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1 Introduction 

Nirva Intelligent Hybrid Mail is a mail management solution that allows users to send their documents from their PC, 

Mac or business application. 

 

In order to simplify the end-user experience, as the solution operator you will be required to define dedicated 

service to the users. In a service, you will be able to configure options, channels, input files, extraction metadata… to 

provide clients with the simplest user experience. 

 

This administrator guide will help you through the steps of creating an account, users, services and channels. 

 

From a user point a view, the keys of using the software are:  

• Improved productivity in sending mails 

• Reducing the shipments costs 

• Complete Traceability 

• Contributing to a better respect of the environment 
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2 Login  

2.1 Overview 
To connect to the administration, you must have an administrator login and password. 

Note that different types of administrators exist for the solution, they are presented later in the Profiles chapter. 

Depending on the type of administrator you will have access to more or less options 

Enter your administrator username and password and click on the Login button. 
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2.2 User interface 

 

The web interface presents two parts: the action banner at the top and the application content in the center of the 

page 

2.2.1 Action banner 

On the left, the company logo (a click on the logo redirect to the application home screen)  

 

We have four main actions in the banner: 

• Home screen (see user guide) 

• Send (see user guide) 

• Search (see user guide) 

• Users 

• Processings 

2.2.2 Notes 

The search screens will allow you to filter by user. This is a minor difference with the search presented in the user 

guide. 

With an administrator you can send a file ‘in behalf-of’ another user. 
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2.3 Edit 

 

In editing mode, the web interface presents two areas: a selection area on the left, and the editor area on the right. 

Let's take the use case of a user edition. 

2.3.1 Selection area 

In the left part of the window select the customer account that contains your user. Then choose the user on which to 

apply the actions. 

Then the existing elements are listed in a table. 

At the bottom of the table you have a         icon that allows you to add/create an element. 

And on each table line you have a        icon that allows you to delete an element. 

2.3.2 Edition area 

In the right part, we will have several tabs allowing you to access to the different settings.  

Note: do not forget to click on Save to keep your changes. 

2.3.3 Modal window 

Sometimes a modal window (or a popup) will appear over the screen to allow you configure more specific elements. 
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3 Services 

3.1 Overview 
A Service is the core feature of Intelligent Hybrid Mail management. It is here that you define the files that your 

users will be able to submit, how you will build the folds from these files and finally to which channel to send these 

documents (email, registered paper, ...) 

3.1.1 Access rights 

Services management is accessible to the super administrator and service account administrator. 

3.2 Services management 

 

A service is linked to an account. 

First select the account to list all the services available in your account. 

3.3 General 
Name: name of the service  

Type: type of service among the following list: simple, multiple or preconfigured  

Icon: you can choose an icon 

Active: Yes/No. 

New deposit: Freeze the service, it’s not possible to create new orders using this service. 

Note: if Active=Yes and NewDeposits=No only deposits awaiting validation and deposits already submitted can be 

confirmed or validated. 

It’s also possible to export a service from the General tab. Then you will need to use the         icon to import a service. 
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3.3.1 Services types 

Simple: sending to a single recipient. Only one output channel is accessible.  

Multiple: sending to multiple recipients using a single output channel. 

Preconfigured: shipment fully controlled by the service. The user will simply drop the files in the drop zones but no 

further settings required. It will therefore be possible to define an advanced sending strategy (mail and/or email...). 

Pre-configured unique: sending fully controlled by the service. It is not mandatory to send a main file for this type of 

service. 

Pre-configured with archive: sending fully controlled by the service. The user simply uploads a ZIP archive, no other 

settings are required in the web interface. 

Note: It is not possible to change the type of a service. 

3.3.2 Icons 

 

By clicking on the button modify it is possible to access a predefined list of icons and to modify the color. 

It is also possible to use the icons from the website https://fontawesome.com. To do so, you will have to click on the 

icon of your choice on the fontawesome website then copy its name and paste it in the interface of Intelligent Hybrid 

Mail.  

Note: contact us for more details. 

https://fontawesome.com/
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3.4 Boxes 

 

The concept of the box is central to the definition of a service. By declaring a box, we declare a zone in which the 

user is going to upload its files, whether it is his main file or an attachment. 

3.4.1 Main settings of a box 

Identifier: set up by the application, can be used for integrators using the HMI API. 

Name: label that will be used to display the box in the user interface. 

Type: Document, CSV, Fixed with text file, Seiitra and JSON. 

Number of files: you can configure a minimum/maximum number of files for the service. 

Hide: hide the box, yes/no. 
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3.4.2 Specific settings for preconfigured with archive 

 

For the archive boxes configuration, we have all the items mentioned in the previous section and a File matching 

expression field. 

When the end user sends a ZIP archive, we need a way to associate each item in this ZIP archive with a box. For this 

we use a regular expression.  

For example, for my MAIN box, I will associate the expression "*invoice*" and for my ATTACHMENT box, I will 

associate the expression "*note*". 
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3.4.3 CSV box 

 

For the configuration of CSV boxes, we have all the elements mentioned in the previous section and: 

Encoding: ISO-8859-1, UTF-8, CP-1252 or a specific encoding (contact us) 

Separator: Choose the appropriate separator 

String delimiter: if your CSV fields are delimited by a special character 

Ignore the first line: yes/no 

Manage missing columns on a row as empty values: yes/no 

If you use the header then there is no need to number the columns. A column declared in the description can then 

be used in the metadata. 

Note: by using the CSV box, it is possible to do a mail merge service. 

You have to declare all your CSV fields (AddressLine1, AddressLine2, ..., Postcode...) and then use them in the 

configuration of the constraints of the file. 
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3.4.4 Seiitra box 

 

This is a file format used by some professionals. 

Encoding: ISO-8859-1, UTF-8, CP-1252 or a specific encoding (contact us) 

Lines at the start of the file to ignore 

Lines at the end of the file to ignore 

Note: by using the Seiitra box, it is possible to do a mail merge service. 

You have to declare all your fields 
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3.4.5 Fixed width text file box 

 
Encoding: ISO-8859-1, UTF-8, CP-1252 or a specific encoding (contact us) 

Your entire file must be described. You must declare all your CSV fields (AddressLine1, AddressLine2, ..., Postcode...) 

and then use them in the configuration of the constraints of the file. 

 

Note: by using the Fixed Width box, it is possible to do a mail merge service. 

3.4.6 JSON box 

 
Encoding: ISO-8859-1, UTF-8, CP-1252 or a specific encoding (contact us) 
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There are two items to configure: 

1. the common properties to all the elements.  

It is possible to retrieve any element of the JSON file here.  

Example: issuer identifier, billing information, etc. 

2. the path list where we find all the elements. 

We then add a path, we set the name to be used as a key in other operations (same as csv column) 

Note: using the JSON box, it is possible to make a mail merge type service. 

Note: when importing a definition of an existing service, clearly identify whether you are importing the common 

properties or the data with the list path. 

3.4.7 Box metadata 

Metadata are used to achieve two objectives: 

1. create a key index to search 

2. associate an attachment with a main document 

Name: metadata name  

Searchable: if this metadata can be used to search for documents or if it is only used to associate with the main 

document. 

Editable: indicates whether the user can change the configuration during use. 

There are 7 metadata types: 

• File name: use any parts of a file name 

• Element position: use it to keep the recipients sort of the original file 

• Read from PDF: extract text from an area of the PDF 

• Constant 
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• Concatenate: concatenation of strings, use of existing metadata 

• Metadata: use an existing metadata that it will be possible to transform 

• Timestamp: generate a timestamp when generating flows. Please note, a timestamp is not formatted, it will 

be necessary to remember to format it with the operations on the metadata (see next paragraph) 

It’s possible to configure operations on the metadata by clicking on the icon  

3.4.7.1 Operations 

An operation is a sequence of processes that we will mainly apply to a text extraction. 

There are 7 types of operations:  

• Clean 

o Allows you to delete spaces at the end of the string. 

o Allows you to delete special characters 

o Allows to normalize spaces 

o May be applied on multiple lines 

o Allows you to keep a set of characters 

• Extract 

o Extract a sub-part of the result 

• Replace 

o Applies a regular expression 

• Force to lower/upper 

o Force the content in upper case or lower case. 

• Remove civility (English / French) 

• Timestamp to Text 

• Text to Timestamp 

It is possible to chain the operations one after the other. 

 

For regular expressions, you must match all the extracted content. 

We advise you to encapsulate your regular expressions to be matched on several lines:  

(?s).*Your_regular_expression.* 
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3.4.8 Split file 

 

In multiple or preconfigured sending mode, you will have the possibility to configure the splitting of the MAIN file by 

clicking on the icon  

 

Editable: indicates if the user can modify the configuration during use. Only in multiple mode, not preconfigured. 

Split: Number of pages or by text detection. 

In page number mode, you indicate the number of pages for which the application will split your file. 

In text detection mode you can load a PDF file and define the splitting. 
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3.4.8.1 Text detection 

 

Draw the text box allowing you to cut out the document. 

By clicking on         you will extract the content in the field 'Expected value'. 

Then configure whether this clipping indicates the beginning of a document or the end of a document. 

 

Word Spacing Size: Some PDF generators use absolute positioning to place the text block and not the "space" 

character in the font. With Intelligent Hybrid Mail when you extract text from a PDF file, if you do not see any 

spacing characters, change the setting from Normal to Small. 
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3.4.9 Reconciliation 

 

When several cutouts are made, the different elements must be brought together. 

To configure the reconciliation, click on the icon 

A CSV box is usually matched with a main file. A CSV box can for example indicate the mail production options, a 

customer metadata to add to the document, a recipient email address that would not be on the main document. 

 

If a PDF attachment is split, then you must configure how the attachment and the MAIN document are associated 

using the reconciliation condition. Usually this is done by using a metadata value that is identical between the main 

document and the attachment: a customer number for example. 

3.4.9.1 Reconciliation configuration 
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The reconciliation condition is used to configure two criteria to be reconciled with first the metadata extracted from 

the attachment, then the operator (broad or strict equality), and the metadata extracted from the main document. 

With the condition editor it is possible to configure a complex reconciliation method. 

Allow orphans: Some documents may not be associated with a recipient. In this case these documents will not be 

sent but this will not block the service for all the documents correctly reconciled. The user is informed that there are 

orphan files and that he must manage them. 

Several matches: Indicates whether or not files can be associated with several recipients. 

Optional: indicates whether each main document file must have a reconciliation with the split file. 

Multiple: indicates if a recipient can have more than one reconciliation with the split file 

3.4.9.2 Condition editor 

The condition editor is a generic component that allows you to make many manipulations on the contents extracted 

from documents. 

It allows to check a metadata or to compare two metadata with the following operators: 

<Equals> <Differs from>   <Is empty > <Is not empty > 

<Contains> <Not contains >   <Matches pattern> <Not matches pattern > 

<Starts With> <Not starts with>   <Always true> <Always false > 

<Ends with> <Not ends with >     

 

 

This condition editor is combined with the operations (seen above 3.4.10) 

 

Condition editor and operations are two components that can be used in the following cases: 

• Reconcile two files 

• Channel options 

• Sending strategy 

• Channel technical area 
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3.4.10 Address page 

You will use an address page to add an extra blank page before your envelope pages in case your user's document 

template cannot satisfy the address positioning constraints in the envelope. Indeed, the recipient's postal address 

must be visible in the envelope window. If this zone covers part of the document, you can choose to add an address 

page to avoid impacting the initial document. 

Note: it is possible to use an address page for boxes that are not main boxes. In this case, the name address page is 

not appropriate, it is just a matter of adding a blank page. 

3.4.11 Configuration of overlays 

 

To simulate the letterhead or signatures, we allow you to define page backgrounds. 

Applies On: choose Document or Address page (if you have activated it)  

Pages: choice of pages to apply this background 

Editable: allows the end user to modify the background file (but not the pages where it will be affixed) 

Note: the most specific background must be at the top of the list. 

For example, if you want to define a background A for all pages and a background B for the first page only. You must 

first configure the bottom of page B in the list, then the bottom of page A.  

3.4.11.1 Page background 

It's just a matter of submitting the PDF document. The first page of the submitted file will be used. 

3.4.11.2 Signature 

For a signature, in addition to selecting the page where you are going to affix, you must draw the area in which the 

signature will be affixed. The authorized formats are: jpg, png, bmp. 

The image will not be distorted and will take the maximum height without exceeding in width. 
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3.5 Service metadata 

 

The service metadata will be used for: 

• Create search keys 

• Link account labels on services 

There are two types of service metadata: the account tag, the fixed value. 

3.5.1 Service metadata: tag list type 

This involves creating a metadata whose content will be a choice from a list of values defined in an account tag list. 

3.5.2 Service metadata: fixed value type 
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There are three types of fixed value that can be configured: 

• Date / hour 

• Text (on one line) 

• Multi-line text, you can add a constraint on the line number 

On each value it is possible to configure a regular expression allowing to validate the field. 

Mandatory: if the value is mandatory, the field must not be empty. 

3.5.2.1 Date / hour 

It is possible to enter the output format (pattern). Several options are proposed and an advanced user could define 

his own format. 

 

3.6 Regrouping 
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Within a service, it is very easy to regroup the shipments. 

According to a constraint of the sending channel or according to a metadata, you only need to select the grouping 

key. 

3.7 Options of a service 

 

After selecting the channels accessible by the service, it is possible to configure the options. 

Click on the icon       to access the popup window for setting up the services. 

By clicking on the       you change the status of the options. 

 

     default option 

     available option  

 

Note: it is possible to change the display order of the options by dragging the options. 

3.8 Constraints of a service 
Each channel has one or more constraints which constitute the elements necessary to carry out the sending towards 

this channel. 

In most cases, this is the recipient's address (postal or email).  

As an example:  

• The sender address and the return address for a registered mail 

• The subject and content of an email for sending an email or electronic notice 
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When creating the service, the content of these constraints must be set. 

Note that it is possible to use extract from PDF, file name, constant, element position or concatenate. 

For example, a constant allows you to fill in the sender and return address values for a registered mail file. You 

uncheck the editable value option and thus ensure that the end user cannot modify the data. 

 

You use concatenate in case you want to make a mailing for example. 

You then fill in all your columns extracted from the CSV and do not forget to enter the line breaks. 
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In extract PDF mode you will draw the address extraction area. 

Word spacing size: With Intelligent Hybrid Mail when you extract text from a PDF file, if you do not see any spacing 

characters, change the setting from Normal to Small. 
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3.9 Shipment composition 

 

Depending on the selected die, you can access the fold composition parameters using the icon  

Drag and drop the boxes into the output files.  

3.9.1 File settings 

 

For each element you can configure the margins, rotations, the number of duplicates desired. In addition, the 

parameter apply to allows you to apply backgrounds. 
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Add the last back side: This allows to force the last back on a double-sided document in order to guarantee an even 

number of pages on the generated document. 

Here we will explain with the help of an example:  

An "attachment" box with a background on the back pages that contains the general sales conditions (configured in 

the box itself, see page background) . 

With this setting applied to 'front side only', it is possible to generate a file which on the front side will propose the 

pages of the document sent in the box, and on the back side of the file the general sales conditions. 

3.9.1.1 Technical area for files in a box 

 

By using the technical areas for a service, it is possible, for example, to re-apply text to a main document using a 

metadata.  

3.9.1.2 Timestamp on documents 

It is possible to put a time stamp on your documents. And using the Timestamp -> Text operation, format this 

timestamp on your documents. 
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3.9.1.3 Text technical area 

 

It is possible when affixing text areas to choose the font to use, the size in points, the horizontal and vertical 

alignment. 

3.9.1.4 Export and import  technical area configuration 

 

It is possible to export/import the complete configuration using the button at the bottom right of the table. 
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3.10 Sending strategy 

 

The sending strategy is only available for preconfigured shipments. 

3.10.1 Sending groups 

Within a group we send to all the channels, it is a "logical AND" between all the channels. 

If your document cannot be sent in the first group, then we try to send it with the configuration of the next group 

and so on. 

Example: Create an e-mail group with the EMAIL path. Then a second mail group with the MAIL path. In this case we 

will try to send the mail first by EMAIL and if we don't have email then the mail will be sent by MAIL. 

It is possible to set conditions in the sending strategy. 
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4 Account 

4.1 Overview 
An account represents the company for which you have contracted.  

Inside this account you will later add the users. 

4.1.1 Access rights 

Account management is accessible to the super administrator and the account administrator. 

Note: some fields, such as billing information for example, are only accessible to the super administrator. 

4.2 Account management 

 

It is very important to understand the relationship between the parent account and a sub-account. 

When you create a sub-account :  

• the parent account's channels are automatically associated with the new account. 

• the services from the parent account are duplicated and associated with the new account 

As a super administrator, you will have to prepare the hierarchy of your accounts well in advance. You will then save 

precious time when setting up new customer accounts. 

4.3 Select or add an account 
Search for your parent account by using the search filter or by browsing the account list on the left. 

Note:         is the root account. 
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4.4 General 
Name: name of the account 

Identifier: unique for the application 

Parent account: automatically filled by the application if any 

Production code: the value you enter here will be used in the job file generation (output) 

Default mail country: country that will be used if a postal address does not contain a country. For example, a French 

customer will not enter 'FRANCE' in the last line of the address because it is his country of origin, we will then use 

what is set in the default mail country field as the address country. 

Email: necessary for certain production channels (sender for electronic registered letter). 

RegistrationNumber: company registration number. 

Branding : branding name 

4.5 Channels, Billing, Data and Security 
Only a super administrator can change those settings. 

Everything can be consulted. 

4.6 Other 

4.6.1 Tag List 

These are lists of elements that can be associated with services. For example, to force a user to choose a type of 

document. These are generally values that are not necessary for the printing service to be carried out, but which 

have a functional meaning. 

 

A label is a label / value pair. The label is displayed in the customer interface. 
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5 Profiles 

5.1 Overview 
A profile allows you to define access rights to services and roles for several customers of the same account.  

Click on the Users icon from the banner, then click on Profiles tile. 

5.1.1 Access rights 

The account management is accessible to the super administrator and the account administrator. 

5.2 Profile management 

 

A profile is linked to an account. 

First select the account to list all the profiles available in your account. 

5.3 General 
Name: name of the profile. 

Role: in the application we have 6 different roles to give you maximum flexibility in profile configuration. 

5.3.1 Role list 

Account admin Services: account administrator who manages services, users and profiles. 

Account admin Users: account administrator who manages users and their profiles only. 

Hierarchy admin Services: account admin and sub-accounts (extension of the role Account admin Services). 

Hierarchy admin Users: account admin and sub-accounts (extension of the role Account admin Users). 

Group validator: user who has the right to validate deliveries for the group he belongs to. 

User validator : simple user who creates the mails and has validation rights. 

User: Simple user who creates mails but does not have validation rights. 
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5.4 Services 
Here you select the set of services available to users who will use this profile. 

This means that when you create a service, you must remember to link it to the user profile so that your users can 

access this service. 
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6 User 

6.1 Overview 
A user represents a single person who performs uploads to the application. 

6.1.1 Access rights 

User management is accessible to the super administrator and an account administrator. 

6.2 User management  

 

From the selection area, use the dropdown to search for your account. Then add or edit a user. 

6.3 General 
Login: must be unique for the application. 

Email notification : send an email if an order has been rejected. 

6.4 Security 
Active: enable/disable a user. 

Profile: user profile. 

Group: if you have created groups 

Warning :  '_No group_' as its name indicates is not a group.  
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7 Groups  

7.1 Overview 
You will set up the groups if you want to set up deliveries validation mechanisms: several single users in a group can 

create shipments and a group administrator must validate the deliveries. 

7.1.1 Access rights 

The account management is accessible to the super administrator and the account administrator. 

7.2 Group management 

 

A group is linked to an account. 

First select the account to list all the groups available in your account. 

7.3 General 
Name: name of the group  

7.4 Users 
Lists all the users in the group. 


