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1 Presentation 
Intelligent Hybrid Mail is a hybrid mail management cloud solution that allows you to send your documents easily 

and quickly from your PC, Mac or business application. 

 

This cloud solution relies on a software developed by Nirva Software. 

Once a document is submitted to the server, we take care of everything: the files are printed, folded and inserted 

into envelopes, and dispatched to the corresponding provider. Any document sent before 1:00 p.m. will be posted 

the same day. 

In addition to the traditional delivery methods such as simple or registered mail, we offer new delivery channels via 

e-vault, registered letter, email, ChorusPro… 

For its first release the solution offers a web portal access and for integrator a REST API. 

No installation needed for the web portal, just open a web browser and to the application web page. 

 

Your administrator has previously created a list of personalized services for you.  

All you have to do is let yourself be guided by the interface to complete your orders. Only necessary information will 

be requested. 

 

By using our software, you achieve the following objectives:  

• Improve your productivity in sending your documents 

• Reduce your costs 

• Track and trace all your documents 

• Contribute to a better respect of the environment 
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2 Be ready 
To send your documents, all you need is a recent web browser, no software installation on your computer is 

required.  

2.1 Web browser 
To use the application in the best possible conditions, use a recent web browser. 

We recommend the following minimum versions for the most popular browsers: 

• Microsoft Edge 106.X 

• Firefox 105.X 

• Chrome 106.X 

• Safari 

We recommend a machine with an i3 core with 4GB of ram on the machine. 

2.2 Virtual printer 
A virtual printer is available for PC. 

You must have the administrator rights on the local machine to install the virtual printer. 

Double-click on the executable to start the installation. 

 

Go to the Chapter dedicated to the Virtual Printer to have more information.  
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3 Login 
3.1 Web portal 

 

Enter your username and password and click on the Login button. 

3.1.1 Lost password 

Click on the Lost password link. 

You will then need to enter the email linked to your user account.  

Then click on the Request new password. 
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Wait a few moments, you should receive an email showing you a token in yellow. 

You will have to copy and paste it into the following screen: 

 

Attention, this time it is the identifier that is requested, not the email. 

Update your password and click on Modify password to save. 
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4 Web interface 
4.1 Presentation 

 

The interface is composed of two sections: the action banner at the top and the application content in the center of 

the page. 

4.1.1 Action banner 

You have three main actions in PostGreen 

• Go to home screen 

• Send a document 

• Search for a document 

4.1.2 Main area 

The main area of the interface allows you to perform actions. In general, the elements to click are tiles. 
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4.2 User settings 

 

From the top right corner of the action banner three actions are possible:  

• you can change your user preferences by clicking on ‘Update info’ 

• you can access an external web page with useful information about the solution. This is optional. 

• you leave the solution and close your session by clicking on logout 

 

You can update the user title, first name, last name, password, configure the language, email…. 
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It is possible to activate the automatic sending of an email notification in case of refusal of one of your orders (see 

chapter ‘Deliveries validation’). 

You can change the number of tiles that are displayed in the dashboard panels. 

You also can configure push notifications. Depending on your needs you may activate the ‘Pending deliveries 

notification’ to be notified when a new job is pending for your approval. 

A push notification is a web browser notification. You need to be logged in one of your web browser tab, then 

automatically a popup may appears to give you information when you are working on another web browser tab. 
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5 Home screen 
5.1 Presentation 
The home screen is a dashboard that will allow you to optimize the time spent navigating from one screen to 

another to perform your most common tasks. 

It also presents you with many indicators for monitoring activity. 

 

5.2 Counters 
They tell you the number of documents in error, the number of shipments awaiting confirmation (according to your 

user profile), the number of open deposits and the number of shipments made. 

Clicking on the counters will open the respective screens allowing you to see the details. 

5.3 Activity panels 
Three panels allow you in one click to send your mail, identify and process work in progress and take a look at the 

last shipments made. 

By default, 3 tiles are displayed in each panel. You can change the setting in the user preferences. 

5.3.1 The ‘Send’ panel 

This panel lists the most used services over the current month. By clicking on ‘More…’, you will list all the services. 

5.3.2 The ‘My current tasks’ panel 

This panel lists the deposits awaiting confirmation or still open (for which all the documents have not been sent). 

By clicking on ‘More…’, you will list all pending jobs. 
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5.3.3 The 'Last deliveries’ panel 

This panel lists recent deliveries. By clicking on ‘More…’, you will list all deliveries. 

5.4 The information messages 
At the bottom of the page, you will find an information panel whose content is managed by the operator of the 

Intelligent Hybrid Mail solution. 

In general, these are messages indicating: a difficulty at the production center, the highlighting of new functionality, 

the date of a next delivery, the signing of a partnership, training dates, etc. 
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6 Services 
6.1 Overview 
The PostGreen solution allows account administrators to provide on-demand mailing services, as close as possible to 

your needs. This means that each service is unique. 

When presenting the solution, you agreed on the services to be implemented.  

Example: an invoice with number extraction, a registered letter with attachment… 

6.1.1 Files control 

A service can check the number of files to be submitted: one main document, multiple attachment files, one 

reminder information file. 

The administrator will define with you whether the files are optional or mandatory. 

6.1.2 Mandatory elements 

In addition to the files, mandatory elements may be required.  

For example, a service may check if an invoice number exists on the file. The mandatory elements may be extracted 

by the solution to build search indexes. 

6.2 Use cases 
In this user guide we summarize the main use cases of the solution.  

The screenshots presented will probably not be the exact image of the services configured by your administrator. 

Main use cases:  

• Sending files to a single recipient using one delivery channel. 

• Sending files to several recipients using one delivery channel. 

• Sending files to several recipients using multiple deliveries channels. 

• Sending a generated document to a single recipient using multiple deliveries channel. 
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7 Send files to a single recipient 
7.1 Overview 
You have a PDF file and you want to send it to a unique recipient. 

 

7.2 Choose the service 

 

By clicking on the Send icon           in the action banner, you access the list of services.  

Select the service by clicking on the service tile. 

Note: the description may inform you if the service is dedicated to a single recipient or not. 
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7.3 Send files 

 

Depending on the service requirements, you will be asked to upload one or more files in PDF format using the drop-

down areas provided for this purpose. 

Each drop-down area displays an information in green (or red) indicating whether or not elements are missing. 

Attachments are managed in the service configuration. If the service allows you to add an attachment, then you will 

have a box to send your attachment files. 
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7.4 Recipient management 

 

An address area zone is pre-configured for the service. 

By clicking on the [Order Data] tab, you can view the address area and its content formatted to comply with postal 

standards (for a postal service). 

You can move the address extraction position. 

You can correct the address (on the left) if it is not valid. 

Note: If you have to move the address extraction area frequently, contact your administrator to change the default 

configuration of the service. 

By clicking on the green Prepare button at the top right, the application will prepare your order and the document 

proof. 

Less than 60 minutes before the deadline allowing you to deposit your mail today, a timer will appear to the left of 

the prepare button. 
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7.5 Confirmation 

 

A proof of your document is shown. 

Check the printing options and change them if necessary. 

From this confirmation screen you can configure the desired posting date. By default a ‘As soon as possible’ mailing 

will be sent. 

Click on the Confirm button to complete your order and create a delivery. 

Note: the option “Best envelope’” is automatically calculated.  

The software will determine the most suitable envelope. 

Note: On the document you may see production marks, the datamatrix above the address.  
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8 Send files to multiple recipients 
8.1 Overview 
You have a PDF file containing multiple recipients and you want to deliver the documents through one delivery 

channel. The application will split the file to generate a fold per recipient. 

8.2  Send files 

 

Depending on the needs of the service, you will be asked to send one or more files in PDF format using the drop-

down areas provided for this purpose. 

To the left of each drop-down area you have information in green (or red) indicating whether or not any elements 

are missing. 



    

  

IHM - User Guide 20 

   

8.3 Split files 

 

Click on the Split tab. 

A default split method is pre-configured with the service and may (or may not) be editable. 

Depending on the configuration, you can modify or not the splitting parameters. 

The application allows you to automatically group documents addressed to the same recipient. 

8.4 Address management  

 

By clicking on the Data tab, you can change the address detection area. 



    

  

IHM - User Guide 21 

   

Note: at this stage, the application just displays the extracted raw content. The address will be normalized to 

validate the postal standards in the next step. 

 

By clicking on the Prepare button at the top right, the application will prepare your folds. 

8.5 Documents management 

 

Your documents are prepared following the sending strategy configured in the service. 

You can still modify or correct an address by clicking on the edit icon.  

You can reject some documents to avoid sending them by clicking on the reject button.  

When you are ready click on the Send button. 

In the upper right corner, a graph shows you with two information:  

• The identified sending strategy 

• The quality of the addresses 
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8.5.1 Orphans management 

 

Sometimes the data you provide will not be compatible with the service. 

Some services offer, for example, to reconcile together several elements in order to form mails. 

When the reconciliation fails, the solution will set aside the so-called Orphan documents. A message is displayed in a 

popup and you have the Orphans button in Orange. 

Nothing prevents you from finalizing the processing for the documents already validated, but you will have to 

manually process the orphans because as they stand these letters cannot be sent. 

By clicking on the Orphans button, you access the list and you can download all files.  
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8.6 Confirmation 

 

Check your printing options that have default values as they stand. 

Click on the Confirm button to complete your order. 

From this confirmation screen you can configure the desired posting date. By default, a 'As soon as possible' mailing 

will be sent. 

Note: On the document you may see production marks, the barcode above the address appears because we send 

the document in registered letter.  
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9 Sending files using a multiple channel 
service  

9.1 Overview 
A key feature of Intelligent PostGreen is to send your documents through multiple channels at once. 

To maintain a better user experience, the configuration must be done beforehand when the service is created by the 

administrator, then it will be just as simple as sending documents to multiple users.  

9.2 Multi-channel services 

 

Once the documents are created the solution will automatically check the channel eligibility and then associate the 

document to a channel. 

A common example: 

On the first page of your document, you either find a postal recipient address or an email address (or both) 

 

A sending strategy defined in the service can be: 

• send all the possible documents in email and the remaining documents in mail (or vice versa) 

• send all possible documents in mail and email, then remaining documents in mail, otherwise in email. 

A pie chart will display the number of shipments per channel. 

Note: it may be possible to send one document through two different channels.  
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9.3 Deliveries 

 

Once you confirm your delivery, you will see as many deliveries as distribution channels. 

On the print screen on the right, you see two deliveries, one for the mail channel, one for the email channel. 

Using two deliveries makes it easier to follow the evolution of the shipments. 
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10 Sending a document generated by the 
application to a single recipient  

10.1 Overview 
With this type of service, the user will not submit a main document. 

The user will simply fill in a few fields via a sequence of screens and then the Intelligent Hybrid Mail solution will 

generate the final document. 

Of course it will be possible to send attachments.  

 

The document template is stored in the Intelligent Hybrid Mail application and the few information entered is affixed 

to the final document. 

 

10.2 Data entry 

 

Depending on the needs of the service, you will be asked to fill in a number of fields. 

And possibly to add attachments. 

Case presented: sending by email of a membership form to an association. 

The user will enter the member's Last Name, First Name, Email and membership date. The software then generates 

the completed form and sends it by email. In our case we send the bulletin to Ada LOVELACE. 
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10.3 Document generation 
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11 Virtual printer 
11.1 Overview 

 

When you validate the print, a popup will appear allowing you to fill 

in your login and password. 

It is possible to save your password so you don't need to enter it 

later. 

Your web browser will open and in the top banner you will see a 

green information indicating that a file has been received. 

You just have to select the sending service and your file will be 

automatically moved in the main box of the service. 

 

Note: to remove a password, you will have to identify the virtual 

printer program from the Windows menu and click on 'Configure'. A 

window will appear to allow you to remove the registered 

password. 
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12 Pending jobs management 
12.1 Overview 

 

From the moment you send files to the application, a job is created. 

The purpose of a job is to store the pending elements and link all the created deliveries. 

All the pending deposits (with remaining elements) are accessible from the dashboard by clicking on the counter 

 

You can manage a deposit during the retention period defined in your customer account. After this period, the 

deposit will be automatically closed. 

A deposit tile displays information on the number of documents sent, the number of items remaining and errors. 

You also have information on the number of shipments sent and shipments waiting for validation. 
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If you click on a deposit tile, you then access the tile of remaining documents and all the tiles of shipments already 

made for the deposit. 

By clicking on the Show Details button, you can access to the files previously uploaded to generate the deposit. 

You can click on the file icon to download each PDF file uploaded. 
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12.2 Documents management 

If you click on the job tile, then you will access the remaining documents tile (in blue) and all the deliveries tiles 

linked to the current job.  

You can edit the address of the document by clicking on the icon. 

You can reject a document by clicking on the cross icon. A rejected document is set aside and will not be sent when 

you click on prepare. 

You can hover the Σ icon on the table header (top left) to get the total number of documents (before grouping), and 

total number of raw pages. 
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12.2.1 Edit a document linked to a simple channel 

 

The name of the channel is displayed, followed by the elements required for shipping. 

12.2.2 Edit a document linked to a sending strategy 

 

The channels are displayed in the order defined in the sending strategy for the service. In our example we try to send 

first by Email and then by Simple mail. 

Moreover, we have a condition on the strategy that forces to send by Email. In this case the channels not accessible 

(due to the strategy condition) have a red ban icon. For these channels it will not be possible to edit.  
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It is possible to click to unfold the elements of the Email channel to correct them. 

In the case of the example it is the recipient email that is not valid. 
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13 Deliveries management 
The delivery is the main object to track, it regroups all the folds sent from the same order. 

All the deliveries are accessible using the action banner Search > Deliveries. Or by clicking on the ‘More…’ link in the 

panel Latest deliveries. 

13.1 Overview 

 

In the upper right corner, you have an icon that allows you to switch from a 'Tile' view to a 'List' view. 

By using the automatic filters or the search field you can filter your shipments. 

The status of your order is indicated by the color on the left side of the tile. To get the list of documents for a 

shipment, click on the tile. 

The Export button allows you to obtain a csv file containing the following information: Recipient, User, Date Sent, 

Status, Production Options, Number of Pages, Metadata and Tracking Number (in the case of registered mail), and 

Shipment Number. 
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13.2 Deliveries info 

 

The panel displays information on the creation date, validation date, postdate, and number of recipients. 

The doughnut graph aggregates all the status of the documents inside the delivery. You can click on a doughnut 

section to filter the documents by status. 

Using the filter field, it’s possible to filter the documents by recipient, registered letter number, invoice number…  

The Export button allows you to get a csv file containing the following information: Recipient, Date Sent, User, 

Status, Production Options, Number of pages, Metadata and Tracking Number (in the case of registered mail), 

Internal Shipment Number. 

13.2.1 Cancel 

From the details of a shipment, it is also possible to cancel a shipment. 

A shipment can be cancelled only if it has not yet been sent to the production center: that is to say that the color 

code of the shipment (the left part) is in light green. In dark green, the shipment is sent to the production center and 

it is no longer possible to cancel. 
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In the case presented above, the shipment was sent to the production center. The user can then no longer delete his 

order. 

And in this case, from the view of the shipment details we get this: 

 

The Cancel button is not active. 

13.3 Document details 

 



    

  

IHM - User Guide 38 

   

By clicking on the document line, you will get the main information of the document, the dates on which the 

document was processed and access to the PDF document. 

 

By clicking on the thumbnail of the document you enlarge the document on the screen. 

 

It is possible in one click to download all the acknowledgments of receipt of an order by clicking on the Proofs 

button. 

Note: Do not worry if the status of your document does not change immediately after you confirm the delivery. In 

order to optimize costs, we delay as much as possible the shipments collection to our production centers. 

You can get more information by clicking on the detail button 

You access the detailed information of the document. All the production options selected, the values of the 

constraints (postal address for example), the tracking information such as the postal tracking number, the scan of 

the proof of deposit, and the complete history of the document. 

13.4 Document and delivery statuses 
When a delivery is confirmed by the user, it is immediately processed. 

At the end of this processing, the delivery and all the documents reach the Ready status. 

When the delivery is forwarded to the print service provider, the delivery reaches the status Completed. This usually 

takes place at fixed times. The documents still remain in the Ready status. 

It is only when the printing service provider has processed the documents that they will reach the Sent status. 
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14 Deliveries validation 
If a user does not have the permissions, then when he creates a delivery the delivery remains in a pending validation 

status. Then a user this the appropriate permissions (a group validator for example) will be able to check the delivery 

and validate it.  

The deliveries in ‘pending validation’ count is displayed in the counter on          the home screen. 

14.1 Overview 

 

By clicking on the            , you access the list of deliveries waiting for validation. 

The tile displays information on the number of recipients and the delivery sending date. 
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14.2 Pending deliveries 

 

By clicking on the tile, you access to the list of recipients. 

You can filter to search for a specific recipient and then you can click on the [Eye] icon to see the document. 

The main actions are: Validate or Reject. 

If you reject the delivery, you can specify a comment to help the user understand the problem. 

Note: when you validate an order, you may be asked to change the posting date. 

  



    

  

IHM - User Guide 41 

   

15 Document management  
All the documents are accessible using the action banner Search > Documents the menu. 

15.1 Overview 

 

By using the automatic filters or the search field you can filter your documents. 

For example, you can search for a document using a part of the address or a tracking number. 

The Export button allows you to get a csv file containing the following information: Recipient, Date Sent, User, 

Status, Production Options, Number of pages, Metadata and Tracking Number (in the case of registered mail), 

Internal Shipment Number. 
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15.2 Document information 

 

By clicking on the document line, you get the details of the document, the dates on which the document was 

processed. 

 

By clicking on the thumbnail of the document you enlarge the document on the screen. 

You can get more information by clicking on the detail button 

15.2.1 Detailed document information 

 

You can get more information by clicking on the detail button 



    

  

IHM - User Guide 43 

   

You access the detailed information of the document. All the production options selected, the values of the 

constraints (postal address for example), the tracking information such as the postal tracking number, the scan of 

the proof of deposit, and the complete history of the document. 
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16 Document management with error 
feedback 

When a document receives an error feedback after shipping, the error counter is incremented. 

Documents with an error return can be accessed directly from the ‘Error’ button on the home screen or by using the 

Search > Documents in Error action banner from the menu. 

16.1 Overview 

 

By using the automatic filters or the search field you can filter your documents. 

For example, you can search for a document using a part of the address or a tracking number. 

The Export button allows you to get a csv file containing the following information: Recipient, Date Sent, User, 

Status, Production Options, Number of pages, Metadata and Tracking Number (in the case of registered mail), 

Internal Shipment Number. 

16.2 Document information 
By clicking on the button with the check mark, it is possible to acknowledge an error. 

It will then no longer be visible in the list of errors. You can enter a text message when acknowledging: "Document 

sent to the customer by email", "Database address error"... This text is free and the content will be extracted when 

exporting to the document lists. 
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16.2.1 Cancel status 

When a delivery is cancelled, the cancelled documents are then accessible from the error management screen. 

Please note that cancelling a shipment does not increment the error counter. 
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17 Support 
Our technical support team is available on the JIRA https://support.cloud.nirva-software.com 

Our teams are available from Monday to Friday from 09:00 to 18:00. 

17.1 Website for support 
The support is mainly done with the JIRA tool. This tool allows you to track the responses from Nirva Software 

support and to keep a history of all exchanges. In the case of use within a group or a company, all users will be able 

to access the tickets. 

A public help center gives you access to FAQ, documentation… https://help.nirva-software.com 

17.2 Phone support 
Our teams based in Lyon and Nanterre will contact you by phone if necessary. 

17.3 Status 
The web site https://status.nirva-software.com ( or https://nirva-software.statuspage.io )  gives you the real-time 

status of the servers. 
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