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Client Portal Guide

Your Dashboard

To access your client portal, go to - www.gofranklingo.com and click the Login to FranklinFast image in the top right 
corner of the page.

Enter your username (email address) and 
password into the designated fields. If you do 
not have credentials, ask your sales or customer 
service representative.

Forgot your password? Click the  
Forgot Password link to receive an email  
with a link to reset your password.

Your dashboard will show you all of your jobs from newest to oldest, and their production status. Click the Details link 
next to a job to see a list of all the parts (Mail or Print) for that job and their production status.
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Upload Files
Upload files for a new or existing job by clicking on the Upload Files link on the  
left navigation menu.

You can upload a file for an existing job by selecting it from the dropdown menu under use an existing job.  
To upload a file for a new job, select add a new job and enter a description.

Click select files to browse files on your computer, select appropriate files and attach to your job.
Your selected file(s) will be listed with a red “x”, which can be used to remove the file from the job.

Use the comments box to enter any special instructions or information regarding your file(s).

Click Upload Files to upload your files to Franklin. A progress bar will appear as your files are being 
uploaded, and you’ll receive a pop-up message once the upload is complete.

Once you upload your file(s), a notification will go out to the Franklin team working on your project so 
that they can get started right away. You will also receive a confirmation email.
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Mail Tracking
Select the Mail Tracking link on the left navigation menu to track your mail.

The Mail Tracking dashboard gives you a quick overview of the tracking progress on all of your jobs. To get more 
tracking details on an individual part, click the blue arrow (     ) on the far right.

The tracking detail screen provides detailed information such as how long delivery is taking by date and number of days. 
You also have the ability to filter and view the details for any geographic segment and the option to download the data to 
your computer.
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Change the geographic breakdown of the data by selecting a different filter (The default view is by State, as it is 
generally the easiest to digest).1

Download the current view’s data to your computer by exporting to a CSV file.2

Click on any of the geographic segment links to view the individual recipients within that segment.3
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Mail Tracking - Tracking Multiple Parts

You can track multiple versions within a single job, or all versions together, on the Mail Tracking dashboard. 

After clicking Track Checked or the black arrow of an enitre mailing, you will see the tracking details will reflect 
your selections.
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To track two or more versions, check the boxes to the left of the part number.1

After selecting the part numbers, click Track Checked at the top.2

If you want to track all versions within a job together, you can do so by clicking the black arrow to the right of the 
job name (    ).3

You can view a multi-version mailing either by date or number of days.
Select View Days if you want to analyze mail delivery times to certain locations, and select View Dates if you want 
to see the impact of mail delivery on processes in your organization, or if you want to tie mail delivery back to other 
date related data (such as offer redemptions per date).
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Mail Tracking - Individual Mail

On the tracking details page you can click on any geographical segment link to see the individual mail recipients. 

Check individual mail pieces, the date their mail was scanned for delivery and how many days it took.

You can also search a mailing for an individual name or address and view  
when that mail piece was scanned for delivery.

Export the data to your computer to feed your call centers or sales team.1

1



Pg. 6

FranklinForward ACS
FranklinForward ACS enables you to eliminate returned mail and view undeliverable mail online. 
You have to sign up for this service using the form at http://clients.gofranklingo.com/acs.pdf.   
If you have any questions, please contact your account executive.

If you’ve already signed up for ACS, you can access your results by clicking the  
FranklinForward ACS link on the left navigation menu. 
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You can view your ACS results two distinct ways – Daily and By Job.  You can switch between the two by clicking 
the links in the blue tab in the top right corner.

1

The By Job summary view will show the number of ACS received for each individual job.  Note that, as we receive 
ACS records every day, this number will increase over time as we receive more data – so check back regularly if 
using this view.  Again, you can click ‘Export to CSV’ if you’d like to download this summary data.

1

The Daily summary view will show your ACS counts by date (the date we received each ACS record from  
the post office).  It represents all ACS records received on a particular day across ALL of your jobs.  You can  
click ‘Export to CSV’ if you’d like to download this summary data.
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FranklinForward ACS - Details

To view the detailed ACS records on either view,  
click the ‘Details’ link for any row (for a particular Date or Job)

This view displays a subset of the ACS fields for cleaner viewing (i.e. only the Address, not the City/State/Zip) – in 
order to see all address information, or to download and save locally, click the ‘Export to CSV’ button at top

Export to CSV to view all address information including City/State/Zip.1

1

Notes on the ACS data fields:
•	 The Reason field from the post office indicates the reason that the piece was not deliverable.  It is the same  
	 information that would be found on the “yellow sticker” for a piece of physical returned mail. 

•	 The Action field indicates what action the post office took with that particular mailer.  ‘Waste’ indicates that the  
	 piece was disposed of; ‘Forwarded to new address’ indicates that the piece was forwarded (because a forwarding  
	 address was found for that person – see the New Address fields for this forwarding address).  Note that you will  
	 only see ‘Forwarded to new address’ for First Class mail – for Standard Class mail, because mail forwarding is not  
	 built into the rate, the piece will still be disposed of even if a forwarding address is found.  You will, however, still  
	 receive the forwarding address via the New Address fields in the ACS file – so you can update your records  
	 accordingly, so they can receive future mailers.
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Inventory Status

Shipping Status

Check your inventory status by clicking the Inventory Status link on the  
left navigation menu. You can click the number in the On Hand column for an 
Inventory item to view a detailed transaction history.

Check your shipping status by clicking the Shipping Status link on the  
left navigation menu.

Check shipping status including details such as arrival date and who signed for it.
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Proofing

NEW PROOFING SYSTEM!

Check your proof by clicking the My Proofs link on the  
left navigation menu.

For more information about our new proofing system, visit - https://portal.gofranklingo.com/proofing/help/guide.html

Our online proofing portal gives you the power to review, annotate and provide feedback directly from your computer or 
mobile device through our website. Automated email updates will keep you and your team up to date on the status of your 
projects. Tracking multiple projects is simple thanks to our management dashboard. There is no need for any additional 
programs or anything extra to install.

Franklin Proofing was designed to make the review and approval process easy for you, but we rely on feedback from you 
to make the experience even better. If you have any feedback or suggestions please let us know. Our goal is to make  
viewing, checking, tracking and approving your projects as easy as possible.

Additional Services
FranklinFast Automation 
FranklinFast Automation allows you to conduct a direct mail campaign right from your 
own computer 24/7! Visit http://ereply.us/franklinfast.pdf for more information


