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T2D-MAIL USER GUIDE 

 

Citipost are proud to introduce you to their new, innovative software solution: T2D-Mail! 
This truly puts you, the users in control, offering you a flexible, secure and cost effective 
solution for every piece of mail you send. T2D-Mail is an innovative online delivery solution 
that allows you to create, print and post your mail, without leaving your desk! Using either 
pre-defined templates or even your own bespoke designs, you are assured that every piece 
of mail leaving your business will have brand consistency. All professionally printed and 
presented with a service that could save you up to 50% on your postage costs. 

 
This guide will take you through our simple processes from design to delivery! 
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How does T2D-Mail work? 

 
 

Accessing T2D-Mail 
 

As T2D-Mail is an online software solution there is no need to complete any tricky installs or 
download any drivers, it can be accessed on any PC or laptop with an internet connection at 
the following link: https://citipost.dejar.co.uk 

 

As part of your on boarding process we will identify how many users are required &each 
user will be given a user name and a temporary password (you will be prompted to change 
your password upon your first log in). 

 
From this point onwards you are able to use the software to meet your business 
requirements. 
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If you require any additional uses to have access to T2D-Mail, please complete a new user 
request form and send it to us via email. The new user credentials will be sent to you within 
24hrs of receipt. A copy of this form can be found in Appendix 1. 

 
Stage 1 - Creating your mail items: 

 

Using T2D-Mail allows you to have so much flexibility in the designing/branding of each mail 
item you send out, there are however a few specifications that need to be adhered to, 
ensuring that your mail is delivered correctly. 

 
Letters and Large letters: 

 
For A4 letters and Large Letters, it is important that the address is placed in the outlined 
clear zone, so that the address sits behind the envelope window. The Address block area 
should sit 50mm from the top of the page, 25mm from the left of the page and measure 
28mm high by 55mm wide. 

 
Example fig 01.letter and large letter address block clear zone: 

 
Postcards: 

 
It is important to note that the first page of your design should have the recipients address 
present in the correct location. The second side (reverse) has no limitations in regards to 
clear zones. No Indicia (stamp) should be added to the artwork, however the Indicia area 
should be left clear as indicated below and we will apply the correct postage mark during 
the print stage. The postcard should be A5 210mm x 148mm. 

 
All Postcards should have a valid UK return address situated in the indicated return address 
area; this should be in the artwork prior to uploading the postcard to T2D-Mail.pg. 2 
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Example fig 02. Postcard design template: 

 
 
 

Key: 
Return address area This is the area your return address needs to be placed 

Indicia clear zone Please leave this area free of any text or graphics, a postage indicia 
will be placed here during printing. 

Delivery address area This is the preferred area to place your recipient address 
Clear zones Must be free from any text or graphics 
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Addressing 
 

Addressing standards are as per Royal Mail’s requirements, a summary of which is listed 
below but please refer to Royal Mail’s full guides for more details; 
https://personal.help.royalmail.com/app/answers/detail/a_id/81/~/clear-addressing--- 
how-to-address-your-mail 

 

The customer must make all reasonable attempts to ensure all mailing items include a full 
and accurate address and corresponding postcode. The customer must ensure that at least 
90% of mailing items carry a full and accurate addresses and corresponding postcode, which 
has been validated against the Royal Mail postcode Address File (PAF) 

 
The customer shall ensure where possible take into account changes to Postcodes and other 
address information over time and ensure that new records are accurate. Cleaning address 
data should not be a one-off activity, but an ongoing process. 

 
To meet the required address standards the customer must ensure that each address 
includes at least one premise element, one thoroughfare element, one locality element and 
the postcode as a minimum. Other elements may be included. If there is no thoroughfare 
element contained in PAF® this need not be included. 

 
Each address element is described below: 

 
PAF Format  Element 
Organisation Royal Mail  

 
1) Premise 

Sub Building  
 
Building Name 

Wheatstone 
House 

Building Number  
Dependant Thoroughfare   

2) Thoroughfare  
Thoroughfare 

Wheatstone 
Road 

Double dependant locality   
3) Locality Dependant locality Dorcan 

Post Town SWINDON 
County  Not required 
Postcode SN3 5XX 4) Postcode 
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1. Premise elements 
All mailing items must include at least one of these four elements, so that a single 
delivery point is defined. You do not have to include all the premise elements (unless 
the premise elements used do not sufficiently describe an address), even if they are 
included in PAF®, but building numbers must be applied on the same line as the 
Dependant Thoroughfare information. 

 
2. Thoroughfare elements 
PAF® will give one of three possible combinations: 
a) No thoroughfare: no need to include anything in this part of the address. 
b) A thoroughfare but not a dependant thoroughfare: include the thoroughfare. 
c) Both a dependant thoroughfare and a thoroughfare: include the former. If space 

allows you can also include the thoroughfare, though it is not compulsory. 
 

3. Local elements 
A customer must include at least one locality element, it does not have to include them 
all, even if they are included in PAF®. The initial letter(s) of the post town must always 
be in capital letter, for example; Milton Keynes. Alternatively the whole of the post 
town may be in capital letter, for example; BIRMINGHAM on a line on its own, as indeed 
can the whole of the delivery address. 

 
4. Postcode 
The address must contain the full and accurate postcode. The postcode must be able to 
generate an address from PAF® which can be matched to the minimum requirements 
above 9at least one premise element, one thoroughfare element and one locality 
element). The postcode must always appear in capital letters and, unless with the 
exception of examples 5a), 5b) and 5c) below, on its own as the last line of the address. 

 
Do not include and punctuation or underline it. Please put one or two character spaces 
between the two parts of the postcode. The first part (i.e. SN3) is the outward code, 
the second (i.e. 5XX) is the inward code. 

 
5. Address Structure 
Each address element must be on a separate line with the postcode included as the last 
line of the address. 

 
Royal Mail 
Wheatstone House 
Wheatstone Road 
Dorcan 
SWINDON 
SN3 5XX 
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a) Where the address complies with PAF® and there is no other text or information on 
the face of the mailing item that could be construed as an address, then the 
following exception apply: 

 
The postcode may be preceded by a county on the last line of the address, provided 
that the space between the county and the postcode is one or two characters. 

 
Royal Mail 
Wheatstone House 
Wheatstone Road 
Dorcan 
SWINDON 
Wiltshire SN3 5XX 

 
b) The post town may be followed by a county on the penultimate line of the address, 

provided that the space between the post town and county is one or two characters 
and that the postcode is on the last line of the address. 

 
Royal Mail 
Wheatstone House 
Wheatstone Road 
Dorcan 
SWINDON Wiltshire 
SN3 5XX 

 
c) The post town and postcode may be jointly on the last line of the address, provided 

that the post town precedes the postcode and the space between the two elements 
is one or two characters. 

 
Royal Mail 
Wheatstone House 
Wheatstone Road 
Dorcan 
SWINDON SN3 5XX 

 
The county, although not required, may be included as the penultimate line of the 
address, with the exception of example b) illustrated above. 

 
 

All mail items must comply with Royal Mail’s guidelines of offensive material & fair 
trade/competition laws. 
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 Stage 2 – Uploading your mail items 
 

Once you have finalised your mail item and saved it locally as a PDF DOC or DOCX file you 
can proceed to upload this to T2D-Mail! To upload a file simply log into your T2D-Mail 
account and drag & drop your saved document into the indicated area. Alternatively you 
can click the selected area to select your document from its saved location. 

 
Example fig 03. T2D-Mail uploads area: 

 
 

Please note if this is a multi-page document, with content going to multiple recipients we 
recommend uploading as a PDF only. 

 
The maximum file upload size is 100 megabytes. 
Once your document has been uploaded an options bar will appear below the upload section 
allowing you to move onto the next stage. 
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Stage 3 – Choose your print and delivery method 
 

These are mandatory fields for completion, which very simply allows you to tell us exactly 
how we should print and dispatch your mail items. 

 
Example fig 04. T2D-Mail options bar: 

 
Service Type - How would you like it delivered? 
We offer 3 delivery services, 1st class, 2nd class and an international option. 
Please use the table below to help you select which method is best for you: 

 
Service 1st Class 2nd Class International 
Description Next Day delivery (24 

hr) 
2-4 day delivery 3-6 day delivery 

service in Europe & 5- 
9 days delivery for 
ROW 

Cut off Files must be uploaded 
by 12pm for items to 
be delivered the 
following day. 

Files must be uploaded 
by 6pm, to be printed 
and dispatched the 
following day. 

Files must be 
uploaded by 6pm, to 
be printed and 
dispatched the 
following day. 

Example Upload by 12pm on a 
Monday, item will be 
delivered on a 
Tuesday. 

Upload by 6pm on a 
Monday, item will be 
delivered 
Thursday/Friday. 

Upload by 6pm on a 
Monday, item will be 
delivered between 
Thursday-Tuesday 
(Europe) , Monday- 
Thursday (ROW) 

*Please note these are not tracked or guaranteed services and as such these are non-compensated services. 
 

Document type - What format are your mail items? 
Through T2D-Mail you can send items out as Letters, Large letters and Postcards 
Each file/document you upload must be one of the above formats only, mixed formats 
cannot be accepted in one file. All letters and large letters are printed on 100gsm A4 paper, 
and placed in your selected envelope size after it has been printed. All postcards are 
printed on 350gsm card. 
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Format Maximum Size Minimum Size Maximum 
Thickness 

Maximum 
Weight 

Letters 240mm x 165mm 100mm x 70mm 5mm 100g 
Large Letters 353mm x 250mm 100mm x 70mm 25mm 750g 
Postcards 220mm x 158mm 210mm x 148mm 5mm 100g 

 

Please note that the maximum page quantity to be classified as a letter is 12 sheets. Any 
items submitted as letters that contain more than 12 sheets will be re-classified as a large 
letter and placed in a C4 envelope. 

 
There are two weight breaks for large letters, 0-100grams and 101-250grams based on the 
number of pages in each envelope. Anything up to 37 sheets will be charged at the 0-100g 
rate, anything 38 sheets or over will be charged at the 101-250g rate. 

 
The maximum number of sheets that can sit in a large letter envelope is 32. 

 
Colour type 
T2D-Mail allows you to print in mono (black and white) and colour, simply choose your 
required output and we will print to your business needs. 

 
Print type - How would you like your content printing? 
Select between Simplex and Duplex printing. 
Simplex – Context only printed on one side of each sheet of paper. 
Duplex – Context printed on the front and reverse of each sheet of paper. 

 
Split pages – are there multiple recipients in your document? 
If so the split page option needs to be completed to tell us how many pages are going into 
each pack. For example if each recipient is receiving to pages, you would simply type 2 in 
this field. This only works if there is the same number of pages going to each recipient. If 
this varies please use the ‘Split tag’ option. 

 
Split tag 
If your document contains multiple recipients, with inconsistent number of pages for each, 
then the split tag option needs to be completed. Here we are asking you to identify what 
text informs the software where each new pack starts. For example if you use ‘Page 1’ the 
software will then look for the wording ‘Page 1’ in each document, knowing that each time 
it finds ‘Page 1’, that this will be the start of a new pack. You can use letters, numbers and 
symbol strings as long as they are only on the first page of each pack. 

 
Reference 
This is a mandatory field that not only allows you to label each uploaded file; we will also 
ensure that each invoice has the associated costs against your nominated references. 
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Stage 4 – Submitting your document 
 

Once you have uploaded your document and selected the print/delivery parameters we 
recommend you use the option ‘View document’, a pop up screen will appear showing the 
first page of your document. In the case of letters/large letters a red box will indicate 
where your address should be allowing you to check that the positioning is correct before 
sending it through to print. If your checks indicate that you need to make any changes to 
your document, please open the original document on your pc/laptop, make your amends 
and save locally. You can then drag and drop this revised document into T2D-Mail, this will 
replace the old one. 

 
At this stage, if you are happy that the addresses are in the correct position, close the pop 
up document screen and select the option ‘Submit’. 

 
Once submitted the document will electronically transfer, be printed and dispatched 
according to the parameters you selected. A pop up will indicate that your document has 
been successfully received by T2D-Mail. 

 
To upload another document, simply just drag and drop (or select) another document into 
T2D-Mail and begin again. 

 
 

To watch a quick overview, please follow this link: 
https://www.youtube.com/watch?v=VBXJ7ZypfCo&feature=youtu.be 
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My document search 
 

This feature allows you to review previous submissions, view the actual documents, and line 
detail. We also give you a 1 hour window from point of submitting a document, to hold, 
delete or reinstate a file/mail item. 

 
To access this feature please click on the ‘My document search’ tab at the bottom of the 
T2D-Mail screen, located as below: 

 
Example Fig 05. Search tab 

 
This will then pop up your search criteria, allowing you to search by reference, document 
status, and time of submission. Once you have chosen your search criteria, press search and 
the results will appear in the window behind. 

 
Example fig 06. Search results window 
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From the search results window you can select items by ticking the circle boxes on each 
line, once selected you can choose what you would like to do with these items, Hold, 
Remove or Approve again (this can only be done within 1 hour of the original submission) 
however if you hold an item you can reinstate this at any point. Further to this, if click 
anywhere in a line detail, it will produce a pop up screen showing you your original upload 
document in full. 

 
If you then need to preform another search just repeat the process above. 

 
Other features 

 

Contact – this will take you through to a T2D-Mail contact page. 
Change password – allows you to change your password to manage these as you require 
Logout – will take you back to the home log in screen 

 
Bespoke solutions 

 

T2D-Mail also offer bespoke solutions outside of the online system, if your business has 
requirements that you would like to discuss further please feel free to get in contact with 
us. 

 
Charges and invoicing 

 

Upon your account activation, you will have received your rate card clearly showing per 
item costs. As T2D-Mail is a product of Citipost Mail you will receive one invoice weekly 
from Citipost Mail collating the previous week’s submissions. Should you have any queries 
please feel free to get in touch. 

 
Contact us – If you have any questions or need assistance! 

 

We are always happy to help, so please feel free to get in contact: 
 
 

 
Phone: 01908760100 
Email: mail@t2ddirectmarketing.co.uk 
 Support @t2ddirectmarketing.co.uk 

Website:  
 

Please note that the maximum page quantity to be classified as a letter is 12 sheets. Any 
items submitted as letters that contain more than 12 sheets will be re-classified as a large 
letter and placed in a C4 envelope. 

 
There are two weight breaks for large letters, 0-100grams and 101-250grams based on the 
number of pages in each envelope. Anything up to 37 sheets will be charged at the 0-100g  
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T2D-Mail User Guide v1.5 

 
 
 
 
 
 
 
 
 
 
 
 

Responsibilities 
 

As the originator of any image and content, you must ensure that you comply with the requirements 
below: 
You must ensure that you: 

 
1) Compete fairly. 
2) Will not use any image that may cause offence or is misleading 
3) Will not use any indecent images that contain any sexual reference, or refer to indecency, 

obscenity or pornography. 
4) Will not use images of a political nature that are potentially generating support for a 

particular point of view, policy or action. 
5) Are compliant with the British Code of Advertising Practice. 
6) Are compliant with the law and the images used do not incite any person to break the law. 
7) Will not use imagery that is derogatory or that defames any other person or business. 
8) Own the intellectual property rights for any designs that you 
9) Indemnify Citipost Mail Ltd and Royal Mail Group Plc against any potential claim in relation to 

the breach of copyright law 
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