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Regular First Class Mail – Creating and printing one address or barcode at a time
Postal Barcoder Max can create barcodes for outgoing single-piece First Class mail. You can then:




print the barcode and the address directly on your mail;
print it by itself if the address has already been printed; or,
copy/paste it into a separate layout in Microsoft Word or any other graphics or word processing
software.

This function is designed for creating barcodes one at a time. You can also use Postal Barcoder Max to
create barcodes for a file of addresses all at once.
You do not save any postage by adding a barcode to regular First Class mail, nor does it make the mail
move faster. However, 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 "Regular First Class Mail" on the main screen, or from the menu at the top, click "Create
Barcodes One at a Time".

2.

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

Choose the option you want.
Fill in the information needed to create the barcode, as follows:

This entry only appears if you choose the "Enter a complete address…" option above. Use this when
you want to print an entire address with the barcode.
Simply enter the address in the box, with at least a 5-digit zip code.

When you have entered an address with at least a city and zip code in the box above, the Standardize
button will become active. When you click on the button, the software will check what you've entered
against the USPS master address list, make any necessary corrections, and, if you haven't entered
them, add the +4 part of the zip code and the two digit "delivery point" code (used in the barcode).
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The software will display a box with the standardized information, and, if there are differences, will
list what has been changed and ask if you want to use the standardized information. If the
information you have entered is correct, but is not in all-caps (as recommended, but not required, by
USPS), you'll have the option to automatically change to all caps.
Your computer must be connected to the Internet to use this button. All information is provided by
USPS, not by the software itself.

If you have chosen an option other than "Enter a complete address…" you will need to enter at least a
5-digit zip code. Only the 5-digit zip code is required, but you may get faster delivery if you include
the full 9-digit zip code.
If you have entered a complete address with a 5-digit zip code, and you use the Standardize button and
select to use the standardized address, the +4 part of the zip code will be filled in automatically.

First Class mail is normally automatically forwarded within the first year after a move, if possible, with no
notice to the mailer. If you want to be notified, or want to mail to be destroyed, there are other options
available, sometimes at a cost.
To choose a different option from normal handling, click the "Choose another method" button to the
Address Corrections Options screen showing all the options available, and letting you choose one. Since
the address correction option must be encoded into the barcode, you must make this selection in the
software in addition to marking the appropriate "endorsement line" (like "Address Service Requested")
on the envelope.

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. If you don't know your Mailer ID, you can also find it there.
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Serial numbers are used with your Mailer ID to create unique tracking numbers for each piece of mail.
You are not required to use a serial number for single-piece First Class mail, unless you select Informed
Visibility tracking, in which case this label will change from "optional" to "required".
Postal Barcoder Max will show you the next serial number that you have not used for another mailing. In
general, you should use the number that Postal Barcoder Max shows, to avoid duplicating tracking
numbers.

The 2-digit delivery-point code is an extra two digits that designate the specific mailbox where the piece
is to be delivered. You do not need to provide this for single-piece First Class mail, but if you have it, you
should enter it here.
If you have entered a complete address without entering a delivery-point code, and you use the
Standardize button and select to use the standardized address, the delivery-point code will be filled in
automatically.

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."

First Class mail is normally automatically forwarded if possible, or returned to the mailer, at no charge if
the addressee no longer is at the address on the piece. You have the option of having the mail left at the
address, instead of being forwarded or returned, by adding "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 "Enter a complete address…", and use the software to print the
address and barcode on your mail piece, "OR CURRENT RESIDENT" will be added automatically. You
should not add it to the "Complete Address" box. If the address you enter has only two lines, the software
will print "CURRENT RESIDENT", without the "OR".
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3.

Once you've filled in all the appropriate information, you'll be able to print or cut/paste the barcode,
depending on the option you chose at the top of the screen.

If you chose to print either the complete address or just the barcode, you'll need to fill in where you want
the printing to start on the page. Just enter the upper left location of the printing, measured in inches
from the left edge and top edge of the page or envelope.

If you chose to print either the complete address or just the barcode, and have entered all of the
necessary information, this button will be turned on. Just click it to print.
Make sure you have turned off any "reduce/enlarge" or "fit to page" options for your printer when you
print the barcode. The barcode must be printed at the correct size, or it will be rejected by USPS.

If you chose to copy/paste your barcode manually into another document, this box will be shown. When
you have entered all of the necessary information, a set of 65 letters corresponding to the barcode will
appear in the box.
Double-click on the box to select the entire set of letters, then type ctrl-c to copy (command-c on a Mac.)
You can then paste the set of letters into your document.
When this set of letters is printed with an IMB font, the letters will become bars. When you install Postal
Barcoder Max, our SmartBars12 font is automatically installed at no extra cost. You must use 12 point for
the font size or your barcode will not meet USPS requirements.

This box shows what the actual barcode should look like when printed.

The screen shows the tracking number that is encoded into the barcode, which can be used to track the
mail piece using Informed Visibility tracking. This number is automatically saved by the software so that
it can be selected on the Tracking screen to track the piece. It can also be copied into other software.

Each combination of mail class, service options and address correction options is assigned a specific 3digit “Service Type Identifier” (STID) code by USPS. The code is incorporated into the barcode.
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Postal Barcoder Max takes care of this automatically, based on the combination of options you select, so
you never have to know the correct Service Type Identifier. But sometimes, someone at USPS will ask you
what STID you are using, or tell you to use a certain STID for your mailing.
So, Postal Barcoder Max shows you what STID it will use in your barcodes, just in case you need to know.

This note appears when you close the screen after having created barcodes and either printed them or
copy/pasted them. Each tracking number is saved within the software, so that you can use the Tracking
screen to check the progress of these pieces.
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