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Overview

Batch Processing enables the simple and quick creation of dozens, hundreds or
thousands of Certified Mail coversheets or labels by importing address data from
Microsoft Excel or CSV files in your host computer. It’s also an easy way to produce
coversheets and labels for mailings you do on a recurring basis. Up to 5,000
coversheets 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 (.xIsx or .xlIs) 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 coversheet 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 coversheets or labels within 45 minutes, not
counting printing time which varies depending on the printer used. Shorter list process
much faster.

Before You Start

+ Select the MANAGEMENT/User Administration tab on the Home Page. Select Edit
beside the Group Name initiating the Batch Job. Enable Batch Jobs 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 Membs! ™ bl Report - Individual Report=All. Forms Jobs

NEW YORK
‘

+ Ensure your account has sufficient funds to process the entire mailing.

+ Visit www.simplecertifiedmail.com/batch to download sample Excel files and to
watch a video describing the process.

+ The process requires familiarity with Microsoft Excel, ZIP and PDF files.

+ The Chrome, Microsoft Edge and Safari web browsers are supported.

+ 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 to 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.)

Using Batch Processing — Step by Step

The first step in the Batch Process Wizard is ensuring that your mailing list data is
saved in a Microsoft Excel (.xls or .xIsx) 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.

ToName ToCompany ToAddress ToAddress2 ToCity ToState ToZip  ToZip4 ToReference ItemID CostCode PODRecipient
Jim Best Good, Better and Best 350 Park Ave Ste 2400 New York NY 10022 6022 8910 djones@sterlingcorp.com
Catherine Parker Summers West Capital F 1881 Page Mill Rd Ste200 Palo CA 94304 1211 8910 djones@sterlingcorp.com
Bill Spritzer ServCorp 155 N. Wacker Dr Ste4250 Chicago IL 60606 8910 djones@sterlingcorp.com
Bob Statesman RS Consulting 200 W 30th St. Ste 1530 New York NY 10001 4901 8910 djones@sterlingcorp.com
Larry Foster Digi International 11001 Bren Rd East ~ Ste 200 Minnetonka MN 55343 4410 8910 djones@sterlingcorp.com
Susan Roberts SR Design LLC 44 Laurel Ln Chappaqua  NY 10514 8910 djones@sterlingcorp.com
BarbaraSeidel  O'Connor Davies 500 Mamaroneck Ave Ste301 Harrison NY 10528 1648 8910 djones@sterlingcorp.com
David Jones Digital Mettle 182 Mine Lake Court  Ste. 200 Raleigh NC 27615 6417 8910 djones@sterlingcorp.com
Don Marchand  Ivey, Barnum & O'Mara Ste1419 New York NY 10017 8523 8910 djones@sterlingcorp.com

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

ToName ToCompany ToAddress ToAddress2  ToCity ToState ToZip ToZip4
Jim Best Good, Better and Best 350 Park Ave Ste 2400 New York NY 10022 6022
Catherine Parker Summers West Capital Pai 1881 Page Mill Rd Ste 200 Palo CA 94304 1211
Bill Spritzer ServCorp 155 N. Wacker Dr Ste4250 Chicago IL 60606

Bob Statesman RS Consulting 200 W 30th St. Ste 1530 New York NY 10001 4901
Larry Foster Digi International 11001 Bren Rd East Ste 200 Minnetonka MN 55343 4410
Susan Roberts SR Design LLC 44 Laurel Ln Chappaqua NY 10514

Barbara Seidel O'Connor Davies 500 Mamaroneck Ave Ste301 Harrison NY 10528 1648
David Jones Digital Mettle 182 Mine Lake Court  Ste. 200 Raleigh NC 27615 6417
Don Marchand lvey, Barnum & O'Mara Ste1419 New York NY 10017 8523

1. 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. 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.



+  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, login to
SimpleCertifiedMail.com using your normal credentials.

3. From the Batch Jobs menu, click on NEW BATCH USING XLS OR CSV FILE

BATCH PROCESSING REPORTS
NEW BATCH USING XLS OR CSV FILE

BATCH HISTORY

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

New Batch Job
a. Enter aJob Name. In this example we chose “July 15 Mailing” The
Job Name | July 15 Mailing | Job Name cannot exceed 25 alphanumeric characters, including
Output Format | Singbe POF Print File v spaces, and cannot include any symbols.
Single Group @ | New York Office b b. Select an Output Format. All the coversheets or labels can printin a
Multiple Groups Group IDs contained in Excel document Single PDF File (the most popular option), or in Multiple PDF files if

N25 - M . P . .
1232w YorkOffee you want individual PDFs for each mail piece.

: BROWSE... Or drop files here c. Single Group is the default for this Batch Process. If you have
toitl several Groups, select the one you want to use from the drop-down
list.

Sample Excel Templates Single Group

d. Ignore the Multiple Groups options. It is not for the Batch Wizard
process.

Multi-Group

e. Do not browse for the Job File (XLS or CSV). You will do that later in

the process. Instead click on the CREATE JOB THROUGH WIZARD.




5. At the Batch Label screen, there are number of steps to take:

Batch Label

| | Step I: Originator
Group  Mew York Office
Line 1 David Jones

Line 2 Steriing Manogement
Address 230 Park Ave.
Address 2 Suite 2300
ity New York

M Step 2: Mailpiece Information

Malling Service | Certified with RR(E) ~

Restricted Delivery

Container  #10 Window Envelope \

MNumber of Pages | 1-5

| verify that the page count or
weight is accurate.

State MY (2 char abbrev,)

Zip 0017 Plus 4 Send Email Notification of Delivery

Enter Email: |
Date Advance [ 4 Day ~ |

Phone

* If your actual mailing address is different
than above, select " Add Alternate Address”

Add Alternate Address

Bypass address validation

Batch Processing Wizard Guide

+ Enter the address of the Originator of the mailing or select it from the Address Book.
+ 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 coversheet or label.

+ 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 Coversheets will be generated with the information
provided in the Excel worksheet. No changes will be recommended.

+ Select the Mailing Service and whether you want Restricted Delivery.

« If your screen shows an Include Postage option, and you are using electronic
postage as virtually all clients do, check the box.

+ 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.

+ If you want to receive email notification for each piece that is delivered.

+ Date Advance enables you to print coversheets 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.



6. This brings up Step 3: Upload CSV or Excel file as shown below. You have two
options. Select Browse and select an address file on your system. Or simply drag and
drop your Excel or CSV file into the space. In this example we added the Excel file
named “July 15 Mailing”. Now click on NEXT STEP.

Batch Label

| | Step 3:Upload CSV/EXCEL File

Import File:

BROWSE... Or drop files here

July 15 Mailing.xIsx
10.6 KB

File uploaded successfully

m NEXT STEP

7. 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.

Batch Label

' Step 4: Match CSV/Excel columns fo users fields

CSW/Excel Column Input Field

ToName >> | ToName

ToCompany >» | ToCompany

ToAddress > | ToAddress

ToAddress2 >> | ToAddress2

> | ToCity

>> | ToReference
>> | ItemiD

> | POD Recipient

>> | CostCode

%
|
=
]

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”.



8. 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:

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 Step 5: Preview Import
Your input file has been validated. Please correct any issues before submitting your bafch job.
For detailed rules on input restrictions, click here

Batch Processing Wizard Guide

The [ ] W invaii B Wrequired | Bad Address

Name Company Address1 Address2 city state |Zipt Zips  Reference temid Cost Cod
Jim Best 350 Park Ave Ste 2400 NewYork NY 10022 6022

Harrison Sand Hill Ventures 2882 Sand Hill Rd ste 200 Menlo  ¢a 94025

Schreppel Park

Bob Statesman RS Consulting 200 W 30th St. Ste 1530 NewYork NY 10001 4801

Larry Foster Digi International 11001 BrenRd East  Ste 200 pneton un ssaas  aato

Linda Smith 11 Laurel Ln Chappaa vy 10514

Barbara Seidel  O'Connor Davies 500 Mamaroneck Ave  Ste 301 Harrison NY 10528 1648

David Jones Digital Mettle 182 Mine Lake Court  Ste 200 Raleigh NC 27615 6417

Don Marchand 200 East 66 St Apt B1402 NewYork NY 10065

2 1 of 1 pages (8 items)
SO BACK m

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.”

Batch Label

M Step 5: Preview Import
Your input file has been validated. Please correct any issues before submitting your batch job.
For defailed rules oninput restrictions, click here

Batch Processing Wizard Guide

| | | | [ | WRequired | Bad Address|

SusanRoberts SR Design LLC 44 Laurel Ln Chappaa 10514
Bill Spritzer ServCorp 155 N. Wacker Dr Ste 4250 Chicago 1L 60606
Bob Statesman RS Consulting 200 W 30th St Ste 1530 New York NY 10001 4901
Larry Foster Digi International 11001 Bren Rd East ste 200 paaneton 55343 4410
Barbara Seidel  O'Cor 500 Mamaronec! KAve  Ste 301 Harrison Y 10528 1648
David Jones Digital Mettle 182 Mine Lake Court  Ste. 200 Raleigh ~ NC 27615 6417
1 1 of 1 pages (8 items)




To illustrate how this works, here is the process used to correct errors found in this
sample file.

The system has found three addresses with errors and has grouped them at the top of
the file.

Fields with errors highlighted below [l Invalid Number [l invalid Length [ Missing Street #

_ [ Address1 Address2 City State Zip1 Zipa Reference cg:’i;%s; Manage Recordd

Catherine Parker - 1881 Page Mill Rd Ste 200 Palo cA 94304 121 EDIT
SusanRoberts SR Design LLC 44 Laurel Ln Chappag  \y 10514 Invalid street EDIT
ua number. EDIT

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.

We correct the errors using the Edit link. The screen shot below show the entries after
the three with issues were corrected. You can delete addresses from the list by clicking
on the trash can.

The Validation has been completed and the job can be Previewed or Process: ed

m — p— w2
Catherine Parker | Summers West Capital 144, 5206 Mill Rd Ste 200 P
Partners

Bill Spritzer ServCorp 155 N. Wacker Dr Ste 4250 c
Bob Statesman RS Consulting 200 W 30th St. Ste 1530 N
Larry Foster Digi International 11001 Bren Rd East Ste 200 L"
Susan Roberts SR Design LLC 11 Laurel Ln S
Barbara Seidel 0'Connor Davies 500 Mamaroneck Ave  Ste 301 F
David Jones Digital Mettle 182 Mine Lake Court  Ste. 200 R
Don Marchand Ivey, Barnum & O'Mara 110 East 42 St Ste 1419 N

Next click FINISH! to move to 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.

Batch Jobs
Name Status Files Actions
Preview
July 16 Mailing Validated July 15 Mailing.xls Process
Delete




9. Choosing Preview generates a PDF file you can review to see how the Coversheets
or Labels look before adding postage. Creating the PDF file can take 30 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)

Batch Jobs IZI
Name Status Files Actions
July 15 Mailing Generating Preview July 15 Mailing.xls
=
Name Status Files Actions
July 15 Mailing.xls Process
Uty T5 et Bietievad July 15 Mailing_preview.zip Delete

Once the Preview process is completed, click on the July 15 Mailing preview.zip link
to download a Zip file to your computer. Open the folder to see two files inside.

Downloads Clear

July 15 Mailing_preview.zip
330 KB

Name ~  Date Modified

July 15 Mailing_preview_print.pdf Today at 3:02PM
= July 15 Mailing_preview.xls Today at 3:02PM

Click on July 15 Mailing_preview_print.pdf to view the Coversheets or Labels that will
be printed as part of your Batch Job. The VOID messages on the PDF highlight the cov-
ersheets or labels cannot be used for mailing.

David J

Slaevrllingol\l;;iagemen( VOID- DG NOT MAIL -VOID g edsypost
230 PARK AVE. ;gi;"“m L R

SUITE 2300 USPS CERTIFIED MAIL™ W T ! -
NEW YORK NY 10017 4013101 Mo g i

Retail
100ZLTR 0901000005759
Postage 58.86

9414 0000 0000 0000 0000 00
il S O TDA ey el e

JIM BEST

350 PARK AVE

STE 2400

NEW YORK NY 10022-6022




10. 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 30 minutes to
generate the PDF file. For smaller batch files, it’s proportionally faster.

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.

Batch Jobs
Name Status Files Actions
July 15 Mailing.xls
July 15 Mailing Prieesee] July 15 Mailing_preview.zip Delete
July 15 Mailing.zip

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. Click to open the Zip
file, and it will bring up a folder with two files inside.

Downloads Name ~  Date Modified

July 15 Mailing_print.pdf Today at 3:12PM
331KB E: July 15 Mailing.xls Today at 3:12 PM

‘» July 15 Mailing.zip

Click to open the “July 15 Mailing_print.pdf” file, to view all your Certified Malil
coversheets or labels, complete with postage, in a single PDF file. (The .xls file is a
worksheet for your records.)

g:ie\f'iltijn;ol\r/]lzzagement g;:;s;AGE RAID ML g easypost
om0 USPS CERTIFIED MAIL™ o7 i I
SUITE 2300 4000004 ] e i -

NEW YORK NY 10017 “||‘|
9414 8362 0855 1286 9314 05

JIM BEST

350 PARK AVE

STE 2400

NEW YORK NY 10022-6022

Retail
1.0 OZLTR 0901000010779

Postage $8.86

Finally, print the file after making sure you have enough standard 8.5” x 11” paper for
Coversheets, or SL-200 Certified Mail labels for flats and packages, in your printer to
handle the number of entries in the mailing.
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Reviewing Batch History

To review previous Batch Jobs that have not yet been deleted, simply select BATCH
HISTORY from the top navigation.

BATCH PROCESSING
NEW BATCH USING XI

BATCH HISTORY

You will see a list of Batch Jobs you already processed but have not yet deleted. From
this screen you can download or delete those files

Batch Jobs

Name Status Files Actions

July 15 Mailing.xls

July 15 Mailing Pracesaesd July 15 Mailing_preview.zip Delete

July 15 Mailing.zip

Explanation of Additional Columns in the Batch File

The Batch Processing Wizard accepts spreadsheets containing up to five additional
columns of data.

+ ToZip4 is the column for ZIP+4 codes. Your XLS 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.

+ ItemlID enables you to print an alpha-numeric code, just below the return address on
the Certified Mail coversheet 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.
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