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Batch Processing enables the creation of dozens, hundreds or thousands of Certified 
Mail cover sheet or labels by importing address data from Microsoft Excel (.xlsx or .xls) 
or CSV files in your host computer. It’s a great way to produce cover sheets or labels for 
recurring mailings because it eliminates entering recipient address data manually. It’s 
also ideal for mailings of hundreds or thousands of pieces, quickly. The process can 
process up to five thousand cover sheets or labels in a file, although breaking mailings 
into files of 3,000 or fewer is recommended just in case you experience any issues with 
your printer while processing the mailing. Most Batch Processing clients can complete. 
a run of 3,000 cover sheets or labels within 30 minute. 
 
The Batch Processing wizard begins by importing address data for each recipient in 
your mailing from a Microsoft Excel file (.xlsx or .xls) or a CSV file in your host computer. 
The system then checks and validates each address against the master USPS address 
database, pointing out any addresses that are not complete matches. Once the file has 
been validates, the service then converts each address into a complete Certified Mail 
cover sheet or Certified Mail label, with electronic postage, for use with the #10, 6”x9” 
or 9” x 12” Certified Mail envelopes we provide, as well as the Certified Mail labels (item 
#SL200) for larger flats and boxes. 
 

 
 
1. Contact SimpleCertifiedMail.com to enable the Batch Processing feature. 
2. Ensure your account has sufficient funds to process the complete mailing. 
3. The process requires familiarity with Microsoft Excel, ZIP and PDF files.  
4. Chrome, Firefox, Microsoft Edge, Internet Explorer and Apple’s Safari browsers are 

all supported. 
5. Finally, to ensure that the quality of the addresses in your batch file, our service 

checks and qualifies each of the addresses in the batch process, just as it does 
when you are preparing a single piece. The service cannot display an alternate 
address like it does when you are processing a single label, but it does alert you so 
you can make a correction to the file before generating any cover sheets or labels. 
We can suspend the Address Validation feature if you want. For example, if you 
have a legal requirement to send the item to the “last known address”despite 
what the address validation feature might recommend. Just contact us toll free 
at 888-462-1750, Ext 2. 

 Overview

 Before You Start
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1. The first step in the Batch Process is ensuring that your mailing list data is formatted 

in a Microsoft Excel spreadsheet, with the recipient’s address information formatted 
in columns like the example below. 

 

 
 

The column headings in your worksheet don’t have to match the ones above as the 
Wizard enables you to match columns from your file directly to our batch process 
columns. But if you can use the column headings we use, that makes it a bit easier. 
 
Most important is to note the way the addresses are formatted. The recipients 
complete name is in a single column, there are two address columns to hande suites, 
apartment numbers, and other modifiers to the main address entry, and there is one 
column for the first 5 digits of the Zip code, and a second column for the +4. The 
columns for Reference Number, Item ID, Cost Code and POD Recipient are useful for 
some mailers, but completely optional.  
 
The data you use for each recipient’s address can include up to 46 characters per 
cell, in alpha and numeric formats. Symbols such as dashes (-) and ampersands (%) 
should not be used. 

 
2. Once your mailing list has been collected into a Microsoft Excel or .CSV file as per 

#1 above, login to SimpleCertifiedMail.com using your normal credentials. 
 
3. Then select Batch Jobs under the Create Label Tab.  
 

 
 

 Using Batch Processing – Step by Step
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4. From the Batch Job menu, click on NEW JOB 
 

 
 
5. The Batch Jobs window opens. Follow these instructions: 
 

 
 

a. Enter a Job Name for this specific mailing. In this example we entered the title 
“August 1 Mailing”. (The Job Name cannot exceed 26 alphanumeric characters 
including spaces. Also, avoid symbols.) 
 
b. Select the Output Format from the drop-down menu. All the Certified Mail cover 
sheets and labels can print in a Single PDF File (the most popular option), or choose 
Multiple PDF files - one PDF for each mail piece, Or choose to have the system 
create both types of PDF files. 
 
c. Select the Group. Single Group is the default. If you wish to combine groups, 
select Multiple Groups and pick the groups you want to include from the drop-down 
list. 
 
d. When done, click on CREATE JOB THROUGH WIZARD and the Batch Label 
screen appears. 
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6. The Batch Label screen is where you enter the name of the originator of the mail 

piece. It is also where you choose how you are sending the mail piece. In this 
example, the mail is being sent Certified with Return Receipt Electronic (“RRE”), in a 
number ten envelope (“10” in the Label Size option), with 1-5 pages, and we have 
requested an “email notification of delivery” for each mail piece.  

 
Make your selections and then click NEXT STEP at the lower right corner of the screen. 
 
7. This brings up Step 3: Upload CSV or Excel file. 
 

 
 
8. Select Choose File and then select your original address file on your system. 
In this case I am choosing an Excel file named “Office Mailing 08.01.19” 
 

 
 
You see the file name in the screen shot above. Then select NEXT STEP.  
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9. You will next see Step 4 asking you to match the column names in your Excel or 
CSV file to the Address Book field in the Batch Process.  

 

 
 
Since I set up my Excel file to use the same column headings as the ones used by 
SimpleCertifiedMail.com, it takes just a few seconds to match the names in the left 
column to those in the right. See the screen below. But remember that as long as the 
data in your mailing list confirms to the requirements described on page 3 of this 
manual, and you can match each column with our service, you should be fine. Also, 
you can select “none” if your list doesn’t contain certain fields, such as the ZIP+4, 
Reference, Item ID, Cost Code or POD Recipient. 

 

 
 
Once you have matched up the columns, click on NEXT STEP. 

6



10. This takes you to Step 5: Preview Import where you check the imported file to 
ensure everything is in the proper location. If it all looks good, click on the FINISH! 
button in the lower right-hand corner of the screen. 

 

 
 
11. This moves you to the Address Validation process and screen.  
 
 

 
 

You see under the Status message that the addresses are “Validating”. This can 
take a few seconds or minutes depending on the number of addresses in your Batch 
File. We recommend clicking the REFRESH button periodically, until you see the 
screen change to show that the file has been Validated as in the screen below. 
 
If you see the message Validate Failed, check the mapping of the data fields 
between your Excel file and SimpleCertifiedMail.com and/or review the data in the 
source file to ensure it complies with the guidelines from Step 1on page 3 of this 
Guide. See the section What to Do if Address Validation Fails at the end of this User 
Guide for more specific instructions. 
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12. Next you have a choice to Preview, Process or Delete the Batch Job.  
 

 
 

If you select Preview, the service will add a third file to the list of files on the screen - 
the one with “preview” in the title. 

 

 
 

a. Click on the August 1 Mailing preview.zip link. This will download a Zip file to 
your computer. 

 

 
 

b. Open the folder and see two files inside. 
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c. Click on the August 1 Mailing_preview_print.pdf file and you see a sample of 
the Cover Sheet or Label that will be printed as part of your Batch Job. The VOID 
messages on the PDF show this is preview cannot be printed and used for mailing. 
 

 
 
d. If everything looks right in this preview, and you are ready to get your mailing 
started, go back to the SimpleCertifiedMail.com screen and select Process. This 
initiates the process of adding postage to your batch of addresses and preparing the 
PDF file you will print with your cover sheets or labels.. 

 

 
 
13. After clicking on the Refresh button, a new file appears on the screen, with a new 

filed added called August 1 Mailing.zip. 
 

 
 
a. Click on the August 1 Mailing.zip file. This will download two files into a folder on 
your computer, such as the folder shown below. 
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b. Open the folder and you will see two files inside. 
 

 
 
c. Open the “August 1 Mailing_print.pdf” file, to see your final Certified Mail cover 
sheets or labels, complete with postage. 
 

 
 

14. Finally, print the file after making sure you have enough standard 8.5” x 11” 
paper for Cover Sheets, or SL-200 Certified Mail labels, in your printer to print 
all the cover sheets or labels you need for your mailing. 

 

 
 
If there is a problem with any of the entries in your address file, you will learn about it 
when the system tries to validates your file in Step 11 above. Let’s go through an 
example step by step. 
 
1. Upon Validating the August 1 Mailing file, you know if validation has failed when you 

see the Status Validate Failed as shown below. 
 

 
 

 What to Do if Address Validation Fails
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2. To see where the error took place, you select the file name, in this case August 1 
Mailing 2_validation.xls. 

3. The file downloads to our local computer. Upon opening the file with Microsoft 
Excel, you see all the entries in the batch file.  

4. Scanning across all the columns of data, you see a new column titled Recipient 
Validation MSG 

5. And in that column, you will see that most cells include the words “Exact Match” but 
some do not. The message in certain cells may read “City, State and ZIP Code are 
valid, but street address is not a match.” This error message, and others similar to 
it, highlight where in your address file there are addresses that do not match the 
USPS database and cannot be verified. 

6. If the address can be corrected, please correct it in the original file, not the Validated 
File. A useful resource for checking addresses is 
https://tools.usps.com/go/ZipLookupAction!input.action 

7. Once all failed addresses are corrected, click Delete to remove the job and begin the 
batch process again. 
 

 
 

Note once again that we can suspend the Address Validation feature if you 
want. For example, if you have a legal requirement to send the item to the “last 
known address” despite what the address validation step might turn up. Just 
contact us at our toll free support number. 

 

 
 
If you have any questions, contact us by phone at 888-462-1750 Ext. 2, or by email: 
support@simplecertifiedmail.com. Thank you.

 Need Support?

11


