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Bulk/Presort Mail – Creating and printing barcodes for an entire mailing list file
This function is designed for adding or printing barcodes bulk/presort mail for an entire file of addresses.
This includes Marketing Mail (letters and flats), First Class Presort, Periodical Class, and Bound Printed
Matter (flats).
Bulk mail does not require barcodes, but you can save postage by adding them. You can also qualify for a
waiver of your annual mailing fee by using "full-service" barcodes, and entering the details from your postage
statement form on the USPS Postal Wizard web page. If you have enrolled in USPS Informed Visibility
tracking, the barcode makes it possible to use Postal Barcode Max or the USPS IV-MTR system to monitor the
mail piece's progress through the mail network.
1.

Under "Bulk/Presort Mail" on the main screen, or from the menu at the top, click "Add barcodes to a
mailing list file".

2.

At the top of the screen are two options for what you can do:

Choose the option you want.

If you chose the option to print the addresses with barcodes, you can select whether or not to include
those addresses that cannot be barcoded.
3.

If you want to try Postal Barcoder Max using the Postal Barcoder Max sample mailing list file, instead of
your own mailing list, you can skip this step.
If you chose the option to save your barcodes in your mailing list file, or if you chose either option and
want to save tracking numbers, you need to make sure the file has columns to save the barcodes and
tracking numbers, as applicable.
If your file is an Excel file (.xls, .xlsx), an Access file (.mdb, .accdb) or a dBase file (.dbf): you need to add
those columns if they do not already exist. For Access and dBase, the barcode column should be a text
column that can hold at least 65 characters, and the tracking column is a text column that can hold at
least 20 characters.
If your file is a comma-separated file (.csv) or a tab-separated file (.tab, .txt), you can either provide
columns for barcodes and tracking numbers, or Postal Barcoder Max can add them for you as discussed
below.

4.

Fill in the information needed to create the barcodes, as follows:
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The mail class is encoded into the Intelligent Mail barcode. You can click the link under "mail class" for
details on each choice.

The size category is based on specific USPS requirements. You can click the link under "size category" for
complete details.

Flat-sized mail must generally be sorted into specific rubber-banded "bundles", according to the sorting
facility where they will be processed. The sorting level for the bundle must be indicated either by a
colored sticker on the top piece of each bundle, or, more commonly, by specific wording, called the
"Optional Endorsement Line (OEL)", at the top of the complete address, right-justified. The OEL is the line
that looks like "*******************5D 77995".
If an OEL is included in the address, it also is included in the barcode. So, if you are using OELs, you must
have them in the mailing list file that you are processing with Postal Barcoder Pro. If you check this box,
you will be asked to identify the OEL column in your data file, when you get to the Column Matching
screen.

When you use barcodes, you must specify either "basic service" or "full service". Your choice will be
encoded into the barcodes. (It is not marked anywhere else.)
Basic service provides postage discounts for barcoding.
Full service provides a slightly larger postage discounts, plus, if you always choose full service when
barcoding, USPS will waive your annual mailing fee for your bulk permit. Full service also entitles you to
free Intelligent Visibility tracking.
If you choose full service, you must electronically submit certain information about your mailing before
you take it to the post office. For mailings of fewer than 10,000 pieces, you can do that simply by entering
the information from your postage statement on the "Postal Wizard" in the USPS Business Customer
Gateway website (gateway.usps.com). For larger mailings, you must submit a special "mail.dat" or
"mail.xml" file to USPS, which requires software designed to do that.

To create barcodes, each mailer must have a unique Mailer ID issued by USPS. The Mailer ID is usually a
9-digit number beginning with a 9, though for large-volume mailers it may be a 6-digit number. The
Mailer ID is NOT the same as the mailer's permit number, CDID number, or any other number you may
have from USPS.
If you do not have a Mailer ID number, you can request one for free by going to the USPS Business
Customer Gateway
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If you are mailing political mail or ballot mail, you should check the applicable box. Postal Barcoder Max
will add special codes to the Intelligent Mail barcode for these kinds of mailings, so that the mail is
properly handled by USPS.
Political mail is "any material mailed for campaign purposes by a registered political candidate, campaign
committee, or committee of a political party, or political message mailing by a PAC, super PAC, or other
organization engaging in an effort to influence or drive voter mobilization".
Ballot Mail is "any official ballot mailed to or from authorized election officials.
Ballot mail does not include voter registration cards, absentee ballot applications, polling place
notifications or other election materials other than actual ballots."

Check this box if you are using USPS Informed Visibility tracking for this mailing. Informed Visibility Mail
Tracking and Reporting (IV-MTR) is a free service offered by USPS to show the mailer when and where a
mail piece is scanned as it moves through the USPS system.
It does not provide actual delivery information, since each piece of mail is not scanned at the delivery
mailbox, but it does show when the piece reaches its delivery post office and is prepared for delivery.
You can sign up for IV-MTR in your account on the USPS Business Customer Gateway. If you do not have
an account, you can sign up for one using the same link.
Once you have signed up, you can use Postal Barcoder Max to instantly check the progress of any mail
piece that was barcoded for IV Tracking, without using the complicated USPS reporting site.
For detailed information on IV-MTR, see the IV-MTR help site.

For each class of mail, there is a standard way of handling mail that cannot be delivered because the
addressee is no longer is at the address on the piece. You always have the option of having the mail left at
the address even if the addressee has moved. You do that by adding language like "OR CURRENT
RESIDENT" to the address.
If you add "OR CURRENT RESIDENT" to the address, this information must be encoded in the barcode, so
you should check this box so the software can produce the correct barcode.
If you check this box and have selected the option to print your addresses, "OR CURRENT RESIDENT" will
be added automatically when the addresses are printed.
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Serial numbers are used with your Mailer ID to create unique tracking numbers for each piece of mail, or,
optionally, for each mailing as a whole.
If you choose either of the first two options, Postal Barcoder Max will automatically create the serial
numbers, and assign new numbers for each mailing, so that you don't use the same tracking number on
two different pieces of mail.
The second option is not available if you choose IV Tracking, since tracking requires each piece to have a
unique serial number.
The third option lets you control the serial numbers manually. If you choose the third option, Postal
Barcoder Max will use serial numbers that you have already entered into your mailing list file, rather than
having Postal Barcoder Max create them. In this case, Postal Barcoder Max will read each serial number
from your mailing list file and encode it into the barcode for the corresponding address. If you use this
option, you must take care to make sure you do not duplicate serial numbers within the 45-day period, as
Postal Barcoder Max will not track that for you when using this option.

OR

This is the starting serial number that will be assigned to a piece in this mailing. If you choose the first
serial number option, the serial numbers will be assigned sequentially from beginning to end of your
mailing list file. If you choose the second serial number option, this number will be used for every piece in
the mailing.
Generally, you should not change this entry, since Postal Barcoder Max automatically sets this number to
be the next number after the last one that you used (regardless of whether you used it for outgoing mail
or reply mail.) You must not re-use a serial number with the same Mailer ID within the same 45 days.
However, if you use more than one computer or software program to create barcodes for the same Mailer
ID, or if you have reinstalled the software after a hard drive crash, you must manually make sure not to
reuse the same serial numbers. You can change the serial number shown here to make sure that you
don't duplicate serial numbers within 45 days, per USPS requirements.
If you choose the third serial number option, and are providing your own serial numbers, Postal Barcoder
Max will not check to see if you are re-using a serial number. You are responsible to prevent duplication if
you are providing the serial numbers.

First Class mail is normally automatically forwarded within the first year after a move, if possible, with no
notice to the mailer. For the following six months, it is returned to the mailer with the new address. After
that, it is returned without a new address.
There are other handling options available, sometimes at a cost.
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To use the normal handling option, check the Yes box. To choose a different option, choose the No
box, and, after you click Next, you will be shown a screen with all available options (including normal
handling).Step-by-step instructions for adding barcodes for bulk mail to your mailing list file
5.

When you have finished answering all of the questions on this screen, click Next.

6.

If you selected "Let me choose an address correction method", you'll now see the Address Correction
Options screen.

7.

When you have completed the Address Correction Options screen, or if you selected "normal handling"
for address correction, you will now see the standard window for opening a file. Choose the file to which
you want to add barcodes.
Postal Barcoder Max installed a sample mailing list file when you first ran the software. If you want to use
the sample file to try to software, choose the file named "Postal Barcoder Max Sample" from your
Documents folder.

8.

When you've selected a file, you will see the Column Matching screen.

9.

When you complete that screen, Postal Barcoder Max will create read your mailing list file and create
barcodes. If you chose to save barcodes or tracking numbers in your file, that information will be saved.

10. If you chose to print your addresses, you will now have the option to do that. You can print your
addresses now, or wait and print them later by using the Print Addresses link in the File menu at the top
of Postal Barcoder Max. (Only the most recent set of addresses is saved for printing.)
You have the option of printing on two different label formats, or directly on your mail piece.
To test your positioning, you can print a sample address from the File menu at the top of Postal Barcoder
Max.
11. If you are going to use the USPS Postal Wizard to submit your mailing information to USPS, you will need
to know the lowest serial number for the barcodes in the mailing. You can find that by choosing "Show
Serial Numbers from Last Run" in the "Bulk / Presort Mail" menu at the top of the screen.
YOU'RE FINISHED!
GREAT JOB!
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