& S :1330. %;vnr;ial Hury. 785, Rm :Dn:;ﬂni:ines . B
LABEL 200000073 I::(-Bs &W;:;ztern Ave 28, Mailroom , :Dn‘t;;:l_l;ert»ics Thomas Man :11590 %gl:r:;ial Hay. 784, Rm. Ln;e};;:ﬁ:‘ices inEm AT Bo
som mow Jr= DS iakie  fetels e JOCEWSLOSE  fetei  gppp o
LABEL 200000084 I‘"::fs fnz:l;Tm'E Stz BES, L= 'D"';E;;f:;”t“"s Thomas Man giSfE‘::E”‘fsnf:tz Radia Eﬁﬁ:‘ﬁ 5/26/2017 Box
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LABEL LOOK UP SCREEN

3. For searches of more than 30 days, use the date range option to retrieve past label
information. Select range by clicking START then select the start date from the drop down

calendar. Click END, select the end date from the drop down calendar, and then click
Search button.

Figure 5b: Range Look Up Screen

Label Look Up

Date Period
Range -

Mail Help Desk: (323)267-3988

END ADVANCED
2/28/2014 Search
February, 2014 »
Su Mo Tu We Th Fr Sa
26 27 28 20 30 31 1
2[3 4 5 8 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 26 26 27 28 1
2 3 4 5 6 7 8

Today: February 13, 2014

Label Look Up Mail Help Desk: (323)267-3988

ADVANCED

arch |
February, 2014 >

Su Mo Tu We Th Fr Sa
26 27 28 29 30 31 1
2 3 4 5 6 7 8
9 10 11 12 13 14 16
16 17 18 19 20 21 22
23 24 25 26 27[28] 1
= 3 4 5 6 7 8

Date Period START
Range - 232014

Today: February 13, 2014

Label Look Up Mail Help Desk: (323)267-3988

Date Period START END ADVANCED
Range - 2/3/2014 2/28/2014

RECEIPT# ATTENTION DELIVER TO DEPARTMENT SENDER NAME

SENT BY DEPARTMENT DATE TIME TYPE
LABEL 200000020 TEST 500 W. TEMPLE - CHILD PLANNING BOARD Gregory Smith

1100 N. EASTERN - MAILROOM ISD 2/4/2014 8:17 AM Box
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PACKAGES SCREEN

1. From the Home screen, click Packages option to check for the status of your package.

Welcome, Marie Angeline Tejero

Quick Search Instructions:

To Check Delivery Status on a single
receipt:

Click on "Packages” Tab to open
package search window.

Enter receipt # into Tracking #10 box,
then click Search.

Click on "details for complete delivery
status information.

2. From the Packages screen, select the Package Group from the drop down list:

e My Packages — Does not work.

e Dept Packages — Displays all packages that were sent to your department.
e All Packages — Displays all packages.

Figure 6: Packages Screen

Home Create Label Packages Help

Packages Welcome, Marie Angeline Tejero

Tracking#ID P.O. Number Package Group Date Period Advanced

| [Foday
Dept Packages
All Packages

Sinbound Packages: 0
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PACKAGES SCREEN

3. Enter the Tracking#/ID (optional), select the Date Period from the drop down list then click
Search button.

Figure 6a: Packages Date Period Screen

Create Label Packages Help

Packages Welcome, Marie Angeline Tejero

Tracking#1D P.O. Number Package Group Date Period Advanced

I WMy Packages Today

Sinbound Packages: 0

4. Click on the Details link to see more information about the package.

Figure 6b:_ _Packages Last 30 days Screen

Packages Welcome, Marie Angeline Tejero

Home Create Label Packages

Tracking#/D P.O. Number Package Group Date Period Advanced

| All Packages |Last 30

Sinbound Packages: 40

%kin Date Time Date- Receiver Receiver Receiver Receiver Sender sender Sender

Ho—q Received Received Delivered Dept Address Program Room Dept Address Program
MLK 12012 5. LK Internal 12441

DDDDD'ITD GMB201T 822 AN 6182017 MWedical Compton T Mairoom Services Osborne Communications
Mailroom
Centers. Ave. 92 Department St.
Internal 4555 W. Radio Front Internal 320 W,
Details 200000085 6142017 11:29 AM 17111900 Servicez Ave G Services Temple B-88

Systems  Desk

Department 565 Department St.

Internal 500 W. Parkin Internal 11238

Details 200000090 6142017 1:33PM AMMS00  Services Temple St Ser'.ricges B35 Services  Playa District 3
Department 609 Department Court
Internal 301 M. Internal 300 W.

Facilties  Glass

Detailzs 200000083 6142017 9458 AM  1M/M1900 Services Broadway Operations Door Services Temple Rm. 285
Department 421 p Department St
Internal 500 W, Internal 13811 Del
Details 200000088 6142017 1:30 PN 1111900 Services  Temple St Rm. 505 505 Services District 2
Sur St
Department 607 Department
Internal 500 W, Internal 2515 N. 150 Mail
Details 200000087 6M4/2017 1220 PM 17171800  Services  Temple St. Rm. 423 423 Services  Grand B
Services
Department 806 Department Ave.

12345867
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PACKAGES SCREEN

5. The Package Details screen lets you view the detailed status. Click on the Back button to
return to the lists of packages. Click on the Signature box to view the customer signature
screen on a separate window.

Figure 6¢: Package Details Screen

Create Label Packages Help

Package Details Welcome, Marie Angeline Tejerc

Eastern Delivered Received
Friday Friday Friday

6M1&2017 6162017 6162017

S12AM 212 AM 822 AM
Receiver ) Receiver 12012 5. Compton

LK, Medical Camnt
Department ' == Address Ave. 22
Receiver Program k- Meirocom Receiver Room  neiroom
Date Received 6M6E/2017 12:00:00 AM Time Received &2zamM
Sender Imternal Services
D : 12441 Os borne St.
Department et Sender: Add ress ne
Pka: Curmment
Sender Program  Communications kg RECEVED
Status
Tracking Ho 200000170 Delivered To:
Events | Contents

Status Date Time Clerk L ocation Site Motes/Reference Signature
EASTERN 6162017  S12AM 501860 SDEFALLT
DENWERED 6162017 813AM 501860 SDEFALLT O
RECEN ED 6182017  822AM 501950 SDEFALLT

Figure 6d: Signature Screen

13 |Page



SIGN OUT

Users are able to sign out of the system any time at any screen by clicking on the Sign Out
button.

QUESTIONS

For questions, please contact:
e |SD Mail Services Help Desk at (323) 267-3988; or

e Email at ISDMailSupport@isd.lacounty.gov

For further information on Mail Services, please visit: https://isd.lacounty.gov/operations-
service/fleet-and-logistics-management/county-mail-services.
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