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Bulk/Presort Mail - Printing tray or sack tags
Postal Barcoder Max creates barcoded tray tags or sack tags to USPS specifications, using information
that you enter for each tag. These tags are required for preparing bulk/presort mail. The tags are the
same whether they are used on trays or on sacks.
You can also create a file with the tag information and create tags from the file, instead of manually
entering each tag,
1.

Under "Bulk/Presort Mail" on the main screen, or from the menu at the top, click "Create Tray/Sack
Tags".

2.

You'll see the Mailing Categories screen. This screen shows all the kinds of mail for which the
software can create tray or sack tags. Select the category you are using.

3.

Fill in the other information on the screen as follows:

Fill in the name of your company. It will be printed on the tags. It does not need to be the full legal
name of the company – just what identifies your company so USPS can find you if they need to.

Fill in the city and state for the location of your company that is sending this mailing. Use the twoletter abbreviation for your state, with no comma or other punctuation.

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. If you don't know your Mailer ID, you can also find it there.

Each tray and sack tag has a unique serial number. If you check this option, Postal Barcoder Max will
increase the serial number for the tags each time you print a set of tags and then return to this
screen.
4.

You'll now see a screen on which you can enter the information for up to ten tags. If you want to
enter the information manually, continue to step 5. If you want to print tags from a tag information
file you have created, skip to step 7.
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5.

To manually entering the tag information, here is the information you need to enter for each tag:

This is where you enter what becomes the top line of the tag. For some tags, like the tag for a 5-digit
tray/sack, this is just the city, state and zip for the tray, like HOUSTON TX 77005.
For other tags, there may be additional information required. For example, an AADC level tag will
have the designation AADC, followed by the city, state and zip for the AADC distribution facility, like
AADC BROCKTON MA 023 .
The software does not know the correct top line for your tags. If you are looking for a product that
will automatically take your mailing list and create the necessary tags, try a free demo of our Postage
Saver Pro software.

This is where you indicate the sort level of the tray/sack. Click on the box in the Sort Level column to
show a drop-down list of possible sort levels. The box will show only those sort levels that are used
for the mail category you selected on the previous screen.
To clear your selection, click on the left-arrow next to the selection box.

Each tag must have a enter a unique serial number. If you have a nine-digit Mailer ID#, your tray or
sack numbers can be any number from 1 to 99,999. If you are a large volume mailer with a six-digit
Mailer ID#, your tray or sack numbers can be as large as 99,999,999.
A tray or sack number may not be reused for 45 days from the time the tray or sack was mailed. The
number assigned to a tray or sack does not need to match the number listed for that sack on the
qualification report or other documentation for the mailing.

OR
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The fourth column is used to add special information to the second line. Depending on the type and
size of your mail, and sort level, this could be a carrier route code, a scheme letter, or may not be used
at all.
If the tray or sack is going to a specific carrier route, you must enter the route code in this box. A
route code starts with a letter, followed by three numbers, like "C004".
If the tray or sack is going to a specific three-digit scheme, the scheme may require an identifying
letter (for example, "SCHEME A"). If there is only one scheme for the three-digit area, it will be
designated as "SCHEME" without an identifying letter. Enter a letter in this box for a scheme ONLY if
the scheme requires an additional letter. Otherwise, leave the box blank. (Scheme letters are used for
three-digit schemes only. Five-digit schemes never have scheme letters.)
These boxes will only appear when they are used for the type of mail you are sending.

Tray tags are formatted to fit standard business card printer paper, such as Avery 5371 (for laser
printers) or Avery 8371 (for ink jet printers). Each sheet contains two columns of five cards, with
1/2-inch margins at the top and bottom and 3/4-inch margins on the left and right.
If you would rather print the tags on non-perforated sheets and cut them yourself, you can set Postal
Barcoder Max to print a cutting box around each tag. Use this checkbox to turn on cutting boxes.
6.

To print the tags from the information you entered, click

7.

If you have prepared a file with tag information, you can print from that file instead of filling in the
information manually.
The file has the following format:
TOP LINE OF TAG (tab) SORT LEVEL (tab) TRAY OR SACK NUMBER (tab) CARRIER ROUTE OR
SCHEME LETTER
The Sort Level must correspond to a sort level listed in the Sort Level selector boxes, which are
different for different types of mail. You must be sure that the mail category you selected on the
previous screen is the correct category for the tags you intend to print.
The Carrier Route or Scheme Letter can be left blank.
There is no practical limit to the number of tags you can include in a file. They will be printed in the
same order as the file, ten per page.
When you click:

you will be able to select the file that contains the tag information. Once selected, Postal Barcoder
Max will check the entries to make sure they are complete and correct, and show you any errors. If
there are no errors, the tags will be printed.
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Bulk/Presort Mail – Printing pallet labels
Postal Barcoder Max creates barcoded pallet labels to USPS specifications, using information that you
enter for each label. These labels are required for preparing bulk/presort mail on pallets.
1.

Under "Bulk/Presort Mail" on the main screen, or from the menu at the top, click "Create Pallet Labels".

2.

You'll see the Mailing Categories screen. This screen shows all the kinds of mail for which the
software can create pallet labels. Select the category you are using.

3.

Fill in the other information on the screen as follows:

Fill in the name of your company. It will be printed on the labels. It does not need to be the full legal
name of the company – just what identifies your company so USPS can find you if they need to.

Fill in the city and state for the location of your company that is sending this mailing. Use the twoletter abbreviation for your state, with no comma or other punctuation.

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. If you don't know your Mailer ID, you can also find it there.
4.

You'll now see a screen on which you can enter the information for each label. Once you've entered
you can print the label.
Tags are printed on standard business card sheets, such as Avery 5371.
Here is the information you need to enter for each tag:

This is where you enter what becomes the top line of the label. For some label, like the label for a 5digit tray/sack, this is just the city, state and zip for the tray, like HOUSTON TX 77005.
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For other label, there may be additional information required. For example, an AADC level label will
have the designation AADC, followed by the city, state and zip for the AADC distribution facility, like
AADC BROCKTON MA 023 .
The software does not know the correct top line for your label.

This is where you indicate the sort level of the pallet. Click on the box to show a drop-down list of
possible sort levels. The box will show only those sort levels that are used for the mail category you
selected on the previous screen.

Each pallet must have a unique ID number.
If you have a nine-digit Mailer ID#, your pallet ID can be up to 9 characters long. If you are a large
volume mailer with a six-digit Mailer ID#, your pallet ID can be up to 12 characters long.
Pallet IDs can include numbers or letters, upper or lower case, in any combination. A pallet ID may
not be reused for 45 days from the time the pallet was mailed.

You may add any other information to be printed in the "mailer area" of the label. Note that the
mailer area should not include information that could be mistaken for a five-digit or three-digit zip
code.
5.

Once you have entered the required information, click Print Label to print. Labels are designed to print
on full sheets of standard letter-sized paper. If you are mailing Periodical Class mail, USPS requires that
the label be printed on pink paper. Otherwise, you must use white paper.
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