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Overview

Batch Processing enables the quick creation of dozens, hundreds or thousands of
Certified Mail coversheets or labels by importing address data from Microsoft Excel
files. We recommend a maximum of 3,000 per Batch.

This guide describes the process when your batch includes a mix of page counts and
weights and/or requires a mix of different envelope sizes or the SL-200 labels. For
example, when some items require a #10 envelope, and others require a 6”x 9” or 9”x
12”. Or there is a mix of page counts between the pieces you are mailing.

If all the Certified Mail items in your batch are the same # of pages and use the same
size envelope (for example, 4 pages mailed in a #10 envelope) you should be using the
Batch Processing Wizard instead. There is a separate User Guide for the Wizard.

The Batch Process for Mixed Pieces begins by importing address data for each
recipient in your mailing from a Microsoft Excel file. The process then validates the file
against the USPS Delivery Point Validation (DPV) database and converts each address
into a complete Certified Mail coversheet or label, with electronic postage, for use with
the #10, 6”x9” or 9” x 12” Certified Mail envelopes we supply, or the SL-200 labels for
flats and boxes. Most clients can complete the preparation of 3,000 coversheets or
labels within 45 minutes. Smaller batches take proportionately less time.

Before You Start

1. Select the MANAGEMENT/User Administration Tab. Select “Edit” beside the Group
Name initiating the Batch Job. Enable Batch Job as highlighted in yellow below.
Then click SAVE at the bottom of the Group Name table.

Print  View Delivery View Delivery Create Scan Batch

Group Name Member

Label Report -Individual Report - Al Forms Jobs
NEW YORK

2. Ensure your account has sufficient funds to process the batch.

3. If needed, visit www.SimpleCertifiedMail.com/batch to download sample Excel files
and to watch a video describing the process.

4. This process requires familiarity with Microsoft Excel, ZIP and PDF files.

5. Google Chrome and Microsoft Edge browsers are supported.

6. If the process of validating addresses against the USPS DPV database turns up
addresses with issues, the software alerts enables you to check and correct the
highlighted entries in the Excel file. Address Validation can be suspended by
selecting “Bypass address validation” in the Batch Label screen.




Using Batch Processing — Step by Step

Tips on Preparing Your Excel (.xlIs or .xlIsx) File

1. The first step in the Batch Process is ensuring that your mailing data is saved in a
Microsoft Excel spreadsheet using the .xls or xlIsx. extension. Below is a portion of a
sample file.

FromC Fi Add Fi Add FromCity F FromZip FromEmail ToName ToC ToAddi T Tol
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 anewmark@sterlingmgnt.com Jim Best Good, Better and Best 900 Park Ave Ste 1200 New Yo
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 anewmark@sterlingmgnt.com Harrison Schreppel Sand Hill Ventures 2880 Sand Hill Rd Ste 200 Menlo P:
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 anewmark@sterlingmgnt.com Bill Spritzer Spritzer, Jones LLC 1022 E Lake Cook Rc Ste. 103 Buffalo
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 anewmark @sterlir com Bob 1 RS Consulting 200 W 30th St. Ste 1530 New Yo
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 anewmark@sterlingmant.com Larry Foster Digi International 11001 Bren Rd East  Ste 200 Minnetol
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 anewmark@sterlingmant.com Barbara Logan O'Connor Davies 500 Mamaroneck Ave Ste 301 Harrisory
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 anewmark@sterlingmgnt.com David Jones Digital Mettle 182 Mine Lake Court Ste. 200 Raleigh
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 anewmark@sterlingmgnt.com Don Larson Ivey, Barnum & O'Mare 110 East 42 St. Ste 1419 New Yol
Sterling Management 230 Park Ave. Suite 230 New York NY 10017  anewmark@sterlingmant.com Mark Coopersmith Cooper Consulting 30 Monterey St Ste 2350 Tiburon
Sterling Management 230 Park Ave. Suite 230 New York NY 10017  anewmark@sterlingmant.com Cady Scholl Akanthos Capital 21600 Oxnard St Ste 1758 Woodlary
Sterling Management 230 Park Ave. Suite 230 New York NY 10017 __anewmark@sterlingmgnt.com_Leslie Knoll Endicia 323 N. Mathilda Ave Sunnyvg

2. The Columns in your Excel file must use the headings you see in bold text in the
left column of the large chart on the next page, though these headings need not be
bold in your spreadsheet. Read across the chart to see which columns are required
and optional, and for an Explanation and Suggestion for how each of the columns
are used in a batch mailing. It’s very important to understand the options, especially
as many that are not required are still quite useful.

3. Many clients find it useful to download sample Excel spreadsheets from
SimpleCertifiedMail.com/batch as a starting point. You can save the sample files on
your PC or server under a different name, then modify them to your needs. Or start
from scratch following the format of the sample spreadsheets.

4. A clean (not previously used) Excel template should be used for each batch file.

5. The address data for each recipient’s address cannot include symbols such as
dashes (-) and ampersands (%).

6. For clients mailing from home and other locations that are not their primary office
address, and not in the same ZIP Code, we added four “ShipFrom” columns to the
spreadsheet template so clients can enter their temporary mailing address while the
software still prints their normal company address in the return address portion of
the Coversheets and Labels. By adding the “ShipFrom” information to the
spreadsheets clients can be more confident of receiving the proper Proof of
Acceptance Electronic from the USPS. If don’t need this capability you can leave the
ShipFrom column blank.



Column Headings

Required in File

Explanation

How to Use*

Identifies the Certified Mail mail piece by numeric

Every item must have a number. Most users start

DocumentID Yes R
sequence. with 1 and count up.
GrouplD Yes for Multi- |This column required for batches sent from multiple | This column in only required for Multi-Group batch
P Group Batches |Groups in your account. mailings. If not using leave blank.
DocName Yes Specifies the mail piece type. Use "Certified" or "Certified with RR(E)"
The originator's name goes here if you want to . }
. ; . o In many cases, this is the Company's name, not an
FromName Yes identify the specific sender. Otherwise, insert the N R
individual. Max is 30 characters.
Company name.
The mailers company name goes here. Leave
Add Company name here if there is an individual's R pany g R
FromCompany Yes . blank if your company name is already in to the
name in the FromName cell. .
FromName column. Max is 30 characters.
FromAddress Yes Originator's address. Max is 30 characters.
FromAddress2 No Second line of Originator's return address. "Ste" and "Apt" are examples.
FromCity Yes Originator's city. Name of city or town.
FromState Yes Originator's state. Use abbreviation. "NY" for example.
FromZip Yes Originator's zip code. Can be 5 or 9 digit zip code.
! Originator's email. Used in conjunction with .
FromEmail Yes ” When not using, leave blank.
NotifySender column.
ShipFromAddress No If batch is being mailed from a different address
Sh,pFromClty No than t_he one entere_c'j in the "From..." columns, When not using, leave blank.
ShipFromState No entering actual mailing address here helps ensure
ShipFromZip No the Proof of Acceptance will be correct.
L If there is a company but no specific person at the
ToName Yes Recipient's name. . X
company, enter company name in this column.
Add Company name here if there is an individual's
ToCompany No R pany Max is 45 characters.
name in the ToName cell.
ToAddress Yes Recipient's address. Max is 45 characters.
"Suite" and "Apt" are examples for use of second
ToAddress2 No Second line of recipient's address. line P P
ine.
ToCity Yes Recipient's city. Just the name of the city or town.
ToState Yes Recipient's state. Use abbreviation. "NY" for example.
ToZip Yes Recipient's zip code. First 5 digits of zip code.
ToZip4 No +4 of Recipient's zip code. Not required.
. . . Use "10" for #10 envelope; "Small" for 6"x9"
. Specify the envelope size or label for each mail N B e B R
LabelSize Yes . X . envelope; "Large" for 9"x12" envelope; "Sheet" for
piece in the Batch file. )
the SL-200 adhesive labels.
Determines postage required when using window Fill in number of pages when mailing in #10,
PageCount Yes P g g g pag g
envelopes. Small or Large envelopes.
When using the SL-200 label "sheet" for a flats or
Weight v Determines postage required when using SL200 box, the weight must be noted in ounces, such as
i es
g label for large flats and boxes. "10", "20" or "40". Items above 13 ounces are sent
Certified via Priority Mail.
Enter "1" to "7" to advance the postage date from 1
R P & o Example: If the cover sheet or label is created on
to 7 days (not counting Sundays) from date mail is X .
DateAdvance No R i w~u |Aug 28 but the plan is to mail on Aug 31, add the
created. If not using this feature you must enter "0 .
X number 3 in this column.
in all cells or delete the column from spreadsheet.
Add the word "TRUE" for any piece requirin,
RestrictedDelivery No Adds Restricted Delivery to the mail piece. X . .y P d &
Restricted Delivery. Otherwise leave blank.
Enables clients to assign an internal reference
number (alphanumeric, up to 26 characters) that is .
ToReference Yes s K If not using, leave blank.
saved to client's production report and can be
downloaded as an Excel file.
Item ID is printed below return address on the cover
P X X Used by clients to identify the letter returned by
sheet or label. Does not show in the Delivery K K R
ItemID No X Postal Service, without opening envelope. If not
Information screen or database. ID can be alpha- X
X using leave blank.
numeric, but no spaces or symbols.
Sender receives an “Advisory Notice” when the mail
piece is delivered, created from information
. provided by the USPS. The Advisory Notice may not [Add the word "TRUE" if required. Otherwise leave
NotifySender Yes . -
accurately reflect the delivery status. Clients should |blank.
check the Delivery Information Report to ensure the
item was “Delivered” and not “Returned”.
. Sends the Proof of Delivery or Return Receipt Enter email addresses, separated by semicolons. If
PODRecipient No K X
(Electronic) to others. not using leave blank.
Useful for assigning Certified Mail production to
gning S P R Alpha numeric code with no spaces or symbols. If
CostCode No cost centers. Saved to client's production report and

can downloaded in Excel format.

not using leave blank.

* Some of the How to Use notes show terms in quotes. When entering text into cells on the worksheets, do not use the quotes.
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Processing Your Batch File - Step by Step

1. Login to SimpleCertifiedMail.com using your normal credentials.
2. Select Batch Jobs under the Create Coversheets & Labels Tab.
3. From the Batch Job menu, click on NEW JOB

BATCH PROCESSING REPORTS
NEW BATCH USING XLS OR CSV FILE

BATCH HISTORY

4. The Batch Jobs window opens. Follow the instructions below:

Batch Jobs

New Batch Job

JobName |Sept1Mailing J*
Output Format ~ Single PDF Print File v
Single Group @ New York Office v

Multiple Groups  Group IDs contained in Excel document
63-Naples FL
4-New York Office

BROWSE... Or drop files here

JobFile  Sept 1 Mailing.xlsx
12.5 KB

File uploaded successfully

Sample Excel Templates Single Group
Multi-Group

SAVE JOB CREATE JOB THROUGH WIZARD

a. Enter a Job Name for this mailing. In this example we use the name “Sept 1
Mailing”. (The Job Name cannot exceed 26 characters including spaces. Avoid
symbols.)
b. Select the Output Format from the drop-down menu. All the Certified Mail
coversheets or labels can print from a Single PDF File (the most popular option), or
choose Multiple PDF files which means a separate PDF for each mail piece. Or have
the system create both.
c. Single Group is the default. Select Multiple Groups if your account has been set
up with multiple groups as originating addresses, and your batch includes Certified
Mail originating from more than one group. For example, the batch might include
letters from your firm’s New York, Chicago and San Francisco offices.
d. Select the Job File by clicking Choose File and then choosing the Excel file you
prepared specifically for this batch mailing and selecting Open. In this example we
chose “Sept 1 Mailing”.
e. When you see the file name next to the Choose File button, click the orange Save
button. (Ignore “Create Job Through Wizard”.)

5. This moves you to the Address Validation process. Address Validation checks the
addresses in your file against the USPS Delivery Point Validation (DPV) database to
ensure the required information is present to process the Batch Job.

5



In the example below, you see the “Sept 1 Mailing” under Name, and “Validating”
under Status. The process can take a few seconds or minutes depending on the
number of addresses in your Batch File. (A large file with 3,000 addresses takes
approximately 5 minutes to validate.)

Batch Jobs
Name Status Files Actions
Sept 1 Mailing Validating Sept 1 Mailing.xlsx Delete

Click the REFRESH button periodically, until the status changes to Validated .
In this example, a new file called “Sept 1 Mailing_validation” is added to the
file list.

Batch Jobs

Name Status Files Actions

Preview
Sept 1 Mailing.xlsx

: . Process
Sept 1 Mailing plarcatel Sept 1 Mailing_validation.xlsx
Delete

(If you see the message Validate Failed, review the data in the source file to ensure
it complies with the guidelines on page 3 of this manual. See the section What to Do
if Address Validation Fails at the end of this manual for more specific instructions.)

. Next you have a choice to Preview, Process or Delete the Batch Job.

. The Preview process is important to run the first time you mail to a list of addresses.
Preview checks that all the addresses conform to parameters such as a maximum of
46 characters per cell, with no symbols. Preview also generates a PDF file you can
view to view the coversheets and labels before postage is added. The Preview
process takes approximately 19 minutes for a file of 3,000 addresses. Less time for
shorter batches. Click REFRESH periodically until a third file ending with
preview.zip appears in the list.

Batch Jobs Batch Jobs

Hame Status Files Name Status Files

Sept 1 Mailing. xlsx Sept 1 Mailing,xlsx

Sept 1 Mailing Generating Praview Sept 1 Malling Previewed Sept 1 Mailing_validation.xlsx

Sept 1 Mailing_validation.xlsx

I
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8. Next click on the preview.zip link. This will download a Zip file to your computer.
9. Open the folder and see two files inside.

Name v Date Modified

B@: Sept 1 Mailing_preview.xlsx Today at 12:55PM
Sept 1 Mailing_preview_print.pdf Today at 12:55 PM

10. In this example, we next click Sept 1 Mailing_preview_print.pdf to view the
Coversheets and Labels that will be printed as part of the Batch. The VOID
messages on the PDF highlight that they cannot be used for mailing. As you scroll
through the file you will see the coversheets formatted for the specific size window
envelope or SL-200 label you specified in your Excel file.

Sterling Management

_ VOID- DO NOT MAIL -VOID g easypost
David Jones
a0 PARKAVE. USPS CERTIFIED MAIL™ orr P
NEW YORK NY 10017 ca013161 13 i
i el !

Retail
1.00ZLTR 0901000005759
Postage $8.86

9414 0000 0000 0000 0000 00
TP QD

JIM BEST
GOOD, BETTER AND BEST

350 PARK AVE
STE 2400
NEW YORK NY 10022-6022

11. If everything looks correct in this preview return to the SimpleCertifiedMail.com
screen and select Process. The software now adds postage to every Certified Malil
letter and generates a final PDF file for printing. For a big file of 3,000 addresses, it
takes approximately 19 minutes to generate the PDF file. Smaller batches proces in
less time. Click REFRESH periodically until a new ZIP file appears on the screen at
the bottom of the file list. In this example the file is called Sept 1 Mailing.zip.

Batch Jobs Batch Jobs

Name Status Actions Name Status Files Actions

Sept 1 Mailing.xlsx
Process R

Sept 1 Mailing

Sapt 1 Maiing Pracessed

Sept 1 Mailing zip

= ™\
REFRESH




Click on the Sept 1 Mailing.zip file. A folder will download on your computer, with
the name of the Batch Job, as in the following example.Open the folder and see two
files inside.

Name ~  Date Modified
B: Sept 1 Mailing.xlsx Today at 1:11PM
Sept 1 Mailing_print.pdf Today at 1:11PM

Open the Sept 1 Mailing_print.pdf file, to view your final Certified Mail coversheets
and labels, complete with postage. (The .xls file is the final Excel worksheet that
shows the status of each piece you created, for your records.)

13. Finally, print the file after making sure you have enough standard 8.5” x 11” paper
for coversheets, or SL-200 Certified Mail labels, in your printer to handle the number
of entries in the mailing.

Sterling Management US POSTAGE PAID IMI t
DS 0
y ™ 10017 0
NEW YORK NY 10017 USPS CERTIFIED MAIL oo I &%&{&ﬁ%ﬁg@%ﬁl
Retail 4 g de AR
1.0 CZLTR 0901000010778
Postage $8.86
9414 8362 0855 1286 9465 77
R e e
JIM BEST
GOOD, BETTER AND BEST
350 PARK AVE
STE 2400
NEW YORK NY 10022-6022

What to Do if Address Validation Fails

If there is a problem with any of the entries in your address file, you will learn about it
when the system validates your file in the earlier Address Validation step. Let’s go
through an example step by step.

1. Upon Validating the Sept 1 Mailing file, you know if validation has failed when you
see the Validate Failed under the Status heading.

2. To see where the error took place, you select the file name, in this case Sept 1
Mailing_validation.xls.

3. The file downloads to your local computer. Upon opening the file with Microsoft
Excel, you can 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. 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 “Address not found” for
example. These error messages highlight which addresses cannot be verified by the
USPS DPV database.

6. If the addresses can be corrected, please correct them 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 from the
SimpleCertifiedMail.com batch process queue and begin the batch process again.



