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Batch Processing enables the simple and quick creation of dozens, hundreds or 
thousands of Certified Mail cover sheet or labels by importing address data from 
Microsoft Excel or CSV files in your host computer. It’s also an easy way to produce 
cover sheets and labels for mailings you do on a recurring basis. Up to 5,000 cover 
sheets or labels can be produced from a single file, though we recommend a maximum 
of 3,000 in case you experience issues with your printer while printing the Batch. 
 
The Batch Processing Wizard is used when all the Certified Mail items in your batch 
are the same number of pages and use the same size envelope, or all items are the 
same weight and use the SL200 label. If your mailing is of mixed weight pieces, or uses 
a mixture of different size envelopes, see the Batch Processing Guide for Mixed 
Pieces at www.simplecertifiedmail.com/manuals. It’s a slightly different process. 
 
The Batch Processing Wizard begins by importing address data for each recipient in 
your mailing from a Microsoft Excel file (.xlsx or .xls) or .csv file. The system then 
validates the file against the USPS Delivery Point Validation (DPV) database highlighting 
addresses that need to be corrected. The Wizard then converts each address into a 
complete Certified Mail cover sheet or label with electronic postage for use with the 
#10, 6”x9” or 9” x 12” Certified Mail envelopes, or the SL200 labels for flats and boxes. 
Most clients complete the preparation of 3,000 cover sheets or labels within 45 
minutes, not counting printing time which varies depending on the printer used. Shorter 
list process much faster. 
 

 

 
1. Select the MANAGEMENT/User Administration tab on the Home Page and select 

edit beside the name of the user who will be initiating the Batch Job. Make sure the 
Batch Jobs box is checked as shown below. Then click SAVE at the bottom of the 
Group Name table. 

 

 
 
2. Ensure your account has sufficient funds to process the entire mailing.  
3. Visit www.simplecertifiedmail.com/batch to download sample Excel files and to 

watch a video describing the process. 
4. The process requires familiarity with Microsoft Excel, ZIP and PDF files.  
5. The Chrome, Firefox, Microsoft Edge and Safari web browsers are supported. 
6. If the process of validating the addresses against the USPS DPV database turns up 
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any addresses with issues, the wizard alerts you so you can check and correct the 
specific, highlighted entries in the file before moving ahead. Address Validation can 
be suspended for individual Batch Jobs by selecting “Bypass address validation” in 
the Batch Label screen. This is required when mailing to IRS or State tax offices that 
don’t have a street address or Post Office box. (See step 6 on page 5.) 

 

 

 
1. The first step in the Batch Process Wizard is ensuring that your mailing list data is 

saved in a Microsoft Excel (.xls or .xlsx) or .csv format, with the recipient’s address 
information formatted in columns. Two examples are shown below. 

 
The Batch Process can manage up to 12 preset columns of data for each mail piece. 
The 7 highlighted in yellow are required. The 5 highlighted in blue are optional. 

 

 
 

A common format includes the 7 required columns plus the “ToZip4” column. See 
sample below. 
 

 
 
There are several important suggestions and rules when preparing your data.  
 
• We recommend using the column headings shown above.  For example, use 

“ToName” and “ToCompany” rather than “Name” and “Company”. It’s not 
essential to use these headings but it makes the process simpler. 

• The recipient’s complete name must be in a single column. 
• Addresses must include a Name or Company but don’t require both. All addresses 

must have the 5-digit ZIP code, but the ZIP+4 is optional. 
• The Name, Company and Address fields are limited to 46 alpha/numeric 

characters. Symbols such as dashes (-) and ampersands (%) should not be used. 
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• When mailing to a company without a specific recipient’s name on the mail piece, 
put the company name in the “ToName” column, not the “ToCompany” column. 

• When mailing to an IRS or State tax office that doesn’t have a street address or 
Post Office box, leave the “ToAddress” and “ToAddress2” fields blank. (You also 
need to check the “Bypass address validation in Step 6, explained on page 5.) 

• The columns for Zip4, Reference Number, Item ID, Cost Code and POD Recipient 
are optional. See the final page of this manual for an explanation of these fields. 

• The ItemID column is limited to 30 alpha/numeric characters with no commas or 
special characters such as dashes (-) and ampersands (%). 

 
2. Once your mailing list is in a Microsoft Excel or .csv format as per #1 above, sign in 

to SimpleCertifiedMail.com using your normal credentials. 
 
3. Then select Batch Jobs under the Create Cover Sheets & Labels Tab. 
 

 
 
4. From the Batch Jobs menu, click on NEW JOB 
 

 
 
5. The Batch Jobs window opens. Enter a Job Name for the specific mailing. Make  

sure the Job Name doesn’t exceed 26 alphanumeric characters, including spaces, 
and doesn’t include any symbols. Then follow the instructions below: 
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a. 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 if you want individual PDF files for each mail piece. 

b. Single Group is the default for this Batch Process. If you have several Groups, 
select the one you want to use from the drop down list. 

c. Multiple Groups is for the Batch Process for Mixed Pieces, so ignore this option. 
d. Do not select a Job File at this time. You will do that later in the process.  
e. Finally, click CREATE JOB THROUGH WIZARD to move to the Batch Label screen. 
 

 
 
6.  At the Batch Label screen, there are number of steps to take: 
 
a. Enter the address of the Originator of the mailing or select it from the Address 

Book. 
b. If the batch is being mailed from a different address than the Originator address (for 

example, when sending work-related mail from your home rather than your office) 
Add Alternate Address ensures the Proof of Acceptance should be correct. This 
information will not show on the cover sheet or label.  

c. Check the Bypass address validation box if you don’t want the batch process to 
validate the addresses in your mailing list. This is required if you are mailing to IRS or 
State Tax addresses that don’t have a street address or Post Office box, and there 
can be other reasons too. The Cover Sheets will be generated with the information 
provided in the Excel worksheet.  No changes will be recommended. 

d. Select the Mailing Service and whether you want Restricted Delivery. 
e. If your screen shows an Include Postage option, and you are using electronic 

postage as virtually all clients do, check the box. 
f. At the Container option, select the envelope size, or SL-200 label if mailing a large 

flat or box, then select the number of pages or weight, as appropriate. Make sure to 
check the box confirming the page count or weight.  

g. If you want to receive email notification for each piece that is delivered.  
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h. Date Advance enables you to print cover sheets and labels with electronic postage 
that assume a mailing date up to 7 days in the future (not counting Sundays). If you 
are preparing 500 pieces a day and expect to mail a total batch of 2,000 four days 
from now, you can “date advance” each day’s production so all pieces include 
postage with the correct mailing date. The USPS can return pieces that are mailed 
with “old postage” so this is important to consider when preparing a batch. 

 
After making your selections 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 example we chose the Excel file named “Office Mailing July 15, 2020” 
 

 
 
You see the file name in the screen shot above. Then select NEXT STEP.  
 
9.  Step 4 is where you match the column names in your Excel or CSV file to the Input 

Fields in the Batch Process. In the example below you see that our Excel file used 
the same Column headers as the Input Fields. Since our Excel file doesn’t include a 
Reference, ItemID, CostCode or POD Recipient, we set these last four items as 
“None” in the left column. Once you have matched up the columns, click on NEXT 
STEP to move to Address Validation. 

 
Note: If your column headers are different than the Input Fields, just make sure you 
use the left column to insert the name of the column in your worksheet that matches 
the Input Field column names in the Batch Process. For example, you may have used 
the column name “Company”. In that case “Company” should match up with the 
Input Field titled “ToCompany”. 
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10. Step 5: Preview Import is the step where the system automatically checks all the 

addresses in your file against the USPS Delivery Point Validation (DPV) database to 
ensure the required information is present to successfully mail each piece, including 
a valid address and zip code. There are two possible outcomes: 

 
a. If all the addresses pass the DPV scan, the message “The validation has been 

completed and the job can be previewed or processed” will appear above your 
imported file, as seen below. Click FINISH! in the lower right-hand corner of the 
screen and move to #11 on page 9. 

 

 
 
b. If the DPV process finds problems with any of the addresses, it will move those 

addresses to the top of the list and highlight them as shown in the example below. 
The entries are color coded to highlight what error was found in each entry. A pop-
up window with additional details is available above the screen within the sentence 
“For detailed rules on input restrictions, click here.” 
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To illustrate how this works, here is the process used to correct errors found in this 
sample file. 
 
1. The system has found three addresses with errors and has grouped them at the top 

of the file.  
2. Following the color-coded error messages, it’s clear that the first row contains a 

Company name that accidentally exceeds the 46-character limit, the second row is 
missing its main business address, and the third row has a bad address that must 
be corrected.  

3. We correct the errors using the Edit link. The Before and After images show the three 
entries before and after they were corrected. We can also decide to delete the entry 
from the list by clicking on the trash can. 

 
Before 

 
 
After 
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c. Once the address list is corrected, click on FINISH! to move the step where you can 
Preview, Process or Delete the mailing and start over. Note that the corrections are 
not saved to the original version of the XLS file used as a source for the batch. 

 

 
 

11. Choosing Preview generates a PDF file you can review to see how the Cover 
Sheets or Labels look before adding postage. Creating the PDF file can take 19 
minutes for a file of 3,000 addresses. It’s much faster for smaller files. From the 
Generating Preview screen (see A below) click on the REFRESH button periodically 
until a file ending with preview.zip appears in the list (see B below) 

A 

 

B 

 
 
a. Once the Preview process is completed, click on the July 15 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 July 15 Mailing_preview_print.pdf to view the Cover Sheets or Labels that 
will be printed as part of your Batch Job. The VOID messages on the PDF highlight 
the cover sheets or labels cannot be used for mailing. 

 

 
 
12. If everything looks correct in this preview, and you’re ready to move ahead with 

your mailing started, return to the SimpleCertifiedMail.com Preview screen and 
select Process. The software now adds postage to every address 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. For smaller batch files, it’s proportionally faster. 

 
a. Click REFRESH periodically until a new ZIP file appears on the screen, last in the 

list. In this example the file is called July 15 Mailing.zip. 
 

 
 
b. Click on the July 15 Mailing.zip file. A folder will download on your computer, with 

the name of the Batch Job. The folder shown below is an example. 
 

 
c. Click to open the July 15 folder and see two files inside. 
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d. Click to open the “July 15 Mailing_print.pdf” file, to view all your Certified Mail cover 
sheets or labels, complete with postage, in a single PDF file. (The .xls file is a 
worksheet for your records.) 

 

 
 
e. 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 for flats and packages, in your printer 
to handle the number of entries in the mailing. 

 

 
 
Congratulations! Your batch has been printed. 
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The Batch Processing Wizard accepts spreadsheets containing up to five additional 
columns of data. 
 
ToZip4 is the column for the ZIP+4 codes. Your Excel or CSV file are not required to 
have this information in advance of running the Batch Process. 
 
ToReference allows you to assign an internal reference number to each mail piece, 
which is then saved to the Production Report. The reference number can be 
alphanumeric and up to 46 characters long. If you choose not to enter anything in this 
column, leave the column blank. 
 
ItemID enables you to print an alpha-numeric code, just below the return address on 
the Certified Mail cover sheet or label. This makes it easy to identify the mail piece 
without opening it, should it be returned by the Post Office as undeliverable. Each Item 
ID can have up to 30 alpha or numeric characters, but no special characters and no 
commas.  
 
CostCode enables you to assign Certified Mail pieces to appropriate cost centers. 
These codes appear in your production reports. 
 
The PODRecipient column enables you to automatically send the Proof of Delivery or 
Return Receipt (Electronic) to others. Simply enter their emails, separated by 
semicolons.

 Explanation of Additional Columns in the Batch File
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