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LICENSE AGREEMENT
This is a legal agreement between you (or the company you represent) and Satori Software, Inc.
Satori Software is willing to license the enclosed software to you only on the condition that you accept
all the terms contained in this license. By opening the accompanying media package(s) or by making
productive use of the enclosed software, or by registering the software with Satori Software, you are
agreeing to be bound by the terms of this Agreement. If you do not agree to the terms of the Agreement, Satori Software is unwilling to license the software to you, and you should promptly return the
unopened media package(s) and all accompanying items (retaining no copies) to your reseller for a full
refund.

LIMITS OF LIABILITY
The authors, publishers and distributors of this program disclaim all warranties, expressed or implied,
regarding the use of Bulk Mailer 5, including but not limited to performance, accuracy or the suitability of this program to any particular use, and do not accept any responsibility or liability to any
user for any harm caused by this program including the loss of data, business profits, interruption of
service and/or any other damages. This program is licensed “AS IS.”

SOFTWARE LICENSE
The Bulk Mailer 5 single user, license entitles the customer to use the program on only one computer
at a time. Multiple access of the Bulk Mailer 5 functions upon more than one computer is prohibited.
This license is solely for the customer to use the program on one computer only, for business or
personal use, and denies any right to copy or use this product in any other way.
Similarly, the Bulk Mailer 5 multiple user, license allows the customer to give access to the
Bulk Mailer 5 functions, up to the number granted in the purchased license. This license is solely
for the customer to use the program on the number of licensed computers only, for business or
personal use, and denies any right to copy or use this product in any other way.

WARRANTY
Satori Software has a limited warranty on the disk that it is free from defects and ready to run. If a
defect occurs within sixty days of purchase, Satori Software will replace free of charge this disk upon
receipt of the defective one.

COPYRIGHT 2006 SATORI SOFTWARE, INC.
This manual and software are copyrighted by Satori Software, Inc. All rights are reserved and neither manual nor
software may be copied in any way without prior consent.
Satori Software and Bulk Mailer are registered trademarks of Satori Software, Inc.
Microsoft, Windows, Access and Excel are registered trademarks of Microsoft Corp. United States Postal Service,
NCOALink, ZIP Code and USPS are trademarks of the United States Postal Service.
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Welcome to Bulk Mailer 5
Introduction
Bulk Mailer 5 for Windows is a full-featured, address management software package
designed to save you time and money. Its advanced, graphical environment and the
wizard/template architecture throughout the program make it easy to learn and even
easier to use.
Bulk Mailer 5 is available in a Standard edition and a Professional edition. Bulk Mailer
5 Standard is an ideal solution for both personal and smaller business needs. It is a
stand-alone application that provides all the functionality you need to manage mailings of up to 5,000 addresses.
Bulk Mailer 5 Professional is designed for large-volume mailers. Optional add-ons are
available that give you even greater mail list preparation capabilities. Additionally,
Bulk Mailer 5 Professional includes a Job Builder that allows you to build and run an
automated series of tasks.
Address Quality is a fundamental focus of Bulk Mailer 5. From creating clean and
standardized lists and searching for duplicate records, to real-time move updates and
Delivery Point Validation, Bulk Mailer 5 decreases waste and increases deliverability
to the highest possible level.
Bulk Mailer 5 brings mailing into the 21st century. Welcome!





INTRODUCTION

About This Manual
This manual covers both Bulk Mailer 5 Standard and Bulk Mailer 5 Professional editions
for Windows. Bulk Mailer 5 Professional is an extended version of Bulk Mailer 5 Standard designed for those managing larger mailing lists who need professional address
management capabilities.
References to Bulk Mailer 5 will cover features common to both editions. On some
pages, there will be an added description of the Professional edition. Functionality
unique to the Professional edition will be clearly identified as such.
Chapter 1, Getting Started, covers Installation of the software, resources in Getting Help
with your questions, and Bulk Mailer 5 Orientation, an overview of the Bulk Mailer 5
working environment. This will help you navigate the product quickly and efficiently.
Chapter 2 is a step-by-step Tutorial that walks you through performing a basic mailing
and uses most of the features in Bulk Mailer 5.
Chapter 3, Using Bulk Mailer 5, is an in-depth discussion of the complete functionality of the product and will be your primary reference for specific “how-to” questions. If
you have mastered the Tutorial in Chapter 2 or are an experienced Windows user with
mailing industry experience, you may just want to jump right in after reading the Getting Started Orientation and use the information in Chapter 3 as needed.
The manual concludes with Chapter 4, Bulk Mailer 5 Reference, which includes an indepth Glossary that defines both Bulk Mailer 5 and USPS® terminology and a detailed
Index, which – along with the Table of Contents in the front of the manual – will help
you quickly find what you need.

Innovations in Bulk Mailer 5
Bulk Mailer 5 introduces many innovative features that make your mailing environment more powerful and more efficient while retaining Bulk Mailer’s legendary ease-ofuse. These new features include:

In both the Standard and Professional editions:
• Extensive use of wizards
We use consistent wizards throughout the product to simplify every task. The new
power wizards streamline the process even more for advanced users.

• Ability to create and store time-saving templates
With the wizards, you can automate repetitive tasks by saving templates.
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• Integrated Address Correction processing
Automatically correct and standardize your mailing lists.

• Customizable List Views and Detailed Address Entry Views
View your data the way you want to see it and correct new addresses as you add
them.

• Graphical label and envelope designer
Easily use any envelope or any label stock. Bulk Mailer 5 prints return addresses,
indicia and graphics.

• Live links to useful Internet resources
All the important USPS and mailing industry information is at your fingertips.

Integrated, real-time NCOALink™ service
Move Update is an add-on subscription service available for both editions of
Bulk Mailer 5. The Professional edition includes the add-on at no additional cost.
There is an additional fee based upon the number of addresses you need to process.

Exclusive to the Bulk Mailer 5 Professional Edition:
• Job Builder
Combine step-by-step templates to fully automate entire mailing jobs.

• Optional Add-Ons for additional functionality
Add-ons currently or soon to be available include:
DPV Coding
Geocoding									
LACSLink									
Residential Delivery Indicator (RDI)
Package Services
Mixed Weights 								
Firm Bundless
Palletization
International Data Sets
Merge/Purge
We will continue to develop more add-ons to address your needs and the everchanging mailing industry. For more information about Bulk Mailer 5 add-ons,
see the Add-On Addendum.
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Getting Started

Introduction
This chapter begins with information to help you with Bulk Mailer 5 Installation.
The “Getting Help” section covers the resources available to answer all your
questions, including this manual, the extensive online help tools, Internet resources
and how to get technical support.
“Bulk Mailer 5 Orientation” is an important overview of the new Bulk Mailer 5 interface and working environment. It’s a must-read for all users to quickly understand
and use Bulk Mailer 5 to its fullest.
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Installation
System Requirements
Bulk Mailer 5 is designed for the 21st Century. The computers it will run best on should
be also. While the program will run with the minimum system requirements, its performance increases dramatically with increased memory.

Component		

Minimum Required		

Recommended

CPU Speed		

500 MHz			

1.2 GHz or higher

RAM (Memory)		

256 MB				

512 MB or more

Hard Disk		

1 GB				

1.5 GB if using DPV

Operating System

Windows 2000 or XP		

Windows 2000 or XP

Installing Bulk Mailer 5
To install Bulk Mailer 5, you must have Internet Explorer version 5.01 – Service Pack 2 or
higher installed on your computer.
The Bulk Mailer 5 installer will install the latest version of Microsoft’s .NET framework
required by the software. Your computer may automatically reboot once or twice as a
result, but the installation process will pick up where it left off. Be sure to close any open
applications so you do not lose unsaved work when your computer reboots.
To begin installation, place the Bulk Mailer 5 CD in your CD-ROM drive. The startup
application should launch automatically. If it does not, navigate to your CD-ROM drive
and open the file, BM5Startup.exe. Click the Install Bulk Mailer 5 button to open the
installer. Insert disc 2 when prompted.
Following installation, two shortcuts are added to your desktop: one for the Bulk Mailer 5
application and one for your Bulk Mailer 5 files.

Uninstalling Bulk Mailer 5
To uninstall Bulk Mailer 5 for any reason, use the Add/Remove Programs utility in the
Windows Control Panel.
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Getting Help
Satori Software is dedicated to providing you with powerful, easy-to-use software that
will save you time and money. We strive to take the complexity out of the mailing
process. We offer a wealth of support materials and options to get you the answers
you need. This section will help you get the most from the manual, the online help
tools in Bulk Mailer 5, links to additional, useful resources and the Satori Software
Web site. You will also find information on how to get technical support and how to
contact Satori Software.

The Bulk Mailer 5 Manual
From the basic Tutorial on how to prepare a mailing, to the detailed discussion of advanced features in Using Bulk Mailer 5, this manual is designed to help you learn to
use Bulk Mailer 5 and to answer your questions. The Table of Contents at the front of
the manual will guide you to the right section, the detailed Index at the back of the
manual will guide you to a specific page for particular details and the Glossary at the
back of the manual will define any terms that are unfamiliar to you.

Online Help
Everything in the manual that covers the use of Bulk Mailer 5 can also be found in
the online help files in the program. You can press the F1 key or select Help Using
Bulk Mailer from the Help menu at any time to launch the online help system,
shown on the following page.
The online Contents and Index are much like what you see in this manual, however
the online Index allows you to perform a keyword search. This allows you to search
for terms or concepts that may not be listed specifically in the Index but are otherwise covered by topics in the Help file. The Glossary is an alphabetical listing of
Bulk Mailer 5 terms and USPS® terminology with definitions and is identical to the
Glossary found in this manual.
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Bulk Mailer 5
includes extensive
online help.

Additional Tools
Additional tools are built into the software to make using the product easy and
intuitive:

ScreenTips
Any time you hover the cursor over a tool or button, a ScreenTip will display identifying the purpose of that tool or button.

Context Sensitive Help
Throughout each wizard in Bulk Mailer 5, virtually every screen has a Help button.
Clicking it will bring up the Help System with specific information about the screen
you are currently viewing. This is especially helpful when you can’t quite recall which
option to choose for a function you may not use very often.

Resource Center
The Resource Center at the bottom of the Bulk Mailer 5 Home Page provides links to
additional information, which can help you get the most from using Bulk Mailer 5.

		

What’s New – What’s new in this issue of Bulk Mailer 5.

		

Mail Center – A variety of links and USPS mail preparation resources.

		

Tips and Shortcuts – How to be the most productive using Bulk Mailer 5.
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Satori Software Web Site
A link from the Help menu in Bulk Mailer 5 will automatically launch the 		
Satori Software Web site, or you can navigate to it from your Web browser:

www.satorisoftware.com
There you will find information about Satori Software, our products and services, our
online store and an array of additional support materials.

Contacting Technical Support
At Satori Software, we work hard to create quality products and we want your experience using Bulk Mailer 5 to be a positive one. If you have questions or need help with
anything you cannot find with the above listed resources, please don’t hesitate to
contact our technical support team.
Support policies and hours of operation are subject to change. For current hours of operation,
support policies and contact options, please visit the support page of our Web site at:

www.satorisoftware.com/us/support/index.asp
A wealth of support information is available online 24 hours a day, 7 days a week.

Submit an Online Support Request
You can submit a request for technical support directly from within Bulk Mailer 5.
From the Help menu, select Submit a Support Incident.

E-mail
You can e-mail a request for technical support to:

support@satorisoftware.com
We quickly respond to messages in the order in which they are received and guarantee a response within 24 business hours.

Fax
You can fax a support request to:

1-206-357-2890
Faxing is especially helpful if you need assistance with your printed output. This
enables us to help you more quickly. Be sure your cover sheet is to the attention of
Technical Support.
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Telephone
Phone support hours are currently 7:00 AM to 5:00 PM Pacific time, Monday through
Friday.

1-800-357-3020

Contacting Satori Software, Inc.
Corporate Headquarters
Address:
		
		

Satori Software, Inc.
2815 2nd Avenue, Suite 500
Seattle, WA 98121-3200		

Main:

1-206-357-2900

Sales:

1-800-553-6477

Fax:

1-206-357-2901

e-mail:
		

General inquiries:
Sales: 		

info@satorisoftware.com
sales@satorisoftware.com

World Wide Web: www.satorisoftware.com

Feedback
We continually strive to provide you with software that is easy to use, meets your needs
and saves you time and money. In order to meet these goals, we’d be pleased to hear
what you think. If you have comments, suggestions or feedback on our products,
services or documentation, please contact us.
You can submit your comments directly from within Bulk Mailer by clicking the Help
menu and selecting Submit a Feature Request or by e-mailing us at:

feedback@satorisoftware.com
Or you can use the online feedback form on Satori Software’s Web site:

www.satorisoftware.com

11
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Bulk Mailer 5 Orientation
This section is designed to help you start using Bulk Mailer 5 as quickly as possible.
It provides an overview of the wizard/template architecture that the program uses,
along with an explanation of the Bulk Mailer 5 working environment so you will
know how and where to easily find exactly what you need.

Wizards and Templates
Every step in the address management and mailing process, from creating a
Bulk Mailer 5 file and importing address lists, to presorting and printing labels and
reports, is made easy with wizards and templates.
When launched, wizards open in the middle of the screen and walk you through a
step-by-step process for every function of the program. In most cases, the wizards allow you to save a template for future use based upon the settings chosen.
The next time you want to perform the same function, you use the saved template
rather than having to walk through the wizard process again. This saves time for processes that you run routinely.
In the Bulk Mailer 5 Professional edition, you can then use Job Builder to combine all
the necessary templates for the entire mailing preparation process. The automated job
can be run immediately or saved for future use. This is an extraordinarily powerful
feature that will save you incredible amounts of time.

Welcome to the
Bulk Mailer 5
File Wizard.
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The Workspace Environment
Bulk Mailer Files
Everything you do in Bulk Mailer 5 is based on the files you create for your address
lists. You must have a Bulk Mailer file open in order to utilize the functionality of the
program. Once you create a Bulk Mailer file, you can add to it by either importing data
or typing in data directly. You can then work with the entire file or, using the Groups
feature, create a subset of your file based upon the query criteria you define.

The Bulk Mailer 5
Home page.

Data Details
As you move throughout Bulk Mailer 5, the Data Details window – in the lower left
corner of the screen – displays the following information about the file or group you
currently have open:

Current Count – The number of records that are currently selected.
Group – The name of the currently open Group is displayed if a Group is selected. If
no Group is selected, “All Records” displays.
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Total Count – The total number of records – excluding deleted records that have
not been purged – in the current Bulk Mailer file.

File Name – The name of the Bulk Mailer file that is currently open.
If you have not selected a Group, the Current Count number and the Total Count
will be the same. If you have filtered your file into a Group – that is, a subset based
on criteria you select, such as a range of ZIP Codes – the number of records matching your query criteria will display as the Current Count. The Total Count will still
display the total number of records in the underlying Bulk Mailer file.
Any action or task you perform will affect only the currently open file or the active
Group. Always be sure to verify in the Data Details window that you have the correct
file or Group open before doing anything with your data.

The Navigation Bar
The Navigation Bar is the column along the left side of the screen that allows you to
move from one section of the program to another. It is always there so you can move
around quickly.
The sections of the program are listed on the Navigation Bar. Their functions are as
follows:

Home – Create and manage your Bulk Mailer files.
Import/Export – Import data into and export data from Bulk Mailer 5.
Groups – Create subsets of data from Bulk Mailer files.
	Address Quality – Run Address Correction, Move Update and Duplication Search.
Views – Display the data in your Bulk Mailer files in List and Detail Views.
Mail Sort – Presort lists, manage mailing permits and print tray or sack labels.
Print Mail – Define and print labels, envelopes and print files.
Job Builder – Automate a series of tasks into a single job 					
(available only for Professional edition).

Menu Bar Navigation
In addition to using the Navigation Bar to move from one section of the program to
another, you can use the Menus to quickly launch any wizard, apply any predefined
Group template to the currently open file, or view the currently open file with any
View template.
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Page Appearance
Each section of the program has its own page. The displayance of the pages – with minor exceptions – is consistent from one page to the next.

Title Bar – Located at the top of the window, the Title Bar displays the program

name (Bulk Mailer 5 Standard or Professional) and any open file (in this case, “demo
list.bmf”).

Menu Bar – Immediately below the Title Bar, the Menu Bar provides access and
shortcuts to a wide range of the Bulk Mailer 5 functions.

Header – Immediately below the Menu Bar, the Header tells you which page is currently active. In the illustration above, it reads “Bulk Mailer Home.”

Subheader – Immediately below the Header, the subheader explains what tasks you
can perform within the active page.

Action Bar – Immediately below the Header/Subheader, the Action Bar allows you

perform certain tasks on the currently highlighted file or template. Clicking on the
Action Button opens a pull-down menu that displays the options available for the
current page.

File/Template List – This list occupies the majority of the center space on the page
and displays all the files or templates that have been created in that section.

Wizard... – Located in the first template list position, most pages have one or more
Wizards that facilitate using the functions within that section.

Now let’s get familiar with each section of the program.

15
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Home
The program always opens to the Bulk Mailer Home page. The Home page is where
you create and manage your Bulk Mailer files. The Home page is the only section of
the program where you work directly with files. In all other sections of the program,
you work with templates that manipulate the data in your files in specific ways. At any
point in the program, you can return to the Home page by clicking on the Home icon
on the Navigation Bar.

Bulk Mailer 5
Home page.

New File Wizard
You create new Bulk Mailer files using the New File Wizard. The wizard walks you
through each step necessary to create, name and save a new file. Once created,
Bulk Mailer files display in the File List immediately below the wizard.

Resource Center
The Resource Center at the bottom of the Bulk Mailer 5 Home page provides
links and a variety of additional information to help you get the most from using
Bulk Mailer 5.
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What’s New – What’s new in this edition of Bulk Mailer 5.
Mail Center – A variety of links and USPS mail preparation resources.
Tips and Shortcuts – How to be the most productive using Bulk Mailer 5.

Import/Export
The Import/Export page is where you import data into or export data from
Bulk Mailer 5. At any point in the program, you can move to the Import/Export page
by clicking on the Import/Export icon on the Navigation Bar. You have the option
of saving the settings used for each import or export in a template. Later, using the
template, you can perform an import or export on a different file that needs the same
settings without having to use the Wizard to walk through each step.

Bulk Mailer 5
Import/Export
page.

Import Wizard
You import data into a Bulk Mailer file using the Import Wizard. This wizard walks you
through each step to import and map data fields. You have the option of saving the
settings as a template for future use with any source file and any Bulk Mailer file. Once
created, import templates display in the Template List immediately below the wizard.

17
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Export Wizard
You export data from a Bulk Mailer file using the Export Wizard. The wizard walks
you through each step necessary to select and export data fields. You have the option
of saving the settings as a template for future use with any Bulk Mailer file and any
destination file. Once created, export templates display in the Template List immediately below the wizard.

Groups
The Groups page is where you create subsets of your Bulk Mailer files based on the
specific criteria you select. At any point in the program, you can move to the Groups
page by clicking on the Groups icon on the Navigation Bar. You have the option of
saving the sort criteria as a template. Later, using the template, you can apply it to
any Bulk Mailer file in order to create a subset based upon the same criteria without
having to use the wizard to walk through each step.
Bulk Mailer 5 Groups
page

Group Wizard
You create subsets of any Bulk Mailer file with the Group Wizard. The wizard walks
you through each step necessary to select the data elements to include in your Group.
You have the option of saving the settings as a template for future use with any Bulk
Mailer file. Once created, Group templates display in the Template List immediately
below the wizard.
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Address Quality
The Address Quality page is where you run Address Correction processing on your files,
obtain real-time Move Update information via the Internet, perform Duplication Search
on your files and run Merge/Purge operations on your mailing list. At any point in the
program, you can move to the Address Quality page by clicking on the Address Quality icon on the Navigation Bar. Because these functions are dynamic, Address Quality
is the one section of the program that does not utilize templates. Therefore, the look of
the Address Quality page is somewhat different from the other sections of the program
as there are no template or file lists.

Bulk Mailer 5
Address Quality
page.

Address Correction
You correct address files by using the built-in Address Correction Wizard. The wizard
offers a host of options for customizing the correction processing routine and returning
your file in exactly the format you want. Additional sort data, such as LOT (Line-ofTravel), can also be appended to your addresses. With the DPV (Delivery Point Validation) Add-on (available only for the Bulk Mailer 5 Professional edition) you can confirm the
actual deliverability of each address in your list. The Address Correction Wizard also
produces the PS Form 3553 – CASS Summary Report.
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Move Update
You obtain the latest USPS NCOALink address update information using the Move
Update Wizard. This wizard connects via the Internet to the most current forwarding
address information made available by the USPS.
The Move Update functionality is included in the Bulk Mailer 5 Professional
edition and is available by subscription to users of the Standard edition. There is an
additional fee based upon the number of addresses you need to process. Additional
address processing credits can be purchased at any time. Please contact Sales at Satori
Software for more information: sales@satorisoftware.com or 1-800-553-6477.

Duplication Search
You identify duplicate records in your lists using the Duplication Search Wizard. You
specify the criteria and options for how the search is conducted, then review identified records on a case-by-case basis before eliminating them.

Merge/Purge
You combine an unlimited number of files and eliminate duplicate records all in one
automated process with the Merge/Purge Wizard. You can also filter the resulting
combined file against auxiliary files to either include or exclude the records in those
auxiliary files. Merge/Purge is an optional Add-on for Bulk Mailer 5.

Views
The Views page is where you look at your data in one of two formats. List Views allow you to view your data in a spreadsheet-like grid. The Detail Views allow you to
view your data in address card formats. In either of these views, you can manually
enter new addresses to your list and correct addresses individually. At any point in
the program, you can move to the Views page by clicking on the Views icon on the
Navigation Bar. You can save custom List Views as a template that you can use later
with any Bulk Mailer file.
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Bulk Mailer 5
Views page.

List Views
List Views are a spreadsheet like view of your entire list. In a List View, it is easy to see
or edit larger groups of records. Several preformatted List Views are in the List Views
section, but you can also create your own custom List Views.

List View Wizard
Use the List View Wizard to create custom List Views of your data. You define how they
will display by selecting any or all data fields from your address lists. The wizard walks
you through each step necessary to define precisely the fields you want to see and the
order in which you want to see them. You have the option of saving the selections as
a template for future use with any Bulk Mailer file. Once created, List View templates
display in the Template List immediately below the wizard.
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A Bulk Mailer 5
List View.

Detail Views
Detail Views display data one record at a time. Three specialized views can be found
in the Detail Views section: Main View, Address Card View and Rapid Entry View.
These views are fixed and cannot be customized.
The Main View, shown on the next page, lets you see all the fields in your file. You
can scroll through each record from the beginning or end of your file and add new
records by manually typing in data.
The Address Card View allows you to see basic mailing address information and is
perfect for adding individual records to your mailing lists using basic address data.
The Rapid Entry View allows you to add records with minimal data entry. Typing in
the ZIP Code and Address Line automatically populates the City and State fields.

BULK MAILER 5

User Manual

A Bulk Mailer 5
Detail View.

Mail Sort
The Mail Sort page is where you presort your mailing lists, manage mailing permit
information, define and print tray/sack labels, and print postal reports. At any point in
the program, you can move to the Mail Sort page by clicking on the Mail Sort icon on
the Navigation Bar. You have the option of saving all these settings in a template. Later,
using the template, you can apply it to any Bulk Mailer file in order to use the same
presort criteria without having to use the wizard to walk through each step.
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Mail Sort Wizard
You define presort criteria using the Mail Sort Wizard. A nested Mailing Permit Wizard allows you to create and manage multiple mailing permits. You also define and
print tray/sack labels and select and print postal reports using the Mail Sort Wizard.
You have the option of saving the Mail Sort criteria (and Mailing Permit information)
as a template for future use with any Bulk Mailer file. Once created, Mail Sort templates display in the Template List immediately below the wizard.

Bulk Mailer 5
Mail Sort page.

Print Mail
The Print Mail page is where you design and lay out mailing pieces, envelopes or label
formats and print your records. At any point in the program, you can move to the
Print Mail page by clicking on the Print Mail icon on the Navigation Bar. You have
the option of saving your layout as a template. Later, using the template, you can
apply it to any Bulk Mailer file in order to print formatted labels or mailing pieces
without having to use the wizard to walk through each step.
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Bulk Mailer 5
Print Mail page.

Print Mail Wizard
You design and lay out labels, envelopes and mailing pieces using the Print Mail
Wizard. The built-in Label Designer allows you to select from a pre-configured list of
common Avery label stocks and standard envelope sizes or to precisely lay out a custom
design for any label stock or envelope you may be using. Special features have been
included to provide support for specific high-speed address printers. In addition, the
graphical layout tool lets you see or preview the results of your design before you print.

Job Builder
Job Builder is a feature of the Bulk Mailer 5 Professional edition. The Job Builder page is
where you combine templates and processes from all the other sections of the program
in order to automate entire mailing jobs. These automated jobs can be run immediately
or saved for future use. At any point in the program, you can move to the Job Builder
page by clicking on the Job Builder icon on the Navigation Bar. You have the option
of saving your automated job as a template. Later, using the template, you can apply it
to any Bulk Mailer file in order to automate an identical mailing without having to use
the wizards to walk through all the steps.
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Job Builder Setup
You automate and run entire mailing jobs using the Job Builder Setup screen. By combining processes and the templates you created in any or all of the other sections of
the program, you can automate an entire mailing from creating a new Bulk Mailer 5
file, importing a list and grouping the data, to address correction processing, presorting and printing labels or envelopes.

Bulk Mailer 5
Professional
includes the Job
Builder feature.

27

Chapter 2

A Bulk Mailer 5 Tutorial

28

CHAPTER 2

A Bulk Mailer 5 Tutorial

Introduction
This tutorial will give you a good foundation for using the features of Bulk Mailer 5
and will increase your comfort level for navigating the program. While you may not
use Bulk Mailer 5 in the linear fashion presented in this tutorial, we recommend you
follow the tutorial in order as each new concept presented builds on those presented
previously.
This tutorial is not intended to cover every possible option. If you have specific questions as you work through the lessons, please refer to Chapter 3: Using Bulk Mailer 5
for a detailed discussion of all the features and options of the application.
If you encounter terms that are unfamiliar, you may want to consult the Glossary
located in Chapter 4: Bulk Mailer Reference.
In the tutorial, you will learn how to:
• Create a new Bulk Mailer 5 file
• Import an address file
• Look at different views of your data
• Specify criteria to select a subset of your file
• Run Address Correction to create a corrected file
• Perform a duplicate record search
• Presort, print tray or sack labels, and print postal reports
• Design and print mailing labels
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Creating a New Bulk Mailer File
When launched, Bulk Mailer 5 opens to the Bulk Mailer Home page. When you launch
Bulk Mailer 5, no file is open. You must create a new file or open an existing file from
the File List by double-clicking it.
We’ll create a new file to use in the tutorial.
1. Double-click the New File Wizard icon at the top of the File List.
2. Click Next at the wizard Welcome screen.
The Import Data screen allows you to create a blank Bulk Mailer file and optionally import data at the same time. For the tutorial, we will just create a blank
Bulk Mailer file.
Bulk Mailer 5 File
Wizard.

3. Click Next to accept the Create a blank Bulk Mailer file selection. The Bulk Mailer
File Wizard Summary screen will then display.
Bulk Mailer 5 automatically generates a name for your new file based on the date
and time it is being created. A file created at 2:15 PM on January 22 would be
called: “0122-1415.bmf”. A 24-hour clock is used for the time portion of the name
to distinguish between a.m. and p.m.
Notice that a default folder is selected for saving your file; however, you can save
your files in any folder that you choose. We will save this file to the default location but will give it a different name.

29

30

CHAPTER 2

A Bulk Mailer 5 Tutorial

4. Highlight the default name and type “Tutorial New File” in the file name field.
Bulk Mailer 5 will automatically append the “.bmf” file extension.
5. Type “Tutorial Bulk Mailer File” in the file description field. The Description
field text is optional.
6. Click Finish.
Bulk Mailer 5
File Wizard
Summary screen.

You will be returned to the Bulk Mailer Home page. Your new file now displays on
the File List and has been opened automatically. Now, the open file is highlighted on
the File List, is listed on the Title Bar at the very top of the page, and is reflected in
the Data Details window.
Look at the Data Details window in the lower left corner of the screen.
• You will see “Tutorial New File” as the File Name
• “All Records” as the Group
• The Current Count and Total Count will both be zero.
While you do have a Bulk Mailer file open, it is blank and contains no records. Address records can either be imported from an external file or entered directly. The
next step in the tutorial is to import data into your new Bulk Mailer file.
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Importing an Address File
Bulk Mailer 5 can import data from a variety of different file formats. One of the more
common types of files is a delimited text file, with the fields of data separated – or delimited – by commas, tabs or other characters. Text files usually have a “.txt” or “.csv”
file extension. We will import this type file.
We will continue to work with the new file you created, “Tutorial New File.” If that
is not the file currently displayed in the Data Details window, go to the File List and
double-click it to open it.

Opening the Import Wizard
1. Click the Import/Export icon on the Navigation Bar to move to the Import/Export
page.
2. Double-click the Import Wizard at the top of the Import Templates List to launch
the wizard.
3. Click Next to display the Source File screen. This is where you select the external
data file you want to import.
4. Click the Select File button to display the Select File dialog box.
5. Double-click the “Tutorial Import.txt” file to select it.
6. Click Next to display the Data Format screen.

Bulk Mailer 5
Import Wizard
previewing
delimited text.
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Mapping an Import File
1. Select the Delimited option. The first 50 records of the file will display in the
scrollable Data Preview window.
2. Click Next to display the Delimited Text File screen. You will see the first 50
records of the file with the data fields separated into numbered columns. The
wizard has already selected Tab as the Delimiter.
3. Click Next. In the Field Mapping screen, map the data contained in each of the
imported columns to Bulk Mailer columns. You can select as few or as many
columns of data as you like.
If your file contains non-standard data, you can map it to any one of the fifteen
User Defined fields.
The first record in your file will be displayed on the left side of the screen under
“Source” and the first data field – which, in our file, is the company name – will
be highlighted.
4. Select Business in the Bulk Mailer box, then click the Map button.
The column you have mapped to Business will now display next to Business
under the Source heading. This tells you which Source columns are mapped to
which data fields in Bulk Mailer.
Repeat this process until all the columns are mapped. If you make a mistake,
click on the Bulk Mailer field that is incorrectly mapped and click the Unmap
button.
The Reset button clears all mapped fields, allowing you to start over.
5. Click Next to display the Import Wizard Summary screen.

Finishing the Import Setup Process
The Import Wizard Summary screen provides information about the file you are importing and your field mapping choices. You have the option to select:
• Import file based on settings, which will import the data into the open Bulk
Mailer file (Tutorial New File – the blank file you created before beginning the
import process), but will not save the import settings as a template.
• Save settings as a new template, which will save the import settings as a 		
template that you can use again, but will not import the data.
• Both options, which will import the data into the Tutorial New File and save 		
the settings as a template you can use again.
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1. Select both options.
2. Click in the Name box and type “Tutorial Import Template.”
3. Click in the Description box and type “Created for use with the tutorial.”
4. Click Finish.
5. Click Close once the import process has completed.
You will be returned to the Import/Export page. Your saved import template will be on
the Import Templates List.

New templates are
displayed as they
are created.

The Import template you created can be used again to import the same external file or
any other tab delimited text file that has data elements formatted the same way. You
can use the same Import Template with any Bulk Mailer file. Templates and Bulk Mailer
files are not linked in any way.
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Data Details
Look at the Data Details window in the lower left corner of the screen. You will see
that the Tutorial New File you created has now been populated with the records from
the external file you just imported.
Everything you do in Bulk Mailer 5 affects only the currently selected Group within
the open file, so check the Data Details before you take any actions to be sure you are
working with the correct file and group.

The Data Details
window, located
in the lower left
of the screen, reflects the current
file status.
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Viewing a File
We will continue to work with the new file you created, “Tutorial New File.” If that
is not the file currently displayed in the Data Details window, go to the File List and
double-click it to open it.
Views allow you to see the address records in your file. Bulk Mailer 5 has two types
of views: List Views and Detail Views. List Views display multiple records in a grid or
spreadsheet-like format. Detail Views display records one at a time. You can manually
add or edit data in either View.

List Views
List Views are useful when you want to work with more than one record or scroll
through an entire list in one window. Using a List View is like working with a spreadsheet. You can use the pre-designed List Views that come with Bulk Mailer 5 or custom
design new ones, which can be saved as List View Templates. As with all templates in
Bulk Mailer 5, List View Templates can be used with any Bulk Mailer file.
The List View Wizard allows you to create custom View templates that you can apply
to any Bulk Mailer File by selecting the specific data fields you want to see. For the purpose of the Tutorial, we will use one of the pre-designed Views.


To Use a List View
1. Click the Views icon on the Navigation Bar to open the Views page. The Views
page contains the List Views and Detail Views sections.
2. Double-click the Basic Address template on the List View Templates List. The View
defined in this template will now be applied to the data in the Tutorial New File
you created. By using the Basic Address template, you can see the data in any file
in this format. The following fields will be displayed:
		 • First Name
		 • Last Name
		 • Business
		 • Address Lines 1 and 2
		 • City
		 • State
		 • ZIP Code
		 • Record Number
• Marked
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List Views can be
customized.

3. Click the Views icon on the Navigation Bar to return the Views page.
All custom Views are created with the List View Wizard and all saved templates will
display on the List View Templates List.

Detail Views
Detail Views are useful when you are adding records manually or want to focus on
one record at a time. Using a Detail View is like working with an address or card file.
This overview will help you become familiar with the Detail Views, but we will not be
using them in the Tutorial.
Bulk Mailer 5 comes with three pre-formatted Detail Views:
• Main
• Address Card
• Rapid Entry
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Main
The Main View allows you to see every data field in your Bulk Mailer file, one record
at a time. Name, Address and Contact information are the default data elements that
display when the Main View is opened. Additional data fields are grouped by type and
can be accessed by clicking the labeled tabs above the Phone Numbers and Internet
sections.

Bulk Mailer 5
Main Detail View.

Address Card
The Address Card View is like an index card organizer or address card with basic Name,
Address and Contact information. If you are interested in basic address entry only, you
might prefer this View.

Rapid Entry
The Rapid Entry View displays just Name, Address and Contact information and
allows you to quickly type in minimal address elements in order to enter a new record.
After entering the ZIP Code and Address Line, the City and State will be filled in
automatically.
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Working With Records


To Add New Records

Adding new records to an existing file is easy. It can be done in any List or Detail
View. Click the New button
on the Views toolbar.
In a List View, the cursor will move to a blank row at the end of your file. In a Detail
View, you will be presented with a blank card. Click in any field and begin typing.


To Delete Records

To delete existing records, select the record you wish to delete and click the Delete
button
on the Views toolbar.


To Edit Records

You can edit any existing record by selecting it and then editing the text as needed.
When your cursor moves outside of the record, the changes are saved.

BULK MAILER 5

User Manual

Grouping Records
The Groups feature in Bulk Mailer 5 is a powerful list query tool that allows you to sort
or segment your list based on a variety of values that you can apply to data fields.
Bulk Mailer 5 comes with a number of predefined Groups. Using the Group Wizard,
you can also create your own custom queries and optionally save your criteria as a template for future use. This allows you to run the same query on any address list without
having to walk through selecting those field values each time.
We will continue to work with the new file you created, Tutorial New File. If that is not
the file currently displayed in the Data Details window, go to the Bulk Mailer Home
page File List and double-click it to open it.
Let’s create a Group from the Tutorial New File address list.

Opening the Group Wizard
1. Click the Groups icon on the Navigation Bar.
2. Double-click the Group Wizard icon at the top of the Template List to launch the
wizard.
3. Click Next to display the Matching Conditions screen.

Group templates
can include many
custom conditions.
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Setting Up Matching Conditions
This is where you select the data fields for your query. You then specify conditions for
those fields.
1. Click the Add Condition button.
2. Scroll down to and select ZIP Code under Available Fields.
3. Click the arrow on the pull-down list next to Field (below Comparison) and
select “Is Greater Than.”
4. Click in the blank text field next to Value and type “60000” (do not include the
quotation marks).
5. Click OK. You will return to the Matching Conditions screen and this condition
will be listed.
6. Click the Add Condition button.
7. Scroll down to and select ZIP Code under Available Fields again.
8. Click the pull-down arrow next to the Field text box (below 				
Comparison) and select “Is Less Than.”
9. Click in the blank text field next to Value and type “99999” (do not include the
quotation marks).
10. Click OK.
You have now defined conditions to select all addresses whose ZIP Codes are
within the range 60000 and 99999 in order to do a regional mailing.
11. Click Next to display the Sort Order screen.
12. Click the pull-down arrow next to field #1 and select ZIP Code. The default sort
order is Ascending. Leave that selected.
13. Click Next to display the Group Wizard Summary screen.
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Group Wizard
Summary screen.

Finishing the Group Setup Process
1. Under Template Options, click the check boxes for both options.
2. Click in the Name: text field and type: “Tutorial New File Group.”
As with saving templates in all other wizards, you can add an optional description
of this template.
3. Click Finish. The Group Selected screen will display how many records matched
your query criteria.
4. Click Yes to make the group active.
Clicking Yes applies the query criteria to the open Bulk Mailer file. Notice that the
Data Details window in the lower left corner of the screen now reflects the Group
name and the current number of active records. Clicking No saves the template
for later use but does not apply the query criteria to the open file.
Group templates are not linked to Bulk Mailer files. Once you create a Group
Template, you can open any Bulk Mailer file and select the Group Template. The
query criteria specified in the template will be applied to the open file.
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Increasing Address Quality
Address Quality is both a process and a goal. The higher the quality of your addresses,
the better the results will be from your mailing. The benefits of Address Quality are
lower postage rates, less wasted literature and fewer missed opportunities.
We will continue to work with the new file you created, Tutorial New File. If that is
not the file currently displayed in the Data Details window, go to the Bulk Mailer
Home page File List and double-click it to open it.
Click the Address Quality icon on the Navigation Bar to open the Address Quality
page. The Address Quality page contains wizards for Address Correction, Move Update, Duplication Search and Merge/Purge. These processes are dynamic and do not
create templates the way the other wizards do. That is why you do not see a template
or file list on this page like on all the other pages in Bulk Mailer 5.

Address Correction
Address Quality begins with Address Correction – processing your file to achieve clean
and standardized results. Bulk Mailer 5 utilizes a USPS-certified CASS 		
(Coding Accuracy Support System) ZIP + 4 process to clean and standardize your data
by correcting spellings, abbreviations, city, state and ZIP Code entries. It also adds
other optional elements of postal data such as Line of Travel (LOT).
1. Click the Start button next to Address Correction to launch the Address
Correction Wizard.
2. Click Next to display the Processing Options screen.
3. Select the “All records” option since you have never processed this list before.
4. Click Next.
		 Under Additional Data, make sure that only Look up Line-of-Travel (LOT) 		
number is selected.
Delivery Point Validation and the other options under additional data are Add-Ons
available for the Bulk Mailer 5 Professional edition only. See the Add-On Addendum for
more information.

BULK MAILER 5

User Manual

Address Correction
Wizard includes
many processing
options.

5. Click Next. The Address Correction Formatting Options screen allow you to select
how the address lines, business names and individual names will be returned.
6. Select Return Address Lines in Mixed Case.
7. Click Next. Enter your information in the Mailer Address screen.
8. Click Next. The Address Correction Wizard Summary lists the settings you chose
in the wizard and the number of records that are currently active or open.
9. Click Finish and the Address Correction process will begin.

Address Correction
Wizard Summary
screen.
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Address Correction Progress Screen
The Address Correction process displays the correction results on the Address 		
Correction Progress screen.

Address Correction
Results and Form
3553 are available
from this screen.

Preview, Print or Save USPS Form 3553
Form 3553, the Coding Accuracy Support System (CASS) Summary Report, is used to
verify eligibility for the rate class claimed for a mailing. Once your list has been processed, you can preview, print or save this form.
When you are finished reviewing the Address Correction data, click Close and you
will be returned to the Address Quality page.
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Searching for Duplicate Records
The next step in the Address Quality process is to run a Duplication Search. Now that
you have corrected and standardized your file, it will be much easier to find and delete
any duplicate records. This saves you the expense and embarrassment of sending multiple pieces to the same recipient.
1. Click the Address Quality icon on the Navigation Bar to open the Address Quality
page.
2. Click the Start button next to Duplication Search to launch the Duplication
Search Wizard.
3. Click Next to display the Duplication Search Templates screen. A number of
search templates have already been created.
4. Click the Address, Last Name and First Name template once to select it.
5. Click Finish and the search will begin.
Duplication Search
templates can be
created and saved.

Duplication Search Progress
The Duplication Search Progress screen displays the search progress and results. Possible
duplicates are placed in groups. These groups are not saved and are not accessible once
you close the Address Correction wizard. A group can include one or more matches.
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To Review Possible Duplicates
1. Click the Review button to display the first group of possible duplicates.
When possible duplicates are found, all but the first record are marked for deletion.
To avoid deleting a close match that is not actually a duplicate, uncheck the record
in question.
2. Click the Process Group button to delete the marked duplicate and move to the next
Group for review.
3. Repeat this process until all Groups have been processed.
4. Click Close to return to the Address Quality page.

Duplication Search
Review screen.
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Presorting a Mailing
The Mail Sort page of Bulk Mailer 5 is where all the parameters for a mailing are set
once the file is ready to go. From specifying the sort class, sort levels, piece type and
piece dimensions, to entering mailing permit information, payment method and
tray/sack label information, Mail Sort provides much of the power to maximize your
savings. The template structure of Bulk Mailer 5 allows you to save all these settings for
future use so you can automate mailings with identical characteristics.
We’re going to prepare a mailing to the group of western states you created earlier in
the Groups section of the tutorial. If you are picking back up at this point or have just
re-launched Bulk Mailer 5, you first need to open the Tutorial New File, then apply
your Group to it.

Opening a File and Applying a Group
To reopen and group your tutorial list, do the following:
1. Double-click on the Tutorial New File in the File List to open it.
2. Click on the Groups icon on the Navigation Bar.
3. Double-click the Tutorial New File Group on the Template List. Bulk Mailer 5 will
ask if you want to apply the Group to the currently open file.
4. Click Yes. Notice how this is now reflected in the Data Details window.
Now that your target Group of addresses is active, you can proceed to prepare
your mailing.

Opening the Mail Sort Wizard
1. Click the Mail Sort icon on the Navigation Bar to move to the Mail Sort section of
the program.
2. Double-click the Mail Sort Wizard at the top of the Template List.
3. Click Next to display the Sort Class and Piece Type screen.
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Describing a Mail Piece
We will be sending a First-Class letter that is automation compatible.
1. Click Machinable Letter under the First-Class Mail heading.
2. Click Next to display the Mail Piece Information screen. This is where you enter
the dimensions and weight of your mail piece.
3. Enter a thickness value of 0.1. Leave all the settings at their default values.

The Mail Piece
Information
screen.

4. Click Next to display the Sorting Preparation screen.

Sorting Preparation and the Mailing Permit
1. For the First Sort Level, select Automation. For the Second Sort Level, select
Presort. For the Third Sort Level, select Single Piece.

BULK MAILER 5

User Manual

Sort levels are
defined in the Mail
Sort Wizard.

2. Click Next to display the Mailing and Permit Information screen.

Mailing Permits
can be saved as
templates.

Entering a Mailing Permit
In the Mail Sort Wizard, you can create a Mailing Permit template with the information
from a permit you will use on an ongoing basis, or, for purposes of the tutorial, you can
enter fictitious information.
1. Double-click the Mailing Permit Wizard.
2. Click Next at the Welcome screen to display The Mailing Permit Information
screen.
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3. Enter the Permit Information and the Permit Holder Address data.
4. Click Next to display the Mailing Agent screen.
If you are doing your own mailings, skip this screen. Otherwise, complete the
applicable information. Click Next for the Mailing Organization screen.
5. Click Next to display The Mailing Permit Wizard Summary screen.
6. Type a name for your Mailing Permit template in the Name field under Template Options. This is the name that will display on the permit list in the Mail
Sort Wizard.
7. Click Finish. You will be returned to the Mailing and Permit Information screen
in the Mail Sort Wizard.
8. Make sure the permit you just created is selected.
9. Enter the Mail Drop ZIP Code (where the mailing will be posted) at the top of
the screen.

Preparing Tray and Sack Labels
1. Click Next to display the Tray Label Layout screen.

Bulk Mailer 5
supports all
the common tray
or sack label
formats as well
as custom formats.

2. Select Laser or Inkjet as the printer type and the first 2 x 5 option on the list for
the Label Layout.
3. Under Mailer Information, enter the same data used for creating the Mailing
Permit.
4. Click Next to display the Mail Sort Wizard Summary screen.
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Finishing the Mail Sort Set Up Process
1. Select both choices under Template Options. This will save your settings in a template as well as run them on the current Group.
2. Type “Tutorial Mail Sort Template” in the Name text field.
3. Click Finish to display the Mail Sort Progress screen and begin the presorting
process.
The Mail Sort
Progress screen
shows results and
prints reports as
well as labels.

4. Click the Preview button below the Labels and Envelopes header when the presorting has completed to see what your finished labels will look like with data
from the Tutorial New File Group.
5. Click the Print Records button
on the Preview screen toolbar to print a test
page of labels if you have a laser or Inkjet printer available. The Mail Print Setup
screen will display.
6. With the correct printer selected, select Current Page under Print Range, and
click the Print button.
The Print Mail section of Bulk Mailer 5 allows you to create custom label and envelope layouts with a graphical editor. See Chapter 3, Using Bulk Mailer 5 for complete
details.

Previewing, Printing or Saving Reports
The Mail Sort Progress screen lets you preview, print or save the USPS required forms.
We recommend that you print and keep these for your records.
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Summary
Congratulations! You have now completed the preparation for a mailing using Bulk
Mailer 5. There are many more options available in the program than we covered in
this tutorial. For a detailed discussion of the functionality of Bulk Mailer 5 see Chapter 3, Using Bulk Mailer 5.
The following files and templates that you created in the tutorial can be deleted if
you wish.
• Tutorial New File (Bulk Mailer Home page)
• Tutorial Import Template (Import page)
• Tutorial New File Group (Groups page)
• Tutorial Mail Sort Template (Mail Sort page). This will not delete the Mailing 		
Permit you created. If you created a fictitious permit, you can go back into 		
the Mail Sort Wizard and delete it as well.
To delete these files and templates:
1. Switch to the appropriate page using the Navigation bar.
2. Right-click the file or template and select Delete.
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Introduction
This chapter is a detailed guide to the complete functionality of Bulk Mailer 5. It
walks through every menu, every screen and every option to explain how, when and
why to use each. It begins with an overview of the common elements throughout
Bulk Mailer 5 and then works through each of the sections of the product in the order
in which they display on the Navigation Bar.
We recommend that you read the Bulk Mailer 5 Orientation section in Chapter 1
before referring to this chapter. The orientation will familiarize you with where
things are in the Bulk Mailer 5 workspace, how wizards and templates are used as
the foundation upon which everything else is built, and what all the constituent
parts of the interface are called. That background information will increase your
comprehension of the material in this chapter and help you gain proficiency with
Bulk Mailer 5 more quickly.
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Common Elements in Bulk Mailer 5
The Bulk Mailer 5 screen is framed on the left by the Navigation Bar and the Data
Details window and on the top by the program menus. These elements remain on the
screen constantly as you navigate about the program. The window they frame is where
the pages of each section of the program display.

The Bulk Mailer 5
Home page.

Navigation Bar
The Navigation Bar provides graphical links to each of the functional sections of the
product. Use it to move around the program.
The sections are ordered how a mailing might be prepared and processed. However, you
can move from one section to another in any order, much as you navigate a Web site.
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Data Details
The Data Details window at the bottom of the Navigation Bar displays the following
information about the currently open file and Group, if any is selected:

Current Count
The number of records currently selected from the open Bulk Mailer file. This
number will differ from the Total Count when a Group has been applied that
includes less than the entire file.

Group
If a Group has been applied to the open Bulk Mailer file, the name of the Group
template displays here. If no Group is selected, the words “All Records” display.
If a Group has been applied but not saved as a template, the words “Last Settings” will display. If a filter has been applied in the Views, no group info will
display.

Total Count
The total number of non-deleted records in the Bulk Mailer file. This number
will match the Count number for the file on the Home page File List Details.
This number does not include any deleted records that have not been purged.

File Name
The name of the currently open Bulk Mailer file.

Menus
The menus at the top of the screen include functions common to many applications
as well as those that are unique to Bulk Mailer 5. Below is a description of what is
found in each menu.

File Menu
The File menu is where you handle some of the file and record management features
of Bulk Mailer 5. Some of these options are duplicated elsewhere in the program but
are listed in this menu for convenience. The menu includes:
• New File
• Open Bulk Mailer File
• Close Bulk Mailer File
• Manage User Defined Fields
• Manage Deleted Records
• Clear Marked Records
• Exit
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Edit Menu
The Edit menu provides standard Windows editing functionality.
• Cut
• Copy
• Paste

Views Menu
The Views menu items are shortcuts to apply existing Views to the currently open
Bulk Mailer file without having to navigate to the Views page first. Bulk Mailer comes
with several pre-defined List Views and Detail Views. As new List Views are created, the
Views menu will be updated to include these as well.
List View Templates:
• Basic Address
• Sorting Information
• All Fields
• Move Update Information
• User Created Templates
Detail View Templates:
• Main
• Address Card
• Rapid Entry

Groups Menu
The Groups menu items are shortcuts to apply existing Groups to the currently open
Bulk Mailer file without having to navigate to the Groups page first. Bulk Mailer 5
comes with several pre-defined Groups. As new Groups are created, the Groups menu
will be updated to include these as well.
• All Records
• All Marked Records
• All Deleted Records
• All Corrected Records
• All Uncorrected Records
• All Move Update Records
• All DPV Errors
• All Default Match Records
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• Last Presort Results
• Reverse Last Presort Results
• User Created Templates

Wizards Menu
The items on the Wizards menu allow you to open all of the Wizards available in
Bulk Mailer 5.
• New File Wizard
• Import Wizard
• Export Wizard
• Group Wizard
• Address Correction Wizard
• Move Update Wizard
• Duplication Search Wizard
• Merge/Purge Wizard
• List View Wizard
• Mailing Permit Wizard
• Mail Sort Wizard
• Print Mail Wizard

Tools Menu
The Tools menu items let you manage your Bulk Mailer 5 Add-ons, as well as change
or modify default file settings.
• Add-On Manager
• Options

Help Menu
The Help menu is where you access the online help system as well as direct e-mail
and hyperlinks to Satori Software. You can also find the Bulk Mailer 5 version number here.
• Help Using Bulk Mailer
• Check for Live Update
• Submit a Support Incident
• Submit a Feature Request
• Satori Software Web site
• Bulk Mailer 5 Web site
• About Bulk Mailer 5
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Template Management
With the exception of the Home page and the Address Quality page (which will be
covered separately in the respective sections of this chapter), the look, feel and template
management of each section of the program are virtually identical. This section will
cover how to work with templates and template lists on the Import/Export, Groups,
Views, Mail Sort, Print Mail and Job Builder pages of the program.

Names and Descriptions
Template names can be up to 50 characters long. You can add an optional description
of up to 255 characters in the Description text box. Names and descriptions can be
changed at any time.

Action Bar
The Actions pull-down menu on the right edge of the Action Bar provides options for
performing certain functions on the currently highlighted template and on the Template List itself.
• Open Template
Opens the highlighted template in the sectional wizard allowing the template settings to be viewed and/or modified.
• Duplicate
Creates a duplicate of the highlighted template and places it on the Template List
with the name “Copy of <original template name>.” The copy can be given a new
name and/or description at the time it is created.
• Delete
Permanently deletes the highlighted template.
• Properties
Displays a file or template name and description and allows them to be edited.
• Run/Select/Display Template
Invokes the functions of the highlighted template and applies the template settings to the currently open Bulk Mailer file.
• Reset Column Widths
Resets the widths of the Template Details columns to their default settings. See
Setting Column Widths below.
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Template Lists
The icon for each sectional wizard is located at the top of the Template List and
remains there regardless of any sorting applied to the list. Once created, templates
remain on the lists unless they are deleted.
The Template Details are organized in columns and provide the following information:
• Name
• Description
• File Type (only in Import/Export)
• Modified

Sorting Template Lists
The column headings of the Template Details act as toggles for sorting the Template
List. The wizard always remains at the top of the list. The list can be sorted on the
data in any of the columns. When each of the column headings is clicked, the list is
sorted by the data in that column.

Setting Column Widths
The widths of the Template Details columns in all section pages can be adjusted three
different ways:
• Double-click
Place the cursor on the vertical line that separates the columns in the column
headings. When the cursor changes to a double-headed arrow, double click
and the column to the left will be sized to the longest character string in that
column.
• Click & drag
Place the cursor on the vertical line that separates the columns in the column
headings. When the cursor changes to a double-headed arrow, click and drag
the vertical line to resize the columns manually.
• Use the Actions pull-down menu
Select Reset Column Widths from the Actions pull-down menu to return the
columns to their default widths.
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Useful Shortcuts
There are shortcuts for working with the pre-configured templates and the templates
you have created.
• Right-click
When you right-click a template, a shortcut menu offers all the template functions of the Actions pull-down menu. Resetting column widths is not a template
function and must be accessed via the Actions pull-down menu.
• Double-click
Since the goal and purpose of the templates in each section is different, doubleclicking an existing template invokes different functions on different pages.

61

62

CHAPTER 3

Using Bulk Mailer 5

Bulk Mailer Home
Bulk Mailer Home is the default page that displays when you launch Bulk Mailer 5.
This is where Bulk Mailer files are created and managed. Only one Bulk Mailer file can
be open at one time.
First covered are the elements unique to the Home page, what they are for, how to
use them and what information they provide. Next is how to work with the File List.
Finally is an in-depth look at how to use the New File Wizard.

File Management
File List
The New File Wizard and the Open File Utility are at the top of the File List and
remain there regardless of any sorting applied to the list. Once created, Bulk Mailer
files remain on the File List unless they are deleted.

New File Wizard
The New File Wizard is used to create new files. Details on using the New File Wizard
are below.

Open File
Open File provides a method for opening a Bulk Mailer file with a missing shortcut or
a file that was not created by your installation of the program and therefore does not
display on the File List.
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 To Open an Existing Bulk Mailer File
1. Double-click Open File and the Open Bulk Mailer File screen will display.
2. Navigate to the file and double-click it. Bulk Mailer 5 will open the file and will
add it to the File List.

File Details
The File Details are organized in columns and provide the following information:

• Name
The Bulk Mailer file name that you gave or that Bulk Mailer auto-generated when
the file was created. Any file not currently open can be renamed by highlighting it
and selecting Properties from the Actions pull-down menu.

• Description
Optional information about the file. You can add up to 255 characters of data at
the time the file is created, or you can add data later by highlighting the file and
selecting Properties from the Actions pull-down menu.

• Count
The number of records in the file. This includes deleted records that have not
been purged.

• Modified
The last time any action was taken on the file. Files used on the current date will
display the time. Files used on past dates will display the date.

Finding or Relinking a Missing File
If a Bulk Mailer file is deleted outside of Bulk Mailer 5 or moved to a different folder,
Bulk Mailer 5 will not be able to find that file the next time it is selected from the File
List. The Missing File/Template screen will display.

 To Find or Relink a Missing File
1. Select the Delete shortcut option to remove the file name from the Bulk Mailer
File List if the file has been deleted altogether.
		 or
2. Click the Select file button and navigate to the location where the file now resides. Double-click the file and the link will be re-established. The file can then be
opened and used normally.
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Using the New File Wizard
The New File Wizard allows you to:
• Create a new, blank Bulk Mailer file
• Create a new Bulk Mailer file and import data at the same time by launching the
Import Wizard from within the New File Wizard.

Opening the New File Wizard
To create a new Bulk Mailer file, open the New File Wizard.


To Open the New File Wizard
1. Click Home on the Navigation Bar to move to the Bulk Mailer Home page.
2. Double-click the New File Wizard on the File List to launch the New File Wizard.

Creating a New, Blank Bulk Mailer File
The New File Wizard provides the option to create a blank Bulk Mailer file or to import data as the new file is created. Since the importing process is the same for both
options, this discussion will only cover creating a new, blank Bulk Mailer file. For
information on importing, please see the Import/Export section of Chapter 3.


To Create a Blank Bulk Mailer File
1. Click Next at the New File Wizard Welcome screen and the Import Data screen
will display.
2. Create a blank Bulk Mailer file is selected by default. Click Next and the Bulk
Mailer File Wizard Summary screen will display.

Finishing the New File Setup Process
Bulk Mailer 5 automatically generates a name for the new file based on the date
and time it is being created. A file created at 2:15 PM on January 22 would be called
“0122-1415.bmf.” A 24-hour clock is used for the time portion of the name to eliminate confusion.


To Finish the New File Setup Process
1. Highlight the default name and type over it to rename it. Do not give the new
file name a file extension.
Bulk Mailer uses its own file extension – .bmf – in order to recognize and open
its own files and will append this file extension to the file name automatically.
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2. Click Save As to save the file to a folder other than the default folder.
The optional Description field allows you to further describe the file. Descriptions
can be up to 255 characters.
3. Click Finish. Bulk Mailer creates the new blank file, opens it (check the Data Details for the file name) and displays it on the File List.
Shortcut: A blank Bulk Mailer file can be created quickly by selecting New File from the
File menu. Give the file a name and save it. It displays on File List and is ready for use.

Using the New File Power Wizard
The New File Power Wizard combines all the pages of the standard wizard onto one
single page in order to streamline the process for users familiar with creating new
Bulk Mailer files.


To Default to the New File Power Wizard

The standard wizard opens by default when the New File Wizard icon is double-clicked
on the Bulk Mailer Home page. There are three ways to change the default in order to
have the Power Wizard open instead of the standard wizard:
• Right-click the New File Wizard and select Use Power Wizard
• Open the Action menu on the Bulk Mailer Home page and select Use Power 		
Wizard
• Click the Tools menu, select Options, and click the Preferences tab. Then check 		
the File Creation – Use one page wizard box and click OK.
The next time you double-click the New File Wizard icon, the single page Power Wizard
will display.
To reset the default so that the standard wizard launches instead of the Power Wizard,
repeat any one of the steps above and deselect the Power Wizard option. The steps
for using the Power Wizard are identical to those for using the standard wizard – as
described above – except that everything is on one page.
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Working With Bulk Mailer Files
Opening a Bulk Mailer File
There are several ways to open a Bulk Mailer File.


To Open a Bulk Mailer File
Do one of the following:
• Highlight the file on the File List and select Open from the Actions pull-down 		
menu.
• Right-click the file on the File List and select Open from the shortcut menu.
• Double-click the file on the File List.
• Select Open Bulk Mailer File from the File menu, then navigate to the location
of the file and double-click it.

In each case, if a Bulk Mailer file was already open, a prompt will display asking
whether to close the currently open file.
When the new file opens, the file information displays in the Data Details window,
the file name displays on the Title Bar at the top of the screen and the file name on
the File List becomes bold.

Closing a Bulk Mailer File
There are several ways to close a Bulk Mailer file.


To Close a Bulk Mailer File
Do one of the following:
• Highlight the file on the File List and select Close from the Actions pull-down
menu.
• Right-click the file on the File List and select Close from the shortcut menu.
• Select Close Bulk Mailer file from the File menu.
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Backing Up a Bulk Mailer File
There are two ways to back up a Bulk Mailer file from within the application.


To Back up a Bulk Mailer File
Do one of the following:
• Highlight the file on the File List and select Backup from the Actions pull-down
menu.
• Right-click the file and select Backup from the shortcut menu.

In both cases, you will be prompted for a file name and an optional description, and
you will have the opportunity to change where the file is saved on the hard drive or
network. The backup file will display on the File List when this is complete.

Deleting a Bulk Mailer File
There are several ways to delete a Bulk Mailer file. The “file name” that shows up on the
Bulk Mailer File List is just a shortcut to the file. The shortcut can be deleted without
deleting the underlying file, or both can be deleted.


To Delete a Bulk Mailer File
Do one of the following:
• Highlight the file on the File List and press the Delete key on the keyboard
• Highlight the file on the File List and select Delete from the Actions pull-down
menu.
• Right-click the file on the File List and select Delete from the shortcut menu.

In each case, you will be prompted whether you want to delete just the shortcut or
both the shortcut and the file.

Viewing or Editing Bulk Mailer File Properties
There are two ways to view or edit file properties.


To View or Edit Bulk Mailer File Properties
Do one of the following:
• Highlight the file on the File List and select Properties from the Actions pulldown menu.
• Right-click the file on the File List and select Properties from the shortcut menu.

In both cases, you will have the opportunity to change the file name and/or the file
description. However, you cannot change the name of a file if it is open.
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Resource Center
The Resource Center at the bottom of the Bulk Mailer 5 Home Page provides links to
additional information to help you get the most from Bulk Mailer 5.

What’s New
What’s new in this edition of Bulk Mailer 5.

Mail Center
Links to USPS mail preparation resources.

Tips and Shortcuts
How to be most productive using Bulk Mailer 5.
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Import/Export
The Import/Export page is for importing external data into Bulk Mailer 5, exporting
data from Bulk Mailer 5 for use in another application and creating Import and Export
templates to automate recurring import/export processes.

Importing
During importing, Bulk Mailer 5 adds the records from the source file to the currently
open Bulk Mailer file. It does not overwrite them. If an updated version of the source
file is imported into an existing Bulk Mailer file that contains an older version of the
source file, duplicates of all the previously existing records will be created.
Bulk Mailer 5 can import the following file formats:
• Delimited text file (*.txt, *.csv, *.tab)
• Fixed-length text file (*.txt, *.asc, *.prn)
• Microsoft Excel Workbooks (*.xls)
• Microsoft Access database files (*.mdb, *.mde, *.mdw, *.mda)
• dBase files (*.dbf)
• Bulk Mailer 4 files (*.blk)
• Bulk Mailer 5 files (*.bmf)
• XML files (*.xml)
If the data is not in one of these file formats, it must be saved to one of the above
file types in the application in which it was created in order to be imported into 		
Bulk Mailer 5.

Exporting
During exporting, Bulk Mailer 5 does not add the records from the Bulk Mailer file to
the destination file. It overwrites them. To avoid this, export to a new file name.
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Bulk Mailer 5 can export the following file formats:
• Delimited text file (*.txt, *.csv, *.tab)

• dBase 5 (*.dbf)

• Fixed-length text file (*.txt, *.asc, *.prn)

• dBase 4 (*.dbf)

• Microsoft Excel 97/2000/XP (*.xls)

• dBase 3 (*.dbf)

• Microsoft Excel 5 (*.xls)

• Microsoft Access 2000/XP (*.mdb)

• Microsoft Excel 4 (*.xls)

• Microsoft Access 97 (*.mdb)

• Microsoft Excel 3 (*.xls)

• Bulk Mailer 5 (*.bmf)

• XML files (*.xml)

Using The Import Wizard
The Import Wizard allows you to:
• Import records into an existing Bulk Mailer file
• Create and save an Import template for future importing tasks
• Create and save a template and import records into an existing Bulk Mailer file at
the same time.

Opening the Import Wizard
To import data into the currently active Bulk Mailer file, open the Import Wizard.


To Open the Import Wizard
1. Double-click the Import Wizard on the Template List.
2. Click Next at the Welcome screen and the Source File screen will display.

Selecting the Import Source File
Tell Bulk Mailer where to find the file that contains the data to import.


To Select the Import Source File
1. Click the Select File button to navigate to the location where the data file resides.
2. Select the import source file. The folder, file name and file type information will
be displayed in the Source File screen.
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The Import Wizard is able to determine the import file type. Depending on the file
type being imported, the steps may differ. Below are the detailed steps for each file type
Bulk Mailer 5 can import.

Working with Delimited Text Files
Comma and tab delimited files are by far the most common types of text file.
Bulk Mailer 5 can generally determine what delimiter is used in a file and select the
corresponding delimiter option by default. If the correct delimiter is selected, the data
should look well organized in the Data Preview window. Selecting a different delimiter
may affect the display of the data. Nothing you do in the importing process will change
the source file in any way.

The Data Format
screen displays
data before
importing.

In a comma delimited text file, the comma separates each field and the data is usually
enclosed in double quotation marks. The double quotes are called the Field Qualifier.
Bulk Mailer 5 can generally determine the field qualifiers and will default to that
choice.
Unless the file has custom delimiters and/or field qualifiers, accept the defaults.
Bulk Mailer 5 does, however, allow for custom files and any delimiter can be specified.
Field Qualifiers are limited to double quotes, single quotes or none.
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To Format Delimited Text Files
1. Click Next on the Data Format screen. The Delimited Text File screen will
display.
2. Select First Row Contains Field Names if the import file has field name header
information that should not be imported.
3. Click Next when the data looks correctly assigned to columns. The Field Mapping screen will display.
Continue below at Mapping the Fields.

Working with Fixed-Length Text Files
Fixed-length text files have a structured field format. The structure is based on a fixed
number of characters for each field before the next field begins. This structure carries
throughout the entire file.
Bulk Mailer 5 has an intelligent Data Preview window that makes it easy to define the
structure of the fixed-length file. Once the structure of the fields has been defined,
Bulk Mailer 5 can continue with the import process.
The Data Preview window lets you mark the length of each field by using the mouse.
Each break line defines the beginning of a field. Lines added in error can be deleted.
As the mouse is moved over the fields, the character and column information change
dynamically. Until break lines are added, Bulk Mailer 5 sees only one field. The length
displayed will be the length of the entire file. As lines are added, the Start Position
will reflect the character position where the current column begins. The length of
each column will be correctly displayed as new lines are added.
If you were to add one line, the window would look similar to the screen on the next
page. In the screen on the next page, the cursor is now over the second column and
the length of the second column is 19 characters.
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Previewing and
defining fixedlength text files.



To Format Fixed Length Text Files
1. Click to add a break line at the end of the first field.
2. Continue clicking to add breaks until each fixed field is defined.
3. Select Skip the First Row of Data if the import file has field name header information that should not be imported.



To Delete a Column Break
1. Click once on the column break that was incorrectly positioned to remove it.
2. Click Next when you are satisfied with the definition of the fields, and the Field
Mapping screen will display.

This data preview
screen shows Excel
data before
importing.
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Importing Microsoft Excel Workbooks
Bulk Mailer 5 recognizes the structure of an Excel workbook and streamlines the
importing process.


To Import a Microsoft Excel Workbook
1. Click Next on the Source File screen and the Excel Workbook screen will display.
Any worksheet within the workbook file can be selected from the Worksheet
pull-down menu.
2. Select First Row Contains Field Names if the import file has field name header
information that should not be imported.
3. Click Next and the Field Mapping screen will display.
Continue below with Mapping the Fields.

Importing Microsoft Access Databases
Bulk Mailer 5 recognizes the structure of an Access database and streamlines the importing process.
Previewing
Access database
files.



To Import a Microsoft Access Database
1. Click Next on the Source File screen and the Access Database screen will display.
2. Select Table from the Table/Query pull-down menu if an entire table is being
imported, or select Query if importing a specific query from a larger table.
3. Click Next and the Field Mapping screen will display.
Continue below with Mapping the Fields.
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Importing dBase or Bulk Mailer 4 Files
The structure of a dBase or Bulk Mailer 4 file is such that no interim steps are required
in Bulk Mailer 5. When you click Next on the Source File screen, the Field Mapping
screen will display.

Importing Bulk Mailer 5 Files
When a Bulk Mailer 5 file is imported, the wizard moves immediately to the Import
Wizard Summary screen. See “Finishing the Import Setup” below.

Mapping the Fields
The Field Mapping screen is where the fields from the source file are matched with the
fields in Bulk Mailer 5. If there are any discrepancies in how the data displays during
field mapping, click Previous and return to the formatting screen to adjust the format
settings.
When importing from either Microsoft Access, dBase or Bulk Mailer 4, Bulk Mailer 5
will attempt to map the fields automatically. Verify whether it has done so correctly
and make any changes necessary by following the steps below.
Bulk Mailer 5 is not able to automatically map fields of Excel files. These have to be
done manually.

Imported data is
mapped to the
Bulk Mailer fields
using this screen.
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To Map the Fields
1. Click once on the first field in the Source window to select it.
2. Click once on the corresponding field name under the Bulk Mailer heading to
select it.
3. Click the Map button and the name of the field from the source file will be displayed next to the Bulk Mailer field under Source.
4. If you make a mistake, click once on the Bulk Mailer field to select it, then click
Unmap.
The Reset button at the bottom of the screen resets all mapping choices to
blank.
5. Click Next when all the fields are successfully mapped, and the Import Wizard
Summary screen will display.

Note: If source data is mapped to the “Full Name” or “City State ZIP Code” field,
Bulk Mailer will attempt to parse the input and separate the data into the appropriate
fields.
Shortcut: With the Source field selected, double-click the Bulk Mailer field to be
mapped. The next Source field will be selected automatically. This permits quick
and easy mapping of all the fields from the source file. Scroll through the list of Bulk
Mailer fields to ensure that all source fields have been correctly mapped.

Finishing the Import Setup
The settings information on the Import Wizard Summary screen summarizes the data
about the source file and the settings chosen throughout the wizard. If anything is
incorrect, click Previous to go back to the appropriate screen and make corrections.
There are three different options for completing the work with the Import Wizard:
running the import, saving the import template, or both running and saving the
import template.


To Import File Based On Settings

If only this box is checked, the source file will be imported into the currently open
Bulk Mailer file when you click Finish, but the import settings will not be saved as a
template for future use. To do this, click Finish and the importing process will begin.
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Import Wizard
Summary screen.



To Save Settings as a New Template

If only this box is checked, a new Import template will be created and saved when you
click Finish, but no records will be imported. The template can be used in the future
without having to walk through the settings each time.
1. Click in the Name text field and enter a name for the template. This name will
display on the Import Templates List.
2. Click Finish and the template will be saved. No import will occur.


To Import File and Save Settings as a New Template

If both Template Options boxes are checked, the source file will be imported into the
currently open Bulk Mailer file when you click Finish, and a new Import template will
be created and saved for future use.
1. Check both boxes.
2. Click in the Name text field and enter a name for the template. This name will
display on the Import Templates List.
3. Click Finish. The template will be saved, and the importing process will begin.

Import Progress
The Import Progress screen displays information about the source file and the progress
of the import process.
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The Import
Progress screen
shows progress
and results.

If the import source file is large, selecting the “Close dialog when import is completed” option will close the screen automatically when the import is completed. Otherwise, close the screen with the Close button when the process has finished.

Working With Import Templates
Opening an Import Template for Editing
Opening an Import Template will launch the Import Wizard where the settings can
be reviewed or edited. This way, changes can be made without starting from scratch.
There are three ways to open an Import Wizard Template.


To Open an Import Template
Do one of the following:
• Highlight the template and select Open from the Actions pull-down menu.
• Right-click the template and select Open from the shortcut menu.
• Double-click the template on the Template List.

Copying an Import Template
To create a new template from an existing one, copy the original. This action brings
up a screen where the copy can be named and an optional description added. The
default template name in this screen is “Copy of <original template name>.” There are
two ways to copy an Import template.
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To Copy an Import Template
Do one of the following:
• Highlight the template and select Duplicate from the Actions pull-down menu.
• Right-click the template and select Duplicate from the shortcut menu.

Deleting an Import Template
To remove a template altogether, delete it. There are several ways to delete an Import
template.


To Delete an Import Template
Do one of the following:
• Highlight the template and select Delete from the Actions pull-down menu.
• Right-click the template and select Delete from the shortcut menu.
• Highlight the template and press the Delete key on the keyboard.

Viewing or Editing Import Template Properties
The template name and description that display on the Import Templates List can be
edited in the Properties window. There are two ways to view or edit Import template
properties.


To View or Edit Import Template Properties
Do one of the following:
• Highlight the template and select Properties from the Actions pull-down menu.
• Right-click the template and select Properties from the shortcut menu.

Running an Import Template
To import a file with an existing template, run the template. During importing,
Bulk Mailer 5 will add the records from the source file to the Bulk Mailer file as defined
by the import template. There are several options for running an Import template.


To Run an Import Template
Do one of the following:
• Highlight the template and select Run from the Actions pull-down menu.
• Right-click the template and select Run from the shortcut menu.
• Double-click the template and click Finish.
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If you choose one of the first two options, you will be asked to confirm that you want
to import the default file named in the template. The third option will open the existing template, which can be edited or run without changes.

Using The Export Wizard
The Export Wizard can export data from the currently open Bulk Mailer file or Group
in a wide variety of file formats. Choose the specific fields to export and the order in
which they should display in the destination file.
The Export Wizard allows you to:
• Export records from an existing Bulk Mailer file
• Create and save an Export template for future exporting tasks
• Create and save a template and export records into an external file at the same
time.

Opening the Export Wizard
To start the process of exporting data from Bulk Mailer 5 for use in another application, open the Export Wizard.


To Open the Export Wizard
1. Double-click the Export Wizard on the Template List.
2. Click Next at the wizard Welcome screen and the Destination File screen will
display.

Selecting the Destination File
Bulk Mailer 5 defaults to the folder location “C:\My Bulk Mailer Files\Export Files”
for saving export files and automatically generates a generic text file name based on
the current date and time. The default folder and file name can be changed. Files can
be exported in a wide range of file formats.


To Select the Destination File
1. Click Save As to save the file to a different folder, to change the file name, or
to change the file type. The Export To dialog box will display. This is a typical
Windows “Save As” dialog box.
2. Navigate to the folder where the file is to be saved.
3. Highlight the default file name and type over it to change it.
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4. Click the Save as type pull-down menu to change the file type and select the desired
file format.
Bulk Mailer 5 will automatically append the correct file extension when it saves the
exported file.
The Export Wizard can create destination files in any of the following file
formats:
		 • Delimited text file (*.txt, *.csv, *.tab)

• dBase 4 (*.dbf)

• Fixed-length text file (*.txt, *.asc, *.prn)

• dBase 3 (*.dbf)

• Microsoft Excel 95/97/2000/XP (*.xls)

• Microsoft Access 2000/XP (*.mdb)

• Microsoft Excel 5 (*.xls)

• Microsoft Access 97 (*.mdb)

• Microsoft Excel 4 (*.xls)

• Bulk Mailer 5 (*.bmf)

• Microsoft Excel 3 (*.xls)

• XML files (*.xml)

• dBase 5 (*.dbf)
5. Click Next once you have selected the correct folder, file name and file type. The
changes made will be reflected on the Destination File screen.
This screen allows you
to specify the destination file and location.

6. Check the Generate unique name each time template is run check box to create a
template for future use and to have Bulk Mailer 5 generate a new file name automatically each time it is run.
The new, auto-generated name will be the current date and time in order to create a
unique, new name. This can be changed as noted above.
Example: If you ran the template at 3:15 on the afternoon of March 17, the newly
generated name would be “0317-1515.txt.”
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Selecting the Export Fields
Once you have selected the destination file, the export fields can be chosen from the
Bulk Mailer file. The fields and the order in which they display in the destination file
are chosen on the Export Fields screen.
When exporting a delimited text format, the process will include a Delimited Text
File screen, in which you can define the Delimiter character (comma by default) and
Field Separator (double quotes by default). When exporting in any other format (such
as Excel or XML), the Delimited Text File screen is not displayed.


To Select the Export Fields

Click the Select All button to move every field to the Selected Fields window. Click
the Clear button to remove all fields from the Selected Fields window.
If a field is selected in error, it can be deselected with the Unselect button.
1. Highlight the first Available Field you want to select.
2. Click the Select button to move the highlighted field to the Selected Fields
window.
Once you have moved all the fields for export to the Selected Fields window, the
order in which the fields will display in the export file can be changed.
3. Select the field you want to reorder.
4. Click the Up or Down button. Each click moves the selected field up or down by
one position.
5. Click Next when all the export fields have been chosen and they are in the
correct order.
6. If you are exporting in a delimited text file format, make any desired changes to
the delimiter options and Click Next.
The Export Wizard Summary will display.

Finishing the Export Setup
The settings information on the Export Wizard Summary screen summarizes the data
about the destination file and the settings chosen throughout the wizard. If anything
is incorrect, click Previous to go back to the appropriate screen and make corrections.
There are three different options for completing the work with the Export Wizard:
running the export, saving the export template, or both running and saving the
export template.
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To Export File Based On Settings

If only this box is checked, the Bulk Mailer file will be exported into the currently specified destination file when you click Finish, but the export settings will not be saved as a
template for future use. Click Finish to export the file without creating a saved template.


To Save Settings as a New Template

If only this box is checked, a new Export template will be created and saved when you
click Finish, but no records will be exported. The template can be used in the future
without having to walk through the settings each time.
1. Click in the Name text field and enter a name for the template. This name will
display in the Export Templates List.
2. Click Finish.
The template will be saved but no export will take place.


To Export File and Save Settings as a New Template

If both the Template Options boxes are checked, the Bulk Mailer file will be exported
into the currently selected destination file when you click Finish, and a new Export
template will be created and saved for future use.
1. Check both boxes.
2. Click in the Name text field and enter a name for the template. This name will
display in the Export Templates List.
3. Click Finish.
The template will be saved, and the export will be run on the currently open Bulk
Mailer file.

Export Progress
The Export Progress screen displays information about the destination file and the
progress of the export process. If you prefer, you can select the option to Close dialog
when export is completed to automatically close the screen when the export process is
finished.
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Working with Export Templates
Opening an Export Template for Editing
Opening an Export template will launch the Export Wizard so the settings can be
reviewed or edited. This lets you make changes without starting from scratch. There
are two ways to open an Export template.


To Open an Export Template
Do one of the following:
• Highlight the template and select Open from the Actions pull-down menu.
• Right-click the template and select Open from the shortcut menu.

Copying an Export Template
To create a new template from an existing one, copy the original. This action brings
up a screen where the copy can be named and an optional description added. The
default template name in this screen is “Copy of <original template name>.” There are
two ways to copy an Export template.


To Copy an Export Template
Do one of the following:
• Highlight the template and select Duplicate from the Actions pull-down menu.
• Right-click the template and select Duplicate from the shortcut menu.

Deleting an Export Template
To remove a template altogether, delete it. There are several ways to delete an Export
template.


To Delete an Export Template
Do one of the following:
• Highlight the template and select Delete from the Actions pull-down menu.
• Right-click the template and select Delete from the shortcut menu.
• Highlight the template and press the Delete key on the keyboard.
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Viewing or Editing Export Template Properties
The template name and description that display on the Export Templates List can be
edited in the Properties window. There are two ways to view or edit Export template
properties.


To View or Edit Export Template Properties
Do one of the following:
• Highlight the template and select Properties from the Actions pull-down menu.
• Right-click the template and select Properties from the shortcut menu.

Running an Export Template
To export a file based upon an existing template, run the template. During exporting,
Bulk Mailer 5 will write the exported data to the destination file that you have named.
The export process overwrites data in any existing file, it does not add to it. There are
several options for running an Export template.


To Run an Export Template
Do one of the following:
• Highlight the template and select Run from the Actions pull-down menu.
• Right-click the template and select Run from the shortcut menu.
• Double-click the template in the Template List.

85

86

CHAPTER 3

Using Bulk Mailer 5

Groups
The Groups function in Bulk Mailer 5 is a list query tool for segmenting address lists
based on matching conditions that you can define. The Group Wizard can also save
query criteria as a template. The same query can be run on any file without having to
walk through selecting the matching conditions each time.
Bulk Mailer 5 includes several predefined Groups and tools for creating custom
Groups. Most of the predefined Groups are designed to assist you in the Address
Quality process or to streamline the preparation of your mailings. An almost unlimited number of custom Groups can be created based on how the conditions are mixed
and matched for sorting records. The predefined Groups can be opened in the Group
Wizard to see how the queries were built.
There are many useful applications for Group queries beyond Address Quality and
mail preparation. Perhaps you have a large, national mailing list and want to target
different geographical segments for different mailings. Sorting by state or ZIP Code
range can create a New England or Mid-Atlantic group, for instance. You can add User
Defined fields to Bulk Mailer files and use these fields to create new groups. There is
no limit to the creative ways address lists can be sorted.
The predefined Groups already included in Bulk Mailer 5 and the custom-created
Groups can be used with any Bulk Mailer file. Groups do not change Bulk Mailer files
in any way. They simply provide more power for working with them.

Planning Group Queries
Queries built with the Group Wizard consist of a set of specified conditions that
determine which records will be included and/or the sort order for the resulting
records. Conditions can be based on the values of specific fields in a Bulk Mailer file,
the particular status of a record, a random selection of records and/or records within a
defined geographic radius. It is important to understand the methods and options for
crafting conditions before you actually create a Group. Four different types of conditions can be specified: Custom Conditions, Predefined Conditions, Data Sampling
and Geocode. Geocode is an optional Add-on for the Bulk Mailer 5 Professional Edition.
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Custom Conditions:
Each custom condition is comprised of a selected field, a comparison factor and the
value against which the field data will be compared. A condition can have only one
comparison and one value. To apply multiple comparisons to the same field, create a
separate condition for each comparison.
Select predefined
conditions or create
custom conditions.

Available Fields
Every field in a file is available for comparisons in a custom condition. Multiple
comparisons can be specified for each field.

Comparisons
The comparison choices available are:
• Equals
• Contains
• Starts With
• Ends With
• Is Less Than
• Is Greater Than
• Does Not Equal
• Is Empty
• Is Not Empty
• Is Between
• Is One of
• Is Not One of
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• Is Less Than or Equal To
• Is Greater Than or Equal To
• Does Not Contain
• Does Not Start With
• Does Not End With
• Is Not Between
There are subtle differences in the comparisons. Carefully select the comparisons and values. In order to achieve the desired results, you may need to specify
more than one comparison per field. There often are several ways to achieve the
same results.

Values
The value specified must be consistent with the data contained in the selected
field, otherwise the Group may not include the desired records. You would not,
for instance, choose a value of “Is Less Than or Equal To” if the selected field
were “Last Name.”
When either/or comparisons are selected for which no value applies, such as “Is
Empty,” the Value text field is disabled.
In the example below, the choices for Value are dictated by the selected field
and the desired results.

Example:
To create a Group that includes only those records in the city of Seattle – whose
ZIP Code range is 98101 to 98199 – the comparison choices include:

		 Field

Condition

Value

		

ZIP Code

Is Greater Than

98100

		

ZIP Code

Is Less Than

98200		

		

ZIP Code

Is Greater Than or Equal To

98101

		

ZIP Code

Is Less Than or Equal To

98199		

		

ZIP Code

Is Between

98100 - 98200

Predefined Conditions
To make managing the Address Correction, presorting and maintenance aspects of
your records easier, a variety of common Predefined Conditions have been created.
This makes it easy to find records related to common mailing tasks, such as addresses
that were not corrected or records marked for deletion for instance.
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Predefined
conditions have
built-in criteria to
make queries easy.

The following Predefined Conditions are available:

CONDITION		

DESCRIPTION

Coding		
Is Corrected

Selectsrecords with successfully corrected addresses.

Not Corrected

Selects records that have failed address correction.

Is Default Matched

Selects records that lack secondary address information,
which prevents correct ZIP + 4 coding.

Is Not Default Matched

Selects records with secondary address information, which
allows proper ZIP + 4 coding.

DPV Validated

Selects records that passed the Delivery Point Validation
processing.

DPV Invalid

Selects records that failed the Delivery Point Validation
processing.

Presort		
Part of Presort

Selects records included in the most recent presorting process.

Remainder of Presort

Selects records that qualified as remainders in the most recent
presorting process.

Excluded From Presort

Selects records that were not included in the most recent
presorting process.
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Maintenance		
All Records

Selects all non-deleted records in the File.

Is Deleted

Selects records that have been marked for deletion.

Is Not Deleted

Selects records that have not been marked for deletion.

Created Today

Selects records that were created today.

Modified Today

Selects records that were modified today.

Data Sampling
From completely random selections to a very specific set of records, Data Sampling
provides wide-ranging flexibility for creating subsets of data from any address file.
There are two sampling methods for selecting a subset of your Group:
Nth Selection
• Percent of File – select this option to select every Nth record of your file by
creating a subset of X percent of the original number of records. For example,
enter 10% to select every 10th record or 20% to select every 5th record.
• Number of records – select this option to specify the total number of records
you want in your Group. Bulk Mailer 5 will calculate the percentage to determine which Nth records to select.
Record Position
Select this option to choose any number of consecutive records starting with
any record in the file.
Once you have created a Group using a Sampling Method, you can see which record
numbers were selected by creating a List View that includes the Record Number field.
Apply that view to your Group and scroll to the Record Number field.
When using Data Sampling with Custom or Predefined Conditions, the following
rules apply:
• Only one data sampling condition can be used per Group.
• And/or operators do not apply to data sampling conditions. The condition immediately above the data sampling condition will not have this option.
• Custom and predefined conditions will be applied to the list first, then any data
sampling will apply only to those records that meet the other specified conditions.
• The data sampling condition will always display last in the list of conditions and
cannot be moved.
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Geocode
Geocode is an Add-on available only for the Bulk Mailer 5 Professional edition. Please see the
Add-on Guide for more information on the Geocode feature.

Using The Group Wizard
The Group Wizard allows you to:
• Apply query conditions to the currently open Bulk Mailer file
• Create and save a Group template for future querying tasks
		 • Create and save a template and apply it to the currently open Bulk Mailer file at
the same time.

Opening the Group Wizard
To sort and filter your file into specific Groups, open the Group Wizard.


To Open the Group Wizard
1. Double-click the Group Wizard icon on the Template List to launch the Group
Wizard.
2. Click Next at the Welcome screen and the Matching Conditions screen will display.
The Matching Conditions screen is where the parameters of a query are listed in
order to filter or segment a file. Specify as many conditions as needed to achieve
precise results. Map out the desired conditions on paper before launching the
Group Wizard. Then, having identified all the necessary fields, conditions, values
and statuses, use the Group Wizard to set them up.

Setting Up Custom Conditions to Create a Group
Groups can be created without specifying conditions. A Group can consist of the entire
list sorted in a particular way. To create a sorted Group without criteria, see Sorting a
Group below. Follow the next steps to set up conditions.


To Set Up Custom Conditions
1. Click the Add Conditions button to display the Add A Condition screen. The Custom tab is active by default.
2. Scroll through the Available Fields list and select the applicable field.
3. Click the Comparison pull-down menu.
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4. Scroll through the list and select the Comparison you want to use.
If applicable, click in the Value text field and type in the value to use. Doublecheck that you have typed it correctly to ensure your Group will be created
without errors.
Remember, a value would not apply to the comparison “Is Empty” because
a given field is either populated or it is not. When either/or comparisons are
selected for which no value applies, such as “Is Empty,” the Value text box is
disabled.
Certain fields, such as Salutation and Country, will enable a pre-configured list
of values. This will be evident when the pull-down arrow displays next to the
Value text field.
Click the pull-down arrow to select from the pre-configured list or type a custom Value.
5. Click OK to return to the Matching Conditions screen. You will see your selection displayed in the Conditions window.
6. Repeat steps 1 – 5 until all the necessary Custom conditions are listed in the
Conditions window.
Each time you add another condition, the AND check box for the previous
condition will be selected by default. This can be changed to OR by checking
that box.
To delete a condition, select it in the Conditions window and click the Delete
button.
To edit a condition, select it in the Conditions window and click the Edit button.
7. Click Next. The Sort Order screen will display. The Group that results from your
query can be sorted by up to four different fields – each field in either
ascending or descending order. See Sorting a Group below.
 To

Set Up Predefined Conditions

1. Click the Add Condition button to display the Add a Condition screen.
2. Select the Predefined Tab.
3. Scroll through the list and select the Predefined Condition that you want to add.
4. Click OK to return to the Matching Conditions screen. You will see your selection displayed in the Conditions window.
Each time you add another condition, the AND check box for the previous
condition will be selected by default. This can be changed to OR by checking
that box.
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5. Repeat steps 1 – 4 until all the necessary Predefined Conditions have been added.
To delete a condition, select it in the Conditions window and click the Delete
button.
To edit a Condition, select it and click the Edit button.
6. Continue at Sorting a Group below.
 To

Set Up Data Sampling Conditions

1. Click the Add Condition button. The Add a Condition screen will display.
2. Select the Data Sampling Tab.
3. Set the Data Sampling method and parameters you want to use.
4. Click OK to return to the Matching Conditions screen. You will see your selection
displayed in the Conditions window.
Only one Data Sampling condition can be used in a Group and it will be applied
only after all other conditions have been met first.
5. Continue at Sorting a Group below.

Sorting a Group
Files or Groups can be dynamically sorted by one field at a time in any List View. See
the List Views section in this chapter for more details. The sorting feature in Groups is
most useful when a recurring, multi-level sort is needed.
With or without conditions, a Group can be sorted on up to four different fields. When
sorting on more than one field, the order in which the fields are selected is important.
Each subsequent field selected will be used to sort records within the sort order of the
field immediately above it in the list.
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Setting a sort order
for a Group.

Examples:
Field

	Ascending

State		

X		

City		

X		

ZIP Code

X		

Business Name

X		

Descending

In the example above, the list will be sorted alphabetically by state. Within each state,
it will be sorted alphabetically by city. Within each city, it will be sorted numerically
by ZIP Code. Within each ZIP Code, it will be sorted alphabetically by Business name.

Field

	Ascending

ZIP Code

X		

State		

X		

Descending

In the example above, the list will only be sorted in ZIP Code order, as state does not
vary within ZIP Codes. If the fields were in reverse order (states, then ZIP Codes) both
sorts would be applied. The list would be sorted alphabetically by state and, within
each state, numerically by ZIP Code.
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To Set Up Sorting
1. Click the pull-down menu on the first line and select the first field by which you
want to sort.
2. Select either an ascending or a descending sort.
3. Repeat steps 1 – 2 for up to four different fields.
4. When the sorting choices are complete, click Next. The Group Wizard Summary
screen will display.

Finishing the Group Setup
The settings information on the Group Wizard Summary screen summarizes the conditions and sort order(s) specified in the wizard. If anything is incorrect, click Previous to
back up to the appropriate screen and make corrections.
Group Wizard
Summary screen.

There are three different options for completing the work with the Group Wizard: select
the records based upon the Group settings, save the Group template, or both select the
records and save the Group template.


To Select Group Based On Settings

If only this box is checked, the query will be run on the currently open Bulk Mailer file
when you click Finish, but the settings will not be saved as a template for future use. To
do this, click Finish and the query will be run.
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To Save Settings as a New Template

If only this box is checked, a new Group template will be created and saved when
you click Finish, but a query will not be run. The template can be used in the future
without having to walk through the settings each time.
1. Click in the Name text field and enter a name for the template. This name will
display in the Group Templates List.
2. Click Finish and the template will be saved. No query will be run.


To Select Group and Save Settings as a New Template

If both the Template Options boxes are checked, the query will be run on the currently open Bulk Mailer file when you click Finish, and a new Group template will be
created and saved for future use.
1. Check both boxes.
2. Click in the Name text field and enter a name for the template. This name will
display in the Group Templates List.
3. Click Finish. The template will be saved, and the query will be run.

Working With Group Templates
To run the same query on one or more lists, use a Group template to save having to
walk through each step every time. There are several ways to use and work with existing templates.

Opening a Group Template for Editing
Opening a Group template will launch the Group Wizard, where you can review or
edit the settings. This lets you make changes without starting from scratch. There are
three ways to open a Group template.


To Open a Group Template
Do one of the following:
• Highlight the template and select Open from the Actions pull-down menu.
• Right-click the template and select Open from the shortcut menu.
		

• Choose a template to apply from the Groups menu.

This will launch the Group Wizard where you can review or edit the settings.
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Copying a Group Template
To create a new template from an existing one, copy the original. This action brings up
a screen where the copy can be named and an optional description added. The default
template name in this screen is “Copy of <original template name>.” There are two ways
to copy a Group template.


To Copy a Group Template
Do one of the following:
• Highlight the template and select Duplicate from the Actions pull-down menu.
		 • Right-click the template and select Duplicate from the shortcut menu.

Deleting a Group Template
To remove a template altogether, delete it. There are several ways to delete a Group
template.


To Delete a Group Template
Do one of the following:
• Highlight the template and select Delete from the Actions pull-down menu.
• Right-click the template and select Delete from the shortcut menu.
		 • Highlight the template and press the Delete key on the keyboard.

Viewing or Editing Group Template Properties
The template name and description that display in the Group Templates List can be
edited in the Properties window. There are two ways to view or edit Group Template
properties.


To View or Edit Group Template Properties
Do one of the following:
		 • Highlight the template and select Properties from the Actions pull-down menu.
		 • Right-click the template and select Properties from the shortcut menu.

Selecting and Applying a Group Template
To apply the conditions that are represented by a Group, double-click it on the Groups
Template List. When the query has completed, click Yes and the Group will be applied
to the currently open Bulk Mailer file. The Data Details will now reflect the name of the

97

98

CHAPTER 3

Using Bulk Mailer 5

Group template. If the query returned fewer records than the total number of records
in the file, the Current Count number will indicate how many records are now active. As long as the Group is active, every action in Bulk Mailer 5 will affect only the
records selected by the Group template. Go to the Views section to look at and work
with the records selected by the query. There are several ways to select and apply a
Group template.


To Select a Group Template
Do one of the following:
• Highlight the template and choose Select from the Actions pull-down menu.
• Double-click the template in the Template List.
• Right-click the template and choose Select from the shortcut menu.
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Address Quality
Address Quality is both a process and a goal. The higher the quality of the addresses,
the better the results will be from the mailing. Higher Address Quality gives you lower
postage rates, less wasted literature and fewer missed opportunities. Bulk Mailer 5
increases Address Quality using three different tools: Address Correction, Move Update
and Duplication Search. You can also run the Merge/Purge process from this page, if
you have that Add-on installed.

Address Correction
Bulk Mailer 5 utilizes a USPS-certified database to clean and standardize address data.
Address Correction corrects spellings, abbreviations, city, state and ZIP Code entries
and validates whether a given address is within the range of existing addresses. This
database is updated on a bimonthly basis.
The Delivery Point Validation Add-on (available for the Bulk Mailer 5 Professional edition
only) takes this one step further by verifying the physical existence of any given address.
Additional Add-ons for Bulk Mailer 5 Professional include Geocode, which adds latitude
and longitude data so that you can group records by geographic radius, Residential Delivery Indicator (RDI) to distinguish between residential and nonresidential addresses,
and LACSLink which provides new house numbers and street names for former Rural
Route addresses. With these Add-ons installed, Bulk Mailer 5 can look up this additional information during the normal Address Correction process.

Move Update
Using real-time updating via the Internet, NCOALink™ processing updates records using
individual, family and business Change-of-Address data maintained by the USPS.
Currently, the NCOALink database covers the previous 18 months of updates. New
address change information is added weekly.
The Move Update service is included with the Bulk Mailer 5 Professional edition. It is
available to users of the Bulk Mailer 5 Standard edition for a small, annual subscription
fee. There is a nominal, per-record charge for the actual processing. Please contact the
Satori Software Sales group for more information at:
sales@satorisoftware.com.

Duplication Search
The Duplication Search function in Bulk Mailer 5 searches for possible duplicate records
in Bulk Mailer files. This can be a source of significant savings by eliminating multiple
mailings to the same address.
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Merge/Purge
The Merge/Purge Add-on (available for the Bulk Mailer 5 Professional edition only) allows
to you combine an unlimited number of files and handle duplicates in an easy, automated process. Merge/Purge can either merge any number of records while removing any duplicates, remove any records found in an exclusion list, or combine files
and keep only those records that match your inclusion list. You can then save the
resulting records and the purged records as separate Bulk Mailer files. See the Add-on
Addendum for more information.

About Address Correction
The Address Correction process uses the USPS database to clean and standardize
records to meet Postal Service formatting regulations and adds ZIP + 4, Carrier Route
and Line-of-Travel (LOT) data to each address. It also formats records to be automation-compatible as required by the USPS to qualify for the greatest rate discounts.
The functions performed by the Address Correction Wizard are dynamic; therefore
there are no templates for this wizard. However, the wizard maintains the current settings each time it is used. The same settings can be used for the next Address Correction process without walking through all the steps in the wizard.

Using the Address Correction Wizard
Opening the Address Correction Wizard
The Address Correction Wizard processes the currently open Bulk Mailer file and
provides a standardized, corrected file.


To Open the Address Correction Wizard
1. Click the Address Quality icon on the Navigation Bar to move to the Address
Quality page.
2. Click the Start button on the Address Correction bar to launch the Address Correction Wizard.
3. If the wizard has been used before, the settings from the previous processing
session will be displayed on the Welcome screen. Click Finish to start processing
with these settings.
or
		 If you have not used the wizard before or to view and edit existing settings, click
Next at the wizard Welcome screen. The Processing Options screen will display.

BULK MAILER 5

User Manual

Selecting Processing Options
Address correction processing adds delivery information and confirms that a given address falls within an existing range of numbers for the specified street.


To Set Up Incremental Processing
• Select the All Records option to process a new list or a list that has not been
processed in some time.
• Select the Only records that have not been processed with the current CD option
to process a frequently used list with new or modified records.



To Set Up Dual Address Preferences
• Select Street to correct the address line with a physical street address.
• Select PO Box to correct the address line with a Post Office Box.
• Select Position to certify the address element that is the bottom most of two address lines, if applicable. If both the PO Box and street address are on the same
line, Bulk Mailer 5 will use the PO Box for Address Correction.



To Set Up Internet Processing

Select this option to use Satori’s Internet-based Address Correction service. Depending
on the size of your file and the speed of your Internet Connection, this can speed up
the processing significantly. If you do not select this option, the process will use the Address Correction database on your local installation.


To Review Uncorrected Addresses

Select this option to review any records that failed to correct. The Review of Uncorrected Records screen will display after the Address Correction process completes. For
information on this screen, see the Reviewing Uncorrected Records section later in this
chapter.
Click Next and the Data Elements screen will display.

Selecting Additional Data
This screen allows you to add additional information to your addresses during Address
Correction. Click Next and the Address Correction Formatting Options screen will display. There are several options for gathering additional data here, depending on what
Add-ons (available only for Bulk Mailer 5 Professional) you have installed. Even without
any Add-ons, you can add Line-of-Travel (LOT) processing here.
See the Add-On Addendum for more information on these selections. If you do not
have any of these Add-ons installed, click Next to display the Address Correction Formatting Options screen.
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Selecting Address Correction Formatting Options
Address correction formatting allows you to specify exactly how you want addresses
to display. There are many options for placement, abbreviation and casing of the different address elements.


To Specify Unit Information Placement

For addresses with secondary information, such as apartment or suite numbers, you
can select to place them on the address line following the number and street information or on a line by themselves above the delivery address line.


To Select Address Element Formats

For each of the address elements:

• Directionals
• Street Suffix
• Unit Designator
• Rural Route/Highway Contract
You have the option to abbreviate using standard USPS abbreviations, to spell out
the address element in full, or to abbreviate with punctuation marks. You can mix or
match your choices among the four address elements.


To Select Casing Options

Choose how case handling will be applied to address lines:

• Return address lines in Mixed Case
• Return address lines in UPPER CASE
• Return address lines in all lower case
In addition, you can apply the same choice of casing for the address line to the business name and/or name fields by clicking the respective check box. Applying Mixed
Case to the business name field will return a name like “ABC Corporation” as “Abc
Corporation.”


To Select Handling Uncorrected Addresses

Selecting this option will update the city, state and/or ZIP Code whenever possible,
even if the entire address cannot be corrected. This helps speed up the manual correction process for uncorrected records.
Click Next and the Mailer Address screen will display.
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Adding the Mailer Address Information
The information entered on this screen will print on the PS Form 3553.


To Enter the Mailer Address Information
1. Enter your organization’s name under List Processor if you are processing the list
on behalf of someone else.
2. Enter your organization’s address information under Mailer if you are processing
your own list or your client’s address information if you are processing a list on
behalf of someone else.
3. Click Next and the Address Correction Wizard Summary screen will display.



To Finish Address Correction Set Up

The Address Correction Wizard Summary screen lists the process settings selected in the
Wizard and confirms the total record count of the file to be processed.
Click Finish. The Address Correction process will begin.

Looking at the Address Correction Progress Window
The Address Correction Progress window gives a running update of the processing
including the elapsed time and the estimated time remaining until the job completes.
These statistics provide a detailed breakdown of how the addresses were processed.

Job Information
ZIP + 4 Data Files Date

The effective date of the USPS files used to standardize and
correct addresses

Total Records

Total number of records in the selected group

Records Processed

A running total of how many records have been processed

Elapsed Time

A running total of how long the processing has taken

Time Remaining

Estimated time remaining to finish processing the entire list

Statistics
CASS:			

Definition:

ZIP + 4 Coded

Number of records successfully coded

eLOT Assigned

Number of records successfully coded

Foreign/Errors

Number of records with foreign addresses or addresses that
could not be corrected

103

104

CHAPTER 3

Using Bulk Mailer 5

DPV:		
		 Primary Unconfirmed Number of records for which the primary address number could not be corrected
		 Primary Confirmed		
		

Valid Secondary

Number of records successfully coded with a valid 		
Apt. or Ste. number

		

Invalid Secondary

Number of records successfully coded, but with an 		
invalid Apt. or Ste. number

		

Missing Secondary

Number of records successfully coded, but missing an
Apt. or Ste. number

Record Type:		
Street

Number of records with a street address

PO Box

Number of records with Post Office boxes

Firm

Number of records matched to a business name

High rise
Exact

Number of high-rise addresses with an exact match for
primary and secondary info.

Default

Number of high-rise addresses with a match for only the
primary address

Rural Route		
Exact

Number of Rural Route records with an exact match for
primary and secondary info.

Default

Number of Rural Route records with a match for only
the primary address

Gen Delivery

Number of General Delivery addresses

Reviewing Uncorrected Records
If you checked the Review uncorrected records box in the Processing Screen, then
the Review of Uncorrected Records screen will display once the Address Correction
processing completes. This screen will let you directly edit the address that failed
correction. It displays the original address and the error code that the wizard
returned. You can enter a new address and Retry correction, Mark the record for later
consideration, accept either the original address or the working address or delete the
address altogether.
Several elements on this screen have context-sensitive right-click menus. Right-click
the Retry button to specify whether the Address Browser will display when retrying
address correction fails.
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The Error Code right-click menu contains two items that will help you review your
records faster. You may find that addresses with certain error codes cannot be corrected and are just plain bad addresses. From the Error Codes right-click menu, you can
choose to either Skip or Delete all records with that error code. See Chapter 4, Bulk
Mailer Reference, for a list of error codes.
You can use the right-click menus to specify how the records in this review will be
sorted. Right-click on the Record Number at the top of the screen to select Sort by Record Number. Right-click the Error Code to select Sort by Error Code. Right-click any of
the individual address elements to sort by that address element.


To Correct Individual Records
1. Browse to a record in the Review of Uncorrected Records screen. If you see any
obvious mistakes, manually edit the record to fix them.
2. Click the Retry button. The Address Browser will launch if you have that option
selected. You can turn this option on by right-clicking on the Retry button and
The address that needs to be corrected will be displayed in the upper left pane of
the Address Browser dialog box.
The upper right pane displays valid street names in the city that are as close a 		
match as possible to the street name in the record with display columns for:
• Pre-directionals
• Street names
• Suffixes
• Post-directionals

		The bottom pane displays valid addresses and ranges of addresses for the 		
		selected street with display columns for:
• * – This column displays an asterisk if the primary address matches that of the
associated row
• Primary – This is the street number range for this line. All the numbers within
this range will have the same ZIP + 4.
• Unit – This is the type of unit (apartment, suite, etc.) for the Primary address.
• Secondary – The range of unit numbers for the primary address will be listed 		
in this column. The ZIP + 4 of a secondary will often differ from its associated
		 primary.
• ZIP + 4 – This is the correct nine digit ZIP Code for the address line.
• Firm – This is the business name for the associated address, if known.

105

106

CHAPTER 3

Using Bulk Mailer 5

• Type – This is the record type for the listed address. The Type codes are:
			 S – Street
			 H – High rise
			 F – Firm/Business
			 P – Post Office Box
			 R – Rural Route/Highway Contract
			 G – General Delivery
Scroll through this data to attempt to correct errors. When you believe you have
found the correct data, highlight it and click the Update button. The record will be
updated in your file.
Be aware that the corrections you make, while they are valid addresses or within valid
ranges, may still not be the correct address for the business or individual named in
your record. For a higher level of confidence, try to verify these corrections with the
source of the data in your file.

The Address Correction (CASS) Report – USPS Form 3553
Form 3553, the Coding Accuracy Support System (CASS) Summary Report, is used to
verify eligibility for the rate class claimed for a mailing. While the Postal Service no
longer requires this form to be submitted with a mailing, they do require mailers to
keep it on file in the event of a postal audit.


To Preview the CASS Report

Click the Preview button at the bottom of the Address Correction Progress screen.


To Print the CASS Report

Click the Print button at the bottom of the Address Correction Progress screen or
click the Print button
on the Preview window toolbar.


To Save the CASS Report as PDF

The five most recent CASS Reports are saved automatically. Previous reports are then
overwritten. Click the Save as PDF button to permanently archive the CASS Report
outside of Bulk Mailer 5.


To Retrieve the Saved Reports

To retrieve and/or print the automatically saved reports, right-click the Address Correction Start button and select Reprint Reports.
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Using the Address Correction Power Wizard
In addition to the standard wizard, the Address Quality page includes an Address Correction Power Wizard for advanced users. It combines all the options of the various
pages of the standard wizard onto one screen. This streamlines making changes to the
existing Address Correction settings.
You can default to using the Address Correction Power Wizard by right-clicking the
Address Correction Start button and selecting Use Power Wizard. The next time you
launch Address Correction, the Power Wizard will be launched instead of the standard
wizard.
The Address Correction report (PS Form 3553) is automatically saved. To access and
print saved reports, right-click the Address Correction Start button and select Reprint
Reports.

Opening the Address Correction Power Wizard
1. Click the Address Quality icon on the Navigation Bar to move to the Address
Quality page.
2. Right-click the Address Correction Start button and be sure that Use Power Wizard
is selected.
3. Click the Address Correction Start button to launch the Power Wizard.
4. If the wizard has been used before, click Finish and processing will begin. The settings from the previous processing session will be reflected in each section of the
Power Wizard.
or
Step through the options of the Power Wizard to select or change the options
required for this Address Correction session.
The options on this screen are the same as the options on the individual screens of the
standard wizard. Refer to the previous sections on those screens for information on
how to use this interface.

About Move Update
Move Update revises the addresses in the current file by matching the mailing list
against the changes of address that are on file with the USPS. Because it works via the
Internet, the Move Update add-on provides completely up-to-date information. Move
Update helps avoid the delays and expense of the regular USPS mail-forwarding process
and increases the overall address quality by updating the file with current addresses.
The USPS updates change of address information weekly.
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Using the Move Update Wizard
The functions performed by the Move Update Wizard are dynamic, therefore this
wizard does not use templates.

Opening the Move Update Wizard
To register for or to access the Move Update service, open the Move Update Wizard.


To Open the Move Update Wizard
1. Click the Address Quality icon on the Navigation Bar to move to the Address
Quality page.
2. Click the Start button on the Move Update bar to launch the Move Update
Wizard.
3. Click Next to display the Sign On screen.

Registering as a New Customer
Before using the Move Update service for the first time, you must register with Satori
Software and receive a User ID and Password. Registration forms can be faxed, mailed
or e-mailed.


To Register as a New Customer
1. Click Next after selecting Create Account to display the Customer Type screen.
2. Select your customer type:
• Client – someone who owns the file being processed by the Move Update		
Service.
• Agent or Broker – someone who processes files on behalf of third parties and 		
returns the files to them upon completion.
		 • List Administrator – someone who keeps and maintains third party-owned files
on their behalf.



To Complete Contact Information
1. Click Next to display the Contact Information screen. Complete the company
and user information fields.
2. Click Next to display the Account Notification Method screen.
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To Select Account Notification Method
1. Select the method for receiving your account and login information.
2. Click Next to display the Move Update Wizard Summary screen.
3. Verify that all your information is correct.
4. Click Finish to print the Move Update forms. The Print screen will display three
times, once for each form.
5. Print the forms, sign them, and either fax or mail them to Satori Software. The address and fax number are on the forms.

Signing On as a Current Customer
Once you have registered and received your Password, the Move Update service can be
used at any time. The Sign On screen provides the option of having the User ID and Password remembered so you do not need to enter them each time you use the service.


To Sign On as a Current Customer
1. Select Process List.
2. Enter the password supplied to you by Satori Software with your subscription materials.
You have the option to have the password remembered.
Be sure to keep your original subscription materials in a safe place. Then, should
anything happen to your computer or hard drive, you can still access the Move
Update service without interruption.
3. Click Next and the Processing Options screen will display.



To Select Processing Options
1. Specify the processing options for Move Update to use:
• Matching Logic – Choose which names to match moves to. You can specify 		
what kind of matches the Move Update will make and which will be ignored.
• Multiple Input Names – Choose what Move Update will do if it detects more 		
than one name in the record submitted for processing.
2. Click Next for more processing options:
• Oldest Move Date – Choose how many months of Change-of-Address data you
want Move Update to search for each record.
• Class of Mailing – Specify the class of mailing the data will be used for. Select 		
All if unsure.
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• Review New Addresses – Choose whether you want to review all changed 		
records. You will be shown the old and new address and can decide which to 		
keep. If you wish to automatically keep all changes, select Skip.
3. Click Next to view the Address Correction Formatting Options screen.
4. This screen is identical to the one in the Address Correction Wizard.
5. Click Next. The Move Update Wizard Summary screen will display.

Finishing the Move Update Setup
The Move Update Wizard Summary screen provides the current balance in your Move
Update Credits account, the number of credits the current job will use, and the balance
remaining when the current job has been processed.


To Finish the Move Update Setup

Click Finish to begin the Move Update process.

Reviewing the Move Update Progress Data
Once the Move Update Processing has begun, the Move Update Progress screen will
display information about the processing and the results.


To Review the Move Update Progress Data

The Move Update Progress screen displays automatically when the Finish button on the
Move Update Wizard Summary screen is clicked. The following information is provided:

Job Information:
• Credits Used: number of Move Update credits the job required (1 per record).
• Elapsed Time: how long the Move Update Processing has taken.
• Phase: the stage of the Move Update Processing that is currently taking place.

	Address Correction:
• ZIP + 4 Coded: how many records had ZIP + 4 data appended.
• eLOT Assigned: how many records had the LOT data appended.
• Foreign/Errors: how many records had foreign addresses or errors that 		
prevented the address from being checked for Move Update information.

Match Found:
• New Address Returned: the number of records that returned forwardable 		
addresses
• New Address Unavailable: a breakdown of the number of records for which no
forwardable address information was returned.		
• Address Not Matched: the number of records that have no change-of-address on
file.

BULK MAILER 5



User Manual

To Review the Corrected Records

Depending on your selections in the Processing Options screen, the Move Update
Review screen may display. In this window, you will be shown the original address
and the corrected address of every record for which a move was found. Here you have
the option to keep the original or accept the changes.
• Click the Original button to keep the old address information.
• Click the Accept button to update the record with the new address information.
• Click the Accept All button to accept the changes for the rest of the records for
which a move was found.

Printing the NCOALink Processing Summary and the CASS Report – USPS Form 3553
These reports can be previewed, printed or saved from the Move Update Progress
screen.


To Preview the Summary Report and CASS Report

Click the Preview button at the bottom of the Move Update Progress screen.


To Print the Summary Report and CASS Report

Click the Print button at the bottom of the Move Update Progress screen. The reports
can also be printed from the Preview window by clicking the Print button
on the
Preview window toolbar.


To Save the Summary Report and CASS Report

The five most recent reports are saved automatically. Previous reports are then overwritten. Click the Save as PDF button to permanently archive the reports outside of
Bulk Mailer 5.


To Retrieve the Saved Reports

To retrieve and/or reprint the automatically saved reports, right-click the Move Update Start button and select Reprint Report.
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About Duplication Search
The Duplication Search process looks for possible duplicate records in Bulk Mailer files.
This can be a source of significant savings by eliminating multiple mailings to the same
address. It flags records as possible duplicates based upon matching rules applied to
selected fields in the file.
There are many different choices to make for the criteria on which Duplication Search
will search for duplicate records. The criteria can be mixed and matched to fine-tune
the search based upon what’s known about the file and the quality of the addresses.
The more options chosen, the more discreet the duplication identification will be.
We recommended that you run the Address Correction process prior to running a Duplication Search. The Duplication Search will be much more effective when searching a
standardized list.
The Duplication Search Wizard can be used to create and save templates. Unlike the
other pages of Bulk Mailer 5, Duplication Search templates are accessed from within the
Wizard rather than from a sectional page.

Criteria Setting For Duplication Searching
Following are the criteria that can be chosen for a duplication search and how each will
impact results:

Use ZIP Code
This option will look for matching ZIP + 4 Codes unless the Ignore ZIP + 4 Code box is
checked. If it is checked, the matching will be on the 5-digit ZIP Code only.

Use Address Line
This option will look for matching addresses.
• Select Ignore house number and the search will look only at street names and
apartment, suite numbers, etc.
• Select Ignore apt/suite/floor number and the search will look only at house numbers and street names and will ignore secondary address information.
• Select both Ignore options and the search will look only at street names.
• Exact/Loose – this setting helps identify possible duplicates when street names are
spelled with slight differences in different records or house/apartment numbers
are off just a bit.
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Use Business
This option will look for matching business names. The Exact/Loose setting helps
identify variations on the same business name, such as Satori Software or Satori Software, Inc.

Use Last Name
This option looks only at individuals’ last names. The Exact/Loose setting helps identify spelling variations on the same last name, such as Anderson or Andersen.

A variety of Field
Comparisons can be
used to search for
duplicates.

Use First Name
This option looks only at individuals’ first names.
• Selecting Use first letter only is helpful when a list has only first initials rather 		
than first names.
• Exact/Loose – this setting helps identify spelling variations on the same first 		
name, such as John or Jon.
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Use Phone Number
This option looks for matching phone numbers in address lists where phone numbers
exist.
• Select Ignore area code to look at just 7-digit local phone numbers.

User Specified Search Fields
In addition to the predefined search fields, up to four additional user-specified fields
can be selected on which to search. If the mailing list is using any of the user-specified
fields, then this allows for more duplication search options.

Using the Duplication Search Wizard
The Duplication Search Wizard searches Bulk Mailer files for duplicate records using a
user-specified variety of data fields and sophisticated matching technology.

Opening the Duplication Search Wizard
To search for possible duplicate records in your Bulk Mailer files, open the Duplication
Search Wizard.


To Open the Duplication Search Wizard
1. Verify that the file to be searched is the active Bulk Mailer file by checking the
Data Details in the lower left corner of the screen.
2. Click the Address Quality icon on the Navigation Bar to move to the Address
Quality page.
3. Click the Start button on the Duplication Search bar to launch the Duplication
Search Wizard.
4. Click Next at the Welcome screen to display the Duplication Search Templates
screen.

Selecting a Duplication Search Template
A number of pre-configured Duplication Search templates ship with Bulk Mailer 5.
They include a variety of combinations of commonly used search criteria. When one is
selected from the Template List, details about its criteria will be displayed to the right of
the Template List under Template Settings.


To Run an Existing Template
1. Highlight the template on the Template List.
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2. Click Finish and the duplication search will begin.
3. Skip to the Duplication Search Progress section below.


To Create a New Template or Edit an Existing Template
1. Select New Duplication Template to create a new template with customized
criteria or choose an existing template to edit its settings.
2. Click Next to display the Field Comparisons screen.

Setting Up Field Comparisons
There are two Field Comparisons screens. The first lists the predefined search fields,
and the second lists the user-specified search fields. Use one, the other or a combination of both.


To Set Up Field Comparisons:
1. Select the criteria for the duplication search to use.
See Criteria Setting For Duplication Searching near the beginning of this section
for details on each of the criteria.
2. Click Next when all the criteria for the search have been selected. The Group
Processing screen will display.

Setting Up Group Processing
The Group Processing options control how data is managed during the review of possible duplicates.
Setting these options is useful for automatically processing all of the groups of possible duplicates in the same manner.

Sort Records by:
These options determine the order in which possible duplicates are displayed. Changing this setting is helpful for a file that has had new records added after a prior duplication search.
• Creation date – Oldest first
• Creation date – Newest first
• Modification date – Newest first
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Group Action:
By default, processing a group of possible duplicates deletes the selected records. This
can be overridden to only mark the record. The marked records can then be analyzed at
a later time.
• Delete record(s)
• Mark record(s)

Apply Action to:
These options determine which records are selected for action when placed in a group
of possible duplicates. Choosing to automatically process all of the records causes the
action selected above to be applied to the records selected by this option.
• All but first record
• All records in group
• First record

Finishing the Duplication Search Setup
The Settings information on the Duplication Search Wizard Summary screen summarizes the settings chosen throughout the wizard.
There are three options for completing the Duplication Search Wizard: finding duplicates based on the settings, saving the settings as a template, or both finding the duplicates and saving the Duplication Search template.


To Find Duplicates Based On Settings

If only this box is checked, the Duplication Search will run when you click Finish, but
the criteria settings will not be saved as a template for future use.


To Save Settings as a New Template

If only this box is checked, a new Duplication Search template will be created and saved
when you click Finish. No searching will occur.
1. Click in the Name text field and enter a name for the template. This name will
display in the Duplication Search Templates List.
2. Click Finish to save the template.


To Find Duplicates and Save Settings as a New Template:

If both template options are checked, the Duplication Search will run when you click
Finish, and a new Duplication Search template will be saved for future use.
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1. Click in the Name text field and enter a name for the template. This name will
display in the Duplication Search Templates List.
2. Click Finish. The template will be saved, and the duplication search will be run
on the currently open Bulk Mailer file.

The Duplication Search Progress Screen
The Duplication Search Progress screen gives a running update of how the search is
progressing, including the elapsed time and the estimated time remaining until the
search completes. This screen provides the following information:

Job Information		
Comparisons			
				

A list of the fields being used for comparison 		
purposes in the duplication search.

Elapsed Time			

How long the search has been processing.

Remaining Time		
				

An estimate of how much longer the search 		
will take.

Records Examined		
				

The number of records in the file or Group being 		
searched.		

Progress		
Groups of Duplicates		
				
				

How many groups of possible duplicates the search		
found. A group of duplicates can include two or 		
more records as matches.

If the Show review window automatically box is checked, when the search is completed, the Duplication Search Review screen will open with the first duplication group.
Clicking the Review button begins the review.
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The Duplicate Search Review
Records that match based on the comparison criteria specified in the wizard are placed
in groups. A group will always have at least two records and can have dozens of records
depending on how the comparisons were selected.
Groups are presented for review one at a time. All matching records in a group are
displayed in the review window. By default, all but the first record in each group are
marked for deletion.

Possible 		
duplicates are
shown as groups.

To keep a record marked for deletion, deselect it by clicking on the check box to remove the check mark.

Selecting the Duplicate Search Results Processing Options
There are three processing options for the possible duplicates found by the Duplication
Search process. Each option has a different result.


To Process a Displayed Group

Click the Process Group button to perform the selected action on the marked records
in the current group. The next group will be presented for review. If no records are
marked, clicking the Process Group button will not affect any records, but will present
the next group for review.


To Skip a Displayed Group

Click the Skip Group button to take no action on the current group and to move to the
next one for review.
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To Process All Groups

Click the Process All button to delete all marked records in all groups, regardless of
whether they have been reviewed. A prompt will ask whether you really want to do
this. If you choose to continue, the Processing Groups screen will display. It provides
the following information:

Job Information		
Elapsed Time

How long the deletion process has taken

Remaining Time

How long the deletion process is estimated to continue
before completion

Total Groups

Total number of groups of possible duplicates

Groups Examined

Number of groups examined

Records Processed

Number of records deleted from all the processed groups

Closing or Canceling The Duplicate Search Review Screen
The review process can be canceled at any time. If the Cancel button is clicked prior
to processing all the groups, a screen will display indicating that some groups have
yet to be processed and asking if you are sure you want to cancel.


To Cancel the Duplicate Search Review Process
1. Click the Cancel button on the Review screen.
2. Click Yes to terminate the review process. The same search can be run again to
continue processing the remaining groups.
3. Click No to return to the Duplication Search Review window.



To Close the Duplicate Search Review Screen

When all the groups of possible duplicates have been reviewed, the Cancel button
will change to Close. Click the Close button to close the screen and return to the Address Quality page.

119

120

CHAPTER 3

Using Bulk Mailer 5

Views
Views are screens where you can see, edit and enter individual record data. Bulk Mailer 5
has two types of views: List Views and Detail Views. List Views display multiple records
in a grid or spreadsheet-like format. Detail Views display records one at a time. Records
can be manually added or edited in either view. The Views page contains both the List
Views and Detail Views sections.
While custom Views of data can be created with the List View Wizard, the Detail Views
are static and not customizable.

Using List Views
List Views are useful for working with more than one record at a time or for looking
at an entire list on one screen. Using a List View is like working with a spreadsheet.
You can use any of the pre-designed List Views that come with Bulk Mailer 5, or custom views can be designed and saved as List View templates. As with all templates in
Bulk Mailer 5, List View templates can be applied to any Bulk Mailer file.

List View Orientation
To understand how List Views work and how they can be useful, take a look at the existing List View templates.
An example of a
List View.
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To Display a List View
1. Open any Bulk Mailer file from the Bulk Mailer Home page.
2. Click Views on the Navigation bar to move to the Views page.
3. Double-click any template on the List View Templates List.



To Display Another List View

Click the tab above the current View to display the desired View or select a View from
the Views Menu.


To Close a List View

Click the Close button in the upper right-hand corner of the List View screen or click
any icon on the Navigation bar.

The List View Toolbar and Shortcuts
The List Views section of Bulk Mailer 5 is designed to be the primary place for editing and working with groups of records. Any time a List View is open, the List Views
Toolbar is displayed at the top of the view. The toolbar provides a variety of editing,
searching and certification tools to make working with records quick and easy.

Create a new record
Creates a new blank file at the end of the file.
Save the current record
Saves the current record. Records are saved automatically when you move the
cursor to another record.
Delete the selected record(s)
Deletes the current record from the file. These records will no longer display,
but are not permanently deleted until you select Manage Deleted Records from
the File menu.
Mass delete records
Deletes every record in the current group. This record will no longer display, but
is not permanently deleted until you select Manage Deleted Records from the
File menu.
Cut the selected text or record(s)
Removes the highlighted fields and stores them on the clipboard. This could be
individual address elements or entire records.
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Copy the selected text or record(s)
Copies the highlighted fields to the clipboard. This could be individual address
elements or entire records.
Paste text or records from the clipboard
Pastes the contents of the clipboard to the field where the cursor is located.
Undo changes to the current record
Reverts to the saved data. This must be done while the record is still active.
Once you move the cursor to a different record, you cannot automatically undo
changes to the initial record.
Correct the address of the selected record(s)
Corrects the current address or walks through the error correction process for records that do not correct properly as part of group Address Correction processing.
Enable/disable automatic correction of addresses
When enabled, Address Correction takes place as soon as a new record is entered,
based on the Address Correction properties selected for List Views. To ensure
global automatic address corrections, the function must be set separately for both
List and Detail Views.
Set the automatic correction properties
Brings up the List View Properties screen, where you can set the criteria for how
and when addresses will be corrected automatically in List Views. It also allows
you to set processing and formatting options. These options are the same as in the
Address Correction Wizard. List Views and Detail Views each has its own set of
properties. The properties must be set separately for both List and Detail Views.
Sort ascending by the current field
Sorts the selected field in ascending alphanumeric order.
Sort descending by the current field
Sorts the selected field in descending alphanumeric order.
Find and replace text within fields
Finds and optionally replaces specified text within the selected column.
Mass edit records
Launches the Mass Edits Wizard, where you can make changes to all active records quickly and easily.
Print custom reports
Launches the Custom Reports Wizard, where you can design custom reports.
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Using The List View Wizard
The List View Wizard allows you to:
• Apply a View to the currently open Bulk Mailer file and save it as a List View 		
template
• Create and save a List View template for future use.

Opening the List View Wizard
To edit a predefined View or to create a new, custom List View, open the List View
Wizard.


To Open the List View Wizard
1. Double-click the List View Wizard on the Template List.
2. Click Next. The List View Fields screen will display.

Selecting Fields
Any or all fields can be selected for a custom view in any order. By default, only the
most commonly used fields are displayed in the available fields list. Check the Show
All Fields box to display every possible field from your file.
Clicking the Select/Unselect buttons moves the highlighted field either to or from
the Selected Fields window. Clicking the Select All button moves every field to the
Selected Fields window. Clicking the Clear button removes all selected fields.
Once all the required fields have been moved to the Selected Fields window, the order
in which they will display in the View can be selected.


To Reorder the List View Fields
1. Select the fields you want to display in your List View.
2. Select a field to move if they are not already in the correct order.
3. Click the Up or Down button. Each click moves the selected file up or down by
one position.
4. Click Next when all the fields have been chosen and are in the correct order.
The List View Wizard Summary screen will display.

123

124

CHAPTER 3

Using Bulk Mailer 5

Finishing the List View Setup
The Settings information on the List View Wizard Summary screen lists the fields
selected for inclusion in the View and the order in which they will display. If anything
is incorrect, click Previous to back up to the List View Fields screen and make
corrections.
There are two options for completing your work with the List View Wizard: saving the
List View template or applying along with saving the template.


To Save Settings as a New Template

This option is selected by default. You must save all List View templates.
1. Click in the Name text field and enter a name for the template. This name will
display on the List View Templates List.
2. Click Finish. The template will be saved but no View will be applied.


To Apply View and Save Settings as a New Template

If both Template Option boxes are checked, the View will be saved and applied to the
open Bulk Mailer file at the same time.
1. Click in the Name text field and enter a name for the template. This name will
display on the List View Templates List.
2. Click Finish. The template will be saved, and the View will be applied to the currently open Bulk Mailer file.

Working With List View Templates
Opening a List View Template for Editing
Opening a List View template will launch the List View Wizard so the settings can be
reviewed or edited. There are two options for opening a List View template in the List
View Wizard.


To Open a Template
Do one of the following:
• Highlight the template and select Open from the Actions pull-down menu.
• Right-click the template and select Open from the shortcut menu.

This will launch the List View Wizard where settings can be reviewed or edited.
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Copying a List View Template
To create a new template from an existing one, copy the original. This action brings
up a screen where the copy can be named and an optional description added. There
are two ways to copy a List View template.


To Copy a List View Template
Do one of the following:
• Highlight the template and select Duplicate from the Actions pull-down
menu.
• Right-click the template and select Duplicate from the shortcut menu.

Deleting a List View Template
To remove a template altogether, delete it. There are several ways to delete a List View
template.


To Delete a List View Template
Do one of the following:
• Highlight the template and select Delete from the Actions pull-down 		
menu.
• Right-click the template and select Delete from the shortcut menu.
• Highlight the template and press the Delete key on the keyboard.

Viewing or Editing List View Template Properties
The template name and description that display in the List View Templates List can
be edited in the Properties window. There are two ways to view or edit List View template properties.


To View or Edit List View Template Properties
Do one of the following:
• Highlight the template and select Properties from the Actions pull-down 		
menu.
• Right-click the template and select Properties from the shortcut menu.

The template name and description that display in the List View Templates List can
be edited in the Properties window.
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Displaying a List View Template
To use a List View template, open it to display it. There are several options for displaying a List View template.


To Display a List View Template
Do one of the following:
• Highlight the template and select Display from the Actions pull-down menu.
• Double-click the template on the Template List.
• Right-click the template and select Display from the shortcut menu.

The settings from the template will be applied to the currently open Bulk Mailer file or
Group, and the resulting view will display on the List View screen.

Using Detail Views
Detail Views are useful for adding records manually or for focusing on one record at
a time. Using a Detail View is like working with a card file. Bulk Mailer 5 comes with
three preformatted Detail Views. Detail Views are not customizable.

Detail View Orientation
To understand how Detail Views work and how they can be useful, take a look at the
existing Detail Views.


To Display a Detail View
1. Open any Bulk Mailer file from the Bulk Mailer Home page.
2. Click the Views icon on the Navigation bar to move to the Views page.
3. Double-click the Main View on the Detail View Templates List. Here you can see
how Detail Views are displayed and can be used.



To Display Another Detail View

Click one of the tabs located below the toolbar.


To Close a Detail View

Click the Close button in the upper right hand corner of the Detail View screen or click
any icon on the Navigation bar.
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The Detail Views
Main View
The Main View displays every data field in a Bulk Mailer file, one record at a
time. Name, Address and Contact information are the default data that display
when the Main View is opened. Additional data fields are grouped by type and
can be accessed by clicking the labeled tabs above the Phone Numbers and Internet headers. For detailed definitions of the additional data fields found in the
tabs, please refer to Chapter 4, Bulk Mailer 5 Reference.
The Detail Views
display each record,
one per screen.

	Address Card View
The Address Card view is like an index card organizer or address card with basic
Name, Address and Contact information. This view lends itself well to basic,
one-at-a-time record entry.

Rapid Entry View
The Rapid Entry view displays just Name, Address and Contact information and
is designed for quick entry of minimal address elements in order to enter a new
record. Typing the Address Line and ZIP Code first allows the City and State to
be filled in automatically when the rest of the record entry is completed.
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The Detail View Toolbar and Shortcuts
The Detail Views section of Bulk Mailer 5 is the primary place you can add, edit and
work with specific records in a file. Any time a Detail View is open, the Detail Views
toolbar is displayed at the top of the view. The toolbar provides editing, searching and
certification tools to make working with individual records quick and easy.
At the left edge of the toolbar is a Listing/Detail toggle button. Clicking this button
toggles back and forth between the List and Detail Views without having to go back to
the main Views page. The most recently open View will display in both cases.
Because the Detail Views are designed to work with one record at a time instead of
many, the tools here and their functions differ from those in the List Views.
Create a new record
Creates a blank record in the active Detail View.
Save the current record
Records are automatically saved as you move to another record. If you want to
save a record without moving to another, click this button.
Delete the current record
Deletes the active record from the file. The record no longer displays in the file,
but it has not been permanently deleted. To permanently purge or to recover
deleted records, select Manage Deleted Records from the File menu.
Cut the selected text
Cuts the highlighted text or field and places it on the clipboard.
Copy the selected text
Copies only the highlighted text or field to the Windows clipboard.
Paste text from the clipboard
Pastes the contents of the Windows clipboard to where the cursor is located.
Undo changes to the current record
Reverts this record to the saved data when the record is edited in error. This must
be done while the record is still current. Once a different record becomes current,
you can no longer undo changes to another record.
Correct the address of the current record
Corrects individual addresses as they are added to a file or brings up the Address
Browser for records that do not correct properly as part of group Address Correction processing.
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Enable/disable automatic correction of addresses
With this option enabled, Address Correction takes place as soon as a new record is entered, based on the Address Correction properties selected. This option
functions only for Detail Views. To ensure global automatic Address Correction,
this option must be set separately for both List and Detail Views.
Set the automatic correction properties
Brings up the Detail View Properties screen, where you can set the criteria for
how and when addresses will be corrected automatically. You can also set processing and formatting options in this screen. These options are the same as in
the Address Correction Wizard. List Views and Detail Views each has its own
set of properties. The properties must be set separately for both List and Detail
Views.
Sort ascending by the current field
Sorts the selected field in ascending alphanumeric order.
Sort descending by the current field
Sorts the selected field in descending alphanumeric order.
Mass edit records
Launches the Mass Edits Wizard, where you can make changes to all active
records quickly and easily.

Using the Marked Field
The Marked check box allows you to manually assemble a group of records. This is
useful when there are no other common criteria on which to build a Group. By using
the predefined All Marked Records Group, you can then select those records that have
been marked. The Mark check box is available in both Detail and List Views.


To Mark or Unmark Records
1. Ensure that the Mark check box is visible on the View that you are using.
On the Main Detail View, the check box is in the Address section. In the preconfigured All Fields List View, it is the last field in the View.
2. Locate the record to be marked.
3. Click the check box to either place a check or remove one.



To Unmark All Records
Select Clear Marked Records from the File menu.
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Using the Mass Edits Wizard
The Mass Edits Wizard lets you edit all of the currently active records. You can change
the value of a field, split a single field into two fields, combine multiple fields into a
single field, or change the casing on a field. You can quickly and easily modify all active
records at once without manually editing each one.


To Open the Mass Edits Wizard
1. On the Navigation Bar, click the Views icon.
2. Open any List or Detail View
3. Click the Mass Edit Records button
launch.

on the toolbar. The Mass Edits Wizard will

On the first screen, you will have four options for the type of Mass Edit operation you
would like to run:
• Change the contents of a field
• Split a field into two fields
• Combine multiple fields
• Change the casing of a field
Each of these operations will affect all of the active records. When you have selected
the type of edit you would like to perform, click Next. The Mass Edits Wizard displays a
different screen for each of these operations. See the appropriate section on the following pages for the wizard screen associated with the type of operation selected.

Changing the Contents of a Field
If you select the Change the contents of a field option in the Mass Edit Operation
screen, you will be presented with the options below:
Field to Change – To choose the field that you want to change, click the Pick button. The Pick Field dialog box will display. Highlight the field you want to change
and click Select. If you do not see a field on this list, check the Show All Fields box
to display every Bulk Mailer 5 field.
New Value – Specify the new value for your edited field. You have several options:
• Clear field – Removes any data in this field and leaves it blank or unselected,
for True/False fields, like Marked.
• Value – Sets the selected field in all currently active records to the value that
you enter here.
• Contents of Field – Select a field whose value will replace the contents of the
field selected for editing. The Mass Edit Wizard will use the field from the same
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record as the replaced field. Click the Pick button to display the Pick Field
dialog box, where you can select a field to use as the replacement value. If
you do not see a field on this list, check the Show All Fields box to display
every Bulk Mailer 5 field.
• Numerical sequence – Replaces the current value with a sequential number,
starting at the number specified in the Start at field and incremented every
record by the value of the Increment field.
When you finish determining what field to change and the new value, click Next.
The Preview Results screen will display. Skip to the Previewing Results section below.

Splitting a Field
When splitting a field into two separate fields, you can specify the target fields and
whether to split the field at a specific character or position. The Split a Field screen
has the following options available:
Field to Split – Specify which field in your address records you would like to
split. Click the Pick button to launch the Pick Field dialog box, where you can
select a field to split. If you do not see a field on this list, check the Show All
Fields box to display every Bulk Mailer 5 field.
Splitting Method – There are two ways to split the selected field:
• Split at separator character – Everything before the first instance of this character will be placed in the field selected for the first part, and everything after
will be placed in the field selected for the second part. For example, splitting
“John Smith” on the space (‘ ’) character will produce “John” and “Smith” as
destination field values.
• Split after character number – The Mass Edits Wizard will split the selected
field after the number of characters specified. For example, splitting a ZIP+4
Code like “98121-3200” after the fifth character will produce “98121” and
“-3200” as destination field values.
Destination Fields – Specify the destination fields for the first and last part of
the split field. Each has a Pick button, which launches a Pick Field dialog box.
There, you can select a field as a destination field. If you do not see a field on
this list, check the Show All Fields box to display every Bulk Mailer 5 field.
When you finish determining the split method and fields to use, click Next. The Preview Results screen will display. Skip to the Previewing Results section below.

Combining Fields
You can combine up to three fields into a single field on the Combine Fields screen.
You have the following options here:
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Fields to Combine – Select up to three fields to combine. Each has a Pick button,
which launches a Pick Field dialog box. There, you can select a field to include as
part of the combination expression. If you do not see a field on this list, check the
Show All Fields box to display every Bulk Mailer 5 field.
You can insert text between each field, as well as before and after the entire expression. We recommend that you include at least one space between each field,
as the Mass Edits Wizard will not put anything between the combined fields if
you do not direct it to do so. To include separating spaces, click in the second and
third Expression text fields and press the Spacebar in each field. While you will
not see anything in these text fields, the space will be included in the final expression.
Combine fields
and text to create a
single destination
value.

Check the Exclude text value if field is blank box if you would like to eliminate
the text portion of the expression when the corresponding field is blank. In most
cases, if a field is blank, the wizard will ignore the text values on either side of it.
Destination Field – Specify the field in which you would like to store the combined value. This can be any field, including any of the fields that are part of the
combination expression. Click the Pick button to launch the Pick Field dialog
box, where you can select a destination field. If you do not see a field on this list,
check the Show All Fields box to display every Bulk Mailer 5 field.
When you finish building your combination expression and have selected the destination field, click Next. The Preview Results screen will display. Skip to the Previewing
Results section below.
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Changing Field Casing
On the Change Field Casing page, you have the following options:
Field to Change – Specify which field you would like to change the casing of.
Click the Pick button to launch the Pick Field dialog box, where you can select
a field. If you do not see a field on this list, check the Show All Fields box to
display every Bulk Mailer 5 field.
Casing Options – Select the case that you want to apply to this field:
• Mixed Case – The first letter of every word is capitalized.
• UPPERCASE – Every letter is capitalized.
• lowercase – No letters are capitalized.
Additionally, you can opt to Remove unprintable characters from this field.
Unprintable characters include tabs and carriage returns. We recommend that
remove unprintable characters, as they can interfere with address correction and
mail sorting.
When you finish specifying casing options, click Next. The Preview Results screen will
display. See the Previewing Results section below.

Previewing Results
The Preview Results screen shows you a before and after view of the potential modifications that your Mass Edit operation will make. This preview shows only the potential changes on the first 50 records.
At the top of the Preview window, you will see the names of the fields involved in
this edit. An arrow separates the before and after portions of the preview; the current
value of the field or fields involved – the before – is shown to the left of the arrow, the
potential changed value – the after – is shown to the right. If you wish to implement
these changes, click the Finish button. There is no way to undo these changes after
you click the Finish button, so be sure that everything is correct.

Finishing the Mass Edit Operation
Once you click the Finish button, the Mass Edits Wizard will ask you to confirm if
you want to perform this edit on all of the active records. If you click Yes, the Mass
Edit Progress screen will display.
The Mass Edit Progress screen summarizes your choices in the Mass Edits Wizard and
displays a progress bar with time and record count statistics. This is all strictly for
your information; you need not record any of this.
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If you check the Close dialog when changes are completed box, the Mass Edit Progress
screen will close automatically once the Mass Edit finishes. Otherwise, you can click the
Close button once the process has finished.

Creating Custom Reports
The Custom Report Wizard lets you create formatted, printable reports using data from
your mailing list. This wizard includes several pre-made templates that use the data
from the currently active records, or you can create your own custom report.

Opening the Custom Report Wizard
To begin creating your custom report, open any List View and click the Print Custom
Reports button
on the toolbar. The Custom Reports screen will display.

Selecting Custom Report Templates
The first screen in the Custom Report Wizard displays a list of existing templates and
allows you to preview, print or save a report based on the highlighted template. The
Template Settings section displays the fields included in this report and the font in
which the information from these fields will be printed. If none of these templates
meet your needs, you can create a new custom report.


To Preview an Existing Report Template

Select the report template that you would like to view and click the Preview button.


To Print an Existing Report Template

Select a report template and click the Print button.


To Save an Existing Report Template as a PDF

Select a report template and click the Save as PDF button.


To Edit an Existing Report Template

Select the report template that you would like to modify and click Next. The Report Options screen will display. See the next section for information on this screen.


To Create a Custom Report

Select New Template at the top of the Custom Report Templates list and click Next. The
Report Options screen will display.
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Setting Report Options
Your first task in creating a new custom report template is to specify layout options.
The Report Options screen has the following sections:

Page Header
In the Title text field, enter some text to display at the top of every page.

The Report Options
screen allows you to
specify the layout
and format of your
report.

Format
The options in this section determine how the records will be laid out on your report.
• Font – Click the Font button to launch the Font dialog box, where you can
select a font, font size and font style. These selections will apply to everything
printed on your report. Headings will use this same font, though they will be
printed in bold.
• Use multiple lines if needed – If checked, the report will print data on additional
lines when a line exceeds the maximum width. The maximum width for a line
is 58 units for the default font – Arial, 10pt. Once this width has been surpassed,
subsequent fields will be printed on the next line. For a discussion of field
width, see the Selecting Data Fields section below.
• Draw line between records – If checked, the report will have a line separating
each record’s printed data.
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Page Footer
The options in this section specify what items will be included in each page’s footer.
You can include any of the following in your report footer:
• Current date
• List Name
• Page number
• Current time

Selecting Data Fields
On the Report Fields screen, select the fields that you want included on your report.
You must select at least one field to create your report.


To add a field to a report

Either click on a field in the Available Fields window to highlight it and click the
Select>> button or double-click a field in the Available Fields window.


To rearrange fields in a report

Fields will be displayed on the report in the order that they are listed in the Selected
Fields window, beginning with the field at the top of the list. Select a field in the
Selected Fields window and click the Up or Down button to give that field higher or
lower priority. If you selected the multiple lines option on the Report Options screen,
the Custom Report Wizard will fill the first line from left to right, then place the lower
priority fields on the second line from left to right.


To remove a field from the report

Either click on a field in the Selected Fields window to highlight it and click the
<<Unselect button or double-click a field in the Selected Fields window.


To remove all fields from the report

Click the Clear button. All fields will be removed from the Selected Fields window.
If you cannot find the field that you are looking for, check the Show all fields box. The
Custom Report Wizard will then display all data fields in the Available Fields window,
not just those most commonly used.
If you would like to create a report that contains all the fields in an existing List View
template, click the List View button. This will display a dialog box that contains all of
the built-in List View templates and those that you have created. Select one of these
List View templates and click OK. The Selected Fields window will be populated with
all of the fields from this template in order.
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Each field takes up a specific width on the report. To see what these widths are for the
fields on your report, check the Show field widths box, located beneath the Selected
Fields window. One width unit is equal to the width of a capital W character in the
selected font, as this is the usually the widest character in any font set. A field will not
have a width equal to its number of characters. For example, the User Phone fields
have a width of eight, but can display 10-digit phone numbers plus two hyphens.
Field widths may be changed in this screen. Your report will give a field the full width
specified here, whether they use it or not. Any field value that exceeds that width will
be truncated on the report.
When you are finished selecting your report fields, click Next.

Finishing the Custom Report Wizard
The Custom Report Wizard Summary screen lists the settings that you selected for
this report. If these settings are incorrect, you can click Previous to return to the appropriate screen and modify your settings.
You can save your report settings as a template if you like. To do so, enter a name for
template in the Name text field, located under the Template Options section. Optionally, enter a description for this template below the name. This template will appear
in the Custom Reports screen at the beginning of the wizard, where you can easily
create a report for a different file with these same settings or modify them to create a
new report. If you do not wish to create a template, leave the Name field blank. Your
settings will not be saved.
When you have verified that your settings are correct and specified template options,
click Finish to view the report.

Previewing Your Custom Report
Now that you have created and displayed your custom report, you can print it,
browse the data on screen and search for specific information. Perform these tasks
with the buttons on the toolbar.

The Preview Reports Toolbar
Icon		

Tool				

Function

Print		
				

Displays a standard Print dialog box, where you 		
can configure print settings and print your report.

Find		
				

Opens a Find dialog box, where you can search for 		
any text string in the report.

Single Page

Changes the display to show one page at a time.
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Multiple Pages		
				
				
				
				

Changes the display to show multiple pages per
screen. You can select from 1x1 (one page down, 		
one page across) to 2x3 (two pages down, three pages
across). The maximum setting displays six pages at 		
once.

Zoom In 		
				

Zooms in on the report page. This function is only 		
available in the single page display.

Zoom Out		
				

Zooms out from the report page. This function is 		
only available in the single page display.

Zoom			
				
				

Shows the current zoom percentage. In the single 		
page view, you can enter a custom zoom percentage
here.

Previous Page		
				

Moves to the previous page in order, not the previous
screen of pages.

Next Page		
				

Moves to the next page in order, not the next screen
of pages.

Page			
				
				
				

Displays the number of the currently selected page
and the total number of pages. You can type a page
number into this field and the Preview Reports 		
window will display that page.
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Mail Sort
The Mail Sort page of Bulk Mailer 5 is where the parameters for a mailing are set once
the list is ready to go. From specifying the sort class, piece type and dimensions, and
sort levels, to entering mailing permit information, payment method, and tray/sack
label information, Mail Sort is the heart of the program and provides much of the
power to maximize savings. Bulk Mailer 5 can save all these settings for future use as
templates, so routine mailings can be automated.
This information is a very broad overview of USPS guidelines and is not an official
USPS guide. For detailed information on how to categorize your mailing, refer to the
USPS Domestic Mail Manual (DMM) or Quick Service Guides. See the Resource Center
on the Bulk Mailer Home page for links to these and other USPS reference materials.

Planning a Mailing
There are a number of variables that make up any mailing. These include the class
of mailing planned, the characteristics of the mailing piece and additional discounts
that may be available. Determining this information about the mailing before launching the Mail Sort Wizard will make the Mail Sort setup much more efficient.

Presort Classification
The type of piece to be mailed will affect postal rates and presorting options.
Determine the Sort Class and Piece Type of the mail piece.

First-Class Mail
First-Class Mail includes all matter wholly or partly in writing or typewriting,
personal correspondence, bills and statements, and all matter sealed against inspection. Anything under 13 ounces can be sent First-Class Mail. Bulk Mailer 5
Professional has an optional Add-on to handle Mixed Weight mailings. See the
Add-On Addendum for more information.
There are three First Class-Piece types: postcards, letters and flats.

Periodicals
Periodicals are newspapers, magazines and other publications whose primary
purpose is transmitting information to an established list of subscribers or
requesters. They must be published at regular intervals and consist of printed
material.
Periodical Piece types are either letters or flats.
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Standard Mail
Standard Mail is used for advertising mail, catalogues and newsletters of a nonpersonal nature that are not required to be mailed as First-Class Mail. Standard
Mail must weigh less than 16 ounces and requires a minimum volume of 200
pieces or 50 pounds.
Standard Mail Piece Types are letters, flats or parcels.

Package Services
Package Services is an add-on available for Bulk Mailer 5 Professional only. Package Services is generally for larger and heavier items, such as Irregular Parcels,
Machinable Parcels or Flats. There are several subcategories of Package Services
with specific content, weight and dimension limitations.
Bound Printed Matter, Media Mail and Library Mail are all handled by Package
Services.

Profit or Nonprofit
The USPS has very specific eligibility requirements for nonprofit rates. You must have
a Nonprofit Mailing Permit in order to qualify for these special rates.

Mail Piece Characteristics
Machinable
Machinable mail consists of pieces that can be sorted on mail processing equipment. Specific barcoding and address characteristics – placement of the address
and barcode, correct tabbing on folded pieces, minimum rigidness and certain
size limitations – apply to each Sort Class in order to qualify as machinable.

Non-machinable
Non-machinable mail consists of pieces that generally cannot be sorted on
mail processing equipment because of size, shape, content or addressing
characteristics.

Dimensions and Weight
The physical characteristics of the mail piece play an important role in determining the rates and rules for which a mailing can qualify. To process a mailing with
Bulk Mailer 5, determine the dimensions and weight of the mail piece.

Determining the length, width, and thickness of the mail piece:
• With the return address on the left and the stamp on the right, the width is
always determined from left to right and the height from top to bottom, regardless of the shape of the piece. Be sure to note whether the measurement is in
inches or in centimeters.
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• The thickness is needed to calculate how many mail pieces will fit into a Tray or
Sack. Because precision is important, stack 10 pieces, measure the stack, and divide
by 10.

Determining the weight of the mail piece:
• The weight per piece is needed to determine postage amounts and to calculate how
many pieces can fit into a Tray or Sack without exceeding the maximum weight
limitations. Again, precision is important. Weigh 10 pieces and divide by 10 to
determine the individual piece weight. Be sure to note whether the weight is in
ounces, pounds, grams or kilograms.

Presort Options
Each Sort Class and Piece Type further qualifies for various sorting level rate categories
depending upon how large the mailing is and the extent to which automation presorting
can be used. The more detailed the presorting done, the greater the postal rate discounts.

Sortation Levels
Within each Sort Class are different Sort Levels. The primary distinction for Sort
Levels is whether a mail piece is Machinable or Non-machinable.
Each Sort Class has its own Sort Level options. The requirements for each option are
quite detailed. For precise, up-to-date, detailed information on determining the correct sort level, refer to the USPS resources in the Resource Center on the Bulk Mailer
Home page. Some very general guidelines follow.
First-Class Mail – This is the most expensive form of mail and has the shortest
delivery time. To receive discounts on First-Class Mail, your mailing list must have
been checked with Move Update within the previous six months. There is a 500piece minimum to qualify for presorted rates. Additional discounts are available for
machinable pieces.
Periodicals – This is a less expensive, per-pound rate available to mailers sending
newspapers, magazines and other periodical publications whose primary purpose
is transmitting information to an established list of subscribers or requesters. They
must be published at regular intervals and consist of printed material.
Standard Mail – A variety of rate classes can apply to Standard Mail based on the
size of the mailing, the Profit/Nonprofit status of the mailer, the extent to which
presorting is applied and machinability.
Package Services – Package rates are dependent upon the type of material being
mailed, the dimensions of the package and machinability.

Profit and Nonprofit
If your organization is a certified nonprofit and has a Nonprofit rate Mailing Permit, the
mailing may be able to qualify for special discounted rates.
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Destination Entry Discounts
These discounts apply to mail prepared as prescribed by the Postal Service and addressed for delivery within the service area of regional mail processing facilities. If your
mailing qualifies, ensure that the appropriate destination center is checked in the Mail
Sort Wizard, so you can receive these discounts. This is especially important to generate
the proper Tray and Sack labels required by the Postal Service when claiming Destination Entry Discounts. The choices are:

Plant-Verified Drop Shipment
A discount available when you transport a certain amount of mail to a designated
mailing facility. Those facilities can be any one of the following:
Sectional Center Facility (SCF)
A postal facility that serves as the processing and distribution center for post offices in designated geographic areas as defined by the first three digits of their ZIP
Codes. Some SCFs serve more than one 3-digit ZIP Code range.
Bulk Mail Center (BMC)
A highly mechanized mail processing plant that distributes Standard Mail and
Package Services in piece and bulk form.
Area Distribution Center (ADC)
A mail processing facility that receives and distributes mail destined for specific
ZIP Codes.

Destination Delivery Unit (DDU)
A rate available for Periodicals, Standard Mail, Parcel Post and Bound Printed Matter that is properly prepared and entered by the mailer at the delivery unit that
serves the delivery addresses on the mail.

Using the Mail Sort Wizard
The Mail Sort Wizard can be used to set up a single mailing and/or to create a template
for later use. The specific attributes of the mailing are defined in the Mail Sort Wizard.
The Mail Sort Wizard allows you to:
• Apply presort settings to the currently open Bulk Mailer file
• Create and save presort settings in a Mail Sort template for future use
• Create and save a template and apply the presort settings to the currently 		
open Bulk Mailer file at the same time.
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Opening the Mail Sort Wizard
Open the Mail Sort Wizard to set up a presort for a list and/or create a template for
later use.


To Open the Mail Sort Wizard

Double-click the Mail Sort Wizard icon on the Template List to launch the Wizard.

Sort Class and Piece Type
This screen is where you choose the type of mail piece and the presort class type.


To Set Up Sort Class and Piece Type
1. Click Next at the Welcome screen. The Sort Class and Piece Type screen will
display.
2. Choose the type of mail piece from the correct mail class category in the scroll
list. Click Next to display the Mail Piece Information screen.

Mail Piece Information
This screen is where you enter the dimensions and weight of the mail piece.
Mail piece
characteristics are
entered in the Mail
Sort Wizard.

For the greatest precision, we recommend the following method to obtain thickness
dimensions:
• Stack 10 pieces of mail
• Measure the stack
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• Divide by 10
• Calculate the thickness for a single piece of mail up to seven decimal places.
We recommend the following method to obtain piece weight:
• Weigh 10 mailing pieces
• Divide by 10
• Calculate the weight for a single piece of mail using up to eight decimal 		
places.


To Set Up Fixed Weight Mail Piece Information
1. Enter the dimensions in the Width, Height and Thickness fields.
2. Select Fixed Weight and enter the weight in the Fixed Weight fields.
3. Click Next when all four values have been entered. The Sorting Preparation screen
will display.

Mixed weight mailings are available using the Mixed Weight Add-on. See the Add-On
Addendum for more information.

Sorting Preparation


To Set Sort Levels

The Sort Levels available are dependent upon the Sort Class and Piece Type previously
selected. Enter the Sort Levels based upon the qualifications of the mailing.

Advanced Sorting Options
Bulk Mailer 5 automatically calculates the correct number of pieces to include in each
tray or sack. Its calculations are based on the information you entered in the previous pages of the wizard. If you want to override the default settings, click the Sorting
button. Check with your local Post Office before changing these settings to ensure that
your mailing will not be rejected.


To Set Advanced Sorting Options

Click the Sorting button on the lower half of the Sorting Preparation screen and change
the settings as required for the following:

Tray/Sack Order
Trays/sacks can be printed in either ZIP Code order or presort order by sort levels.
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Unsorted Pieces
You can specify how Bulk Mailer 5 handles unsorted pieces. Pieces will usually
be unsorted only if the addresses are incomplete in some way. You can choose
to place these pieces at the beginning or end of the mailing to review later or to
be mailed as a separate class, or you can remove them from the sort entirely.

Optional Tray/Sack Types
If your mailing qualifies, you can create 3-digit or 5-digit scheme trays or sacks.
Additionally, for some Carrier Route mailings, you can create 5-digit carrier
route trays or sacks only if they are full or create 3-digit carrier route trays or
sacks. These options will be unavailable if your mailing does not qualify.

Other Options
If you are mailing machinable, First-Class automation flats, you can choose to
prepare trays without packaging.

Database Sort Fields
Optional Endorsement Line (OEL)
If your Print Mail Template includes the Optional Endorsement Line, the default sorting function is to append it to every record in the file and to print it on
every mail piece. However, you have the option to append and print it on just
the first or last piece in each group.
Break Marks
You have the option of specifying what character or characters to use as break
marks between trays or bundless. The default option is ##.

Advanced Tray/Sack Settings
Depending on the Sort Class and Piece Type of your mailing, the button below the
heading will be labeled either Trays or Sacks. Click that button to launch the Advanced Tray/Sack Settings dialog box, where you can adjust tray or sack specifications.
The default tray and sack settings determined by Bulk Mailer 5 are based on USPS
requirements and regulations and are set to ensure that your mailing will be accepted.
Satori Software does not recommend changing these settings; however, there may be
circumstances where a given Post Office will accept non-standard traying, so these
settings can be changed on this screen. Check with your local Post Office before
changing these settings to ensure that your mailing will not be rejected.


To Set Advanced Tray Settings
• Click the Trays button and make any necessary changes to the displayed values.
• Click the Reset button to return all values to their default settings.
• Click OK to return to the Sorting Preparation screen.
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■ To Set Advanced Sack Settings
• Click the Sacks button and make any necessary changes to the displayed values.
• Click the Reset button to return all values to their default settings.
• Click OK to return to the Sorting Preparation screen.
The Pallets button is only available if you have the Palletization Add-on installed. See
the Add-On Addendum for more information.
When you are finished on this screen, click Next to proceed to the Mailing Permit
screen.

Mailing Permit Information
This page is where you specify information that will be printed on the USPS required
forms. This information includes the post office that you are mailing from, the date of
this mailing and your permit information. This information is necessary to produce
fully completed USPS forms.


To Set Up This Mailing
1. In the Mail Drop ZIP Code field, enter the 5-digit ZIP Code of the Postal Service
facility where the mailing will be presented.
2. For the Mailing Date field, enter or click the pull-down arrow to select the date
that the mailing will be presented to the USPS.
3. In the Job ID field, optionally enter an ID number for this particular mailing. This
number is only relevant to your organization.
4. Bulk Mailer 5 generates the sequence number automatically. A unique number is
generated for each mailing. It prints on all reports in order to correctly identify
the paperwork for each mailing.
5. The Federal Agency Code is a cost code used only by mailers that are agencies of
the U.S. Federal government. If you are not a federal government mailier, leave it
blank.



To Set Up Permit Holder
• If you are using an existing mailing permit, click Next after selecting it.
• Double-click an existing permit to review or edit the settings.
• Double-click the Mailing Permit Wizard to create a new Mailing Permit.
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Using the Mailing Permit Wizard
The Mailing Permit Wizard is accessed inside the Mail Sort Wizard or from the Wizards menu and allows permit information to be entered or set up. Saving a template
makes this permit information available for later use.
The Mailing Permit Wizard allows you to:
• Create and save Mailing Permit settings as a template for future use
• Create and save a Mailing Permit template and use the template settings for 		
the current Mail Sort.


To Open the Mailing Permit Wizard
1. Double-click the Mailing Permit Wizard icon at the top of the Permit
Holder list.
2. Click Next. The Mailing Permit Information screen will display.



To Set Up Mailing Permit Information
1. Complete the following fields with the required information from your USPS
Mailing Permit:
• Permit Number
• Issuing Post Office
• Type – choose from: Permit Imprint, Metered Mail, Precanceled Stamps or
Precanceled Postmark
• Date Issued
• Permit Holder Contact Information and Address
• CAPS Customer ID – If you are using the USPS Centralized Account Processing System for electronic payment of postage, enter your Customer ID in this
field.
• Nonprofit Auth No. – If you are a nonprofit organization and wish to
send this mailing under the nonprofit rate, you must enter your nonprofit
authorization number in this field. Contact your local Post Office for more
information.
2. Click Next when you have completed the Mailing Permit Information, and the
Mailing Agent screen will display.



To Set Up Mailing Agent/Organization
1. If you are a mailing agent mailing on behalf of someone else with their mailing
permit, complete the Mailing Agent address information.
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2. If you are a mailing agent mailing on behalf of someone else but using your own
mailing permit, click Next and add the address information for your client on the
Mailing Organization screen.
3. If you are doing your own mailing using your own permit, skip both screens.
4. Click Next when this information is complete, and the Mailing Permit Wizard
Summary screen will display.
The Mailing Permit Wizard Summary screen displays the Mailing Permit information
and the address for the Permit Holder.


To Save the Mailing Permit Template:
1. Enter a name and an optional description.
2. Click Finish.



To Finish the Mailing and Permit Information Process
1. Highlight the Mailing Permit to use for this mailing on the Mailing Permit Template List.
2. Click Next.

Mail Sort Discounts
This screen is where you select the discounts for which the mailing qualifies. If the
sort class and piece type for the mailing do not qualify for any of these discounts, this
screen will not display. The wizard will move directly to the Tray/Sack Label Layout
screen. If are unsure if you qualify for a certain discount, consult the Domestic Mail
Manual.


To Select Nonprofit Rates

Select Nonprofit rate if you are using a Nonprofit Mailing Permit and the mailing meets
all the qualifications. You will also need to enter you nonprofit permit number in the
Mailing Permit Wizard.


To Select Destination Discounts
1. This screen will automatically display the postal facilities that service your Mail
Drop ZIP Code, as specified in the Mailing and Permit Information screen. Select
those that you will be delivering mail to.
2. If you qualify for any Destination Delivery Unit (DDU) discounts, check that box
and click the ZIP Codes button below it. In the DDU ZIP Codes dialog box, enter
the ZIP Codes of the post offices to which you will be delivering your mailing.
Click OK when you are finished with this dialog box.
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3. If you are delivering your mailing to one or more facilities not already listed on
this screen, check the Plant Verified Drop Shipment (PVDS) box and click the
Facilities button below it. In the Multiple Entry Points dialog box, select the
facilities to which you plan to deliver mail. The list of facilities is divided into
Sectional Center Facilities (SCF) and Bulk Mail Centers/Auxiliary Service Facilities (BMC/ASF). Click OK when you are done on this screen.
4. Click Next and the Tray Label Layout screen will display.

Publication Information
This screen will only display if you selected a periodical type in the Sort Class and
Piece Type screen. Here, you need to enter some information about your publication,
which will then be printed on PS Form 3541. This form is required for all publication
mailings.
You are required to enter values in the Publication Name, Publication Number and
Edition Code fields. Several of the other fields have default values that you can
change if they do not reflect your publication; the others can be left blank. We
recommend that you fill in all fields here present PS Form 3541 complete to the post
office. This screen has two options below these fields:
• Print all pages of PS Form 3541 – Check this box to print all pages of the
required postal form. If this box is left unchecked, the pages of the form that
relate to foreign publication mailings. If you have non-US subscribers, you will
need to select this option.
• Create firm bundles – If your mailing has muliple pieces going to the same
location, such as a newsstand, you can opt to bundle them as a single piece. You
will only be charged the single piece cost. Firm bundles is an Add-on that will be
available in a future release.

Tray/Sack Label Layout
This screen is where you enter the company information that will print on the tray/
sack labels and where you lay out the labels themselves.


To Set Up Tray Label Layout
1. Select whether you are using a dot matrix printer or a laser/inkjet printer for
printing your tray labels.
2. Select a Label Layout template. This template contains information used to properly align the printing on the tray labels. To view the specific formatting settings
of a template, select it and click Details.
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3. If there is no template for the label stock you are using, double-click Custom to set
up a new template.
		 This screen is where you define a custom label layout. All measurements are in
inches.

		 Page Dimensions
Enter the page width and height and the margins into the fields. For example, the
Left margin is the distance from the left edge of the label sheet to the left edge of
the first label.
Use the diagram at the top of the screen as a guide for how to measure both page
and label dimensions.

		 Label Dimensions
The Number across and the Number down are the numbers of rows and columns
of labels on the label sheet.
The Label width is the distance from the left edge of a label to the right edge of
the same label. Similarly, the Label height is the distance from the top edge of a
label to the bottom edge of the same label.
The pitch is not the distance between labels. The Horizontal pitch is the distance
from the left edge of one label to the left edge of the label immediately to the
right. Similarly, the Vertical pitch is the distance from the top edge of one label to
the top edge of the label below. If there is no space between the labels, the pitch
settings will be the same as the height and width.
If you want to save this label layout, enter a name in the Layout Name field and
click OK to save the settings.
When you have defined your labels, click OK to return to the Tray Label Layout
screen. Your custom layout will now be included on the scroll list on the Tray
Label Layout screen.
4. Enter the requested Mailer Information for the organization submitting the mailing to the Postal Service.
5. Click Next to proceed to the Mail Sort Wizard Summary screen.

Finishing the Mail Sort Setup
The settings information on the Mail Sort Wizard Summary screen summarizes the data
entered for this mailing. If anything is incorrect, click Previous to back up to the appropriate screen and make corrections.
There are three options for completing work with the Mail Sort Wizard: run the sort,
save the Mail Sort template, or both run and save the Mail Sort template.
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To Run Sort Based on Settings

If only this box is checked, click Finish to sort the currently open Bulk Mailer file. No
template will be saved.


To Save Settings as a New Template

If only this box is checked, a new Mail Sort template will be created and saved, but
no sort will be run. The template can be used in the future with any Bulk Mailer file
without having to walk through the settings each time.
1. Click in the Name text field and enter a name for the template.
2. Click Finish. The template will be saved but no sort will take place.


To Run Sort and Save Settings as a New Template

If both Template Options boxes are checked, the sort will be run on the currently
open Bulk Mailer file, and a new Mail Sort template will be created and saved.
1. Click in the Name text field and enter a name for the template. This name will
display in the Mail Sort Templates List.
2. Click Finish. The template will be saved, and the sort will be run on the currently open Bulk Mailer file.

The Mail Sort Progress Screen
When you click Finish on the Mail Sort Wizard Summary screen, the Mail Sort
Progress screen displays and the sort begins.
The Mail Sort
Progress screen
shows results and
prints reports as
well as labels.
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Job Information
The Job Information section provides a progress bar indicating what percentage of the
sort has been completed. Above the progress bar, the current phase of the sort is listed
as well as the elapsed time the sort has taken.

Sort Information
Presort
The sort categories listed here are from the sort levels that you selected in the Mail
Sort Wizard.

Count
This is a breakdown of how many records fell into each sort category.
If unsorted records were excluded from the mailing in the Sorting Preparation settings, the Current Count on the Data Details window will reflect only the sorted
records. This will also be the number listed as the Total Count on this screen.
If unsorted records were included in the Sorting Preparation settings, the unsorted
records will be listed as Remainders on the Presort list.

Trays
This is the number of trays the mailing will require based on the Traying Options
chosen in the Mail Sort Wizard.

Reports
The Reports section is where you preview, print and save the sorting reports and
tray labels. Select all the reports that you want and click Preview, Print or Save as
PDF.
Click Preview to ensure that the information on the forms is correct. If it isn’t, go
through the Mail Sort wizard again to correct the information. Click Print to print
the reports. The reports for the last 10 Mail Sort processes are saved automatically
within Bulk Mailer 5. Previous reports are overwritten. You can save the reports
as PDF files if you wish to permanently archive them. In addition, the Tray Labels
can be saved to a text file if you need to print them from another application or
computer.
To retrieve and/or reprint the saved reports, click the Action pull-down menu on
the Mail Sort page or right-click the Mail Sort Wizard and select Reprint Reports.
At this point, you can save the report as a PDF file so it can be archived indefinitely. There is no limit to the number of PDF files you can save. The saved PDF files
are not accessible from within Bulk Mailer 5 or from the Reprint Reports screen.
Use Adobe Acrobat to retrieve and print saved PDF files.
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The following reports are available:

Required Reports
		 Qualification Report
The Qualification Report is a detailed breakdown of the contents of each tray
and a summary of the rates claimed for Destination Entry Discounts. This report
must accompany the mailing when it is presented to a USPS facility.

		 Postage Report
The Postage Report shows the volume of mail being presented and the postage
payable or affixed, and certifies that the mailing meets the applicable eligibility
standards for the rate claimed. This report must accompany the mailing when it
is presented to a USPS facility.

		 Drop Shipment Report
This report verifies and clears your mailing to be dropped at the selected facilities in order to receive destination entry discounts. You must print this report
and present it to your local post office before you can drop your mailing at
designated bulk mailing or distribution centers.

		 Tray or Sack Labels
Trays and sacks must be tagged with barcoded labels in order for the Postal Service’s automated equipment to process them. Bulk Mailer 5 creates and prints
these labels based on the settings entered for the Mail Sort.
If you want to print tray/sack labels from outside Bulk Mailer 5, select Save to
file to generate a comma-delimited text file. When you click the Print button
you will be prompted for a location and file name. This applies only to Tray/
Sack Labels.

Recommended Reports
		 Mail Sort Summary Report
This is a one-page summary of the settings used in this presort and the results. 		
It is not required by the USPS but may be helpful for your organization’s
internal reference.

		 ZIP Code Listing Report
This report lists the number of pieces in each ZIP Code used in the mailing and
the rate category for which they qualified.

		 Container Listing Report
This report lists the piece counts and destinations of the various trays, sacks
and bundles that will compose your mailing. The report details each container’s
type and required preparation. Depending on your mailing, your trays or sacks
contian 3-digit, 5-digit or mixed ZIP Code bundles.
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		 Zone Listing Report
This is a periodicals only report. It details how many mail pieces you are sending
to each 3-digit ZIP Code and the postal zone into which they fall. If pieces qualify
for drop shipment discounts, this report will note it in the appropriate column.
Consult your local post office for more information on what zones various ZIP
Codes fall into relative to your mailing ZIP Code.

Labels and Envelopes
If you have a template set up for printing addresses, you can print now without having
to move to the Print Mail page. The pull down menu displays a list of all the Print Mail
templates currently saved. Select one of these templates, and click Print to launch the
Mail Print Setup screen. If you need a new template, create one using the Print Mail
Wizard on the Print Mail page. If you decide not to print the mailing now, you can
always do so later on the Print Mail page.


To Print Now Using an Existing Label/Envelope Template
1. Select a predefined label/envelope template from the Template pull-down menu.
2. Click Preview to see a graphical representation of how the labels or envelopes will
print.
3. Click Print to move directly to printing and the Mail Print Setup screen displays.
4. Select the printer from the Printer pull-down menu.
5. Enter From page: 1 to page: 1 under Print Range to do a test print.
6. Click the Advanced Settings button to make any adjustments to the printer
set up.
7. Click Print to begin.

Advanced Settings – Printers
To print envelopes to a laser printer, set the page orientation to landscape in Advanced
Settings. Also do a test print before printing an entire mailing. Refer to your printer
manual for details on other advanced settings.

Using the Mail Sort Power Wizard
In addition to the standard wizard, the Mail Sort page includes a Power Wizard for
advanced users. The Mail Sort Power Wizard combines all the options of the various
screens of the standard wizard onto one screen. This streamlines changing existing
Mail Sort settings for knowledgeable users. There are no user tips or how-to data in the
Power Wizard. If you are unsure about any steps, we recommend using the standard
wizard.
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You can default to using the Mail Sort Power Wizard by clicking the Actions pull-down
menu or right-clicking the Mail Sort Wizard and selecting the Use Power Wizard. The
next time you launch it, the Power Wizard will be launched instead of the standard
wizard. To revert to the standard wizard, deselect Use Power Wizard in either location.

Opening the Mail Sort Power Wizard
The Mail Sort Power Wizard can be used to set up a single mailing and/or to create a
template for later use. The specific attributes of the mailing are defined in the Mail Sort
Power Wizard.


To Open the Mail Sort Power Wizard
After setting the default to Power Wizard as described above, double-click the Mail
Sort Wizard icon on the Template List to launch the Power Wizard.

The options on this screen are the same as the options on the screens of the standard
wizard. Refer to the previous sections for information on how to use this interface.

Working With Mail Sort Templates
Opening a Mail Sort Template for Editing
Opening a Mail Sort template will launch the Mail Sort Wizard so you can review or
edit the settings. This allows you to make changes without starting from scratch. There
are several ways to open a Mail Sort template.


To Open a Mail Sort Template
Do one of the following:
• Highlight the template and select Open from the Actions pull-down menu.
• Right-click the template and select Open from the shortcut menu.
• Double-click the template in the Template List.

Copying a Mail Sort Template
To create a new template from an existing one, copy the original. This action brings
up a screen where you can name the copy and add an optional description. There are
two ways to copy a Mail Sort template.


To Copy a Mail Sort Template
Do one of the following:
• Highlight the template and select Duplicate from the Actions pull-down menu.
• Right-click the template and select Duplicate from the shortcut menu.
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Deleting a Mail Sort Template
To remove a template altogether, delete it. There are several ways to delete a Mail Sort
template.


To Delete a Mail Sort Template
Do one of the following:
• Highlight the template and select Delete from the Actions pull-down menu.
• Right-click the template and select Delete from the shortcut menu.
• Highlight the template and press the Delete key on the keyboard.

Viewing or Editing Mail Sort Template Properties
The template name and description that display in the Mail Sort Templates List can
be edited in the Properties window. There are two ways to view or edit Mail Sort template properties.


To View or Edit Mail Sort Template Properties
Do one of the following:
• Highlight the template and select Properties from the Actions pull-down
menu.
• Right-click the template and select Properties from the shortcut menu.
• Double-click the template in the Template List.

Running a Mail Sort Template
To begin a presort based on an existing Mail Sort template, run that template. There
are several ways to run a Mail Sort template.


To Run a Mail Sort Template
Do one of the following:
• Highlight the template and select Run from the Actions pull-down menu.
• Right-click the template and select Run from the shortcut menu.
• Double-click the template and click Finish.

If you choose one of the first two options, the Mail Sort process will begin
immediately.
Double-clicking the template launches the Mail Sort Wizard where you can review or
edit settings. The Mail Sort process can also be started immediately from the Welcome
screen.
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Print Mail
The Print Mail section of Bulk Mailer 5 is where you design mailing pieces, envelopes and
labels and where you can save layout templates for future use. You can also print labels from
Print Mail templates.
Bulk Mailer 5 comes with several pre-designed Print Mail templates. These include formats for
sheets of labels, individual envelopes and direct text that are suitable for older model, highspeed, direct impression printers. Existing formats can be customized or new format templates
can be built from scratch.
The Print Mail Wizard makes it easy to design custom templates using field and graphical
objects. Also included is an intelligent Address Block object with special characteristics, such
as field compression and endorsement line placement. As you learn more about the Address
Block capabilities, you will be able to implement creative addressing solutions to meet your
specialized needs.
There are several pre-configured addressing formats included to help streamline the layout
process. Templates can be displayed in the Label Designer in one of two modes: Design mode,
where the elements of the label or envelope are created or modified, and Preview mode, where
the data from the active Bulk Mailer file can be seen as it will print. Files can be printed from
the templates or printed as part of the Mail Sort process.
To show how the Label Designer works, we’ll look at one of the pre-designed templates.

Design Mode Orientation
Launching the Label Designer
The Label Designer is launched by creating a template with the Print Mail Wizard or by opening an existing template.


To Open a Label Template
1. Click the Print Mail icon on the Navigation bar to move to the Print Mail page of the
program.
2. Double-click the (5161) Laser 2 x 10 template. The template will be launched in Design
mode in the Label Designer.

When the Label Designer is in Design Mode, you are able to modify the format by adding
fields, changing fonts, adding graphics, changing printer settings and more. There are several
ways these changes can be made.
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The Workspace
The majority of the screen is occupied by the Workspace, where the selected output is
designed and laid out. The page of labels, continuous label stock or the envelope will
be represented graphically in the Workspace based upon your selections in the Print
Mail Wizard.

Design Mode
displays properties
for each object.

The Design Mode Toolbar
The toolbar is where you find most of the tools you will use to work with your template. These tools provide the ability to add or modify fields as well as to add graphical
elements.

Icon		

Tool				

Function

			
Go to Preview Mode		
						

Switches from Design to Preview 		
mode.

			
Open Existing Template		
						

Opens an existing template from 		
the Print Mail list.

			
Save Current Template		
						
						

Saves the template you are 		
currently working on to the 		
existing template name.

			
Save as a New Template		
						
						

Saves the template you are 		
currently working on to a new 		
template name.

			
Cut				
						

Cuts the currently selected object 		
or text.

BULK MAILER 5

User Manual

159

			
Copy				
						

Copies the currently selected 		
object or text.

			
Paste				
						
						

Pastes the contents of the 		
Windows clipboard where the 		
cursor is currently positioned.

			
Show/Hide Grid lines		
						

Toggles between displaying or 		
hiding the background grid lines.

			

Turns Snap to Grid on or off.

Snap to Grid			

			
Zoom				
						

Changes the view from 25% up to
200% of normal.

			
Pointer				
						

Changes the cursor back to a 		
pointer from any other tool.

			
Static Text			
						

Adds additional text to your
output outside the Address Block.

				
Database field			
					
		
							

Selectively adds data fields one 		
field at a time in order to craft a 		
completely custom Address Block.

				

Address Block			

Adds a blank Address Block.

				

Line				

Line drawing tool.

				

Rectangle			

Rectangle drawing tool.

				

Circle				

Circle/oval drawing tool.

				
Image				
						

Inserts a graphic as part of your 		
output design.

				

Inserts a barcode field.

Barcode				

				
Align Left			
						
						

Aligns multiple selected items to 		
the left edge of the last selected 		
item.

				
Align Right			
						

Aligns multiple items to the right 		
edge of the last selected item.

				
Align Top			
						

Aligns multiple selected items to 		
the top of the last selected item.

				
Align Bottom			
						
						

Aligns multiple selected items to
the bottom of the last selected 		
item.

				
Align Centers			
						

Aligns the center points of
multiple selected items vertically.

				
Align Middles			
						

Aligns the center points of multiple
selected items horizontally.

				
Bring to Front			
						
						

Positions the currently selected 		
item on top of any overlapping 		
item.

160

CHAPTER 3

Using Bulk Mailer 5

				
Send to Back			
						
						

Positions the currently selected 		
item beneath any overlapping 		
item.

The Properties Window
Every object on a template has attributes that can be changed in the Properties window. When selecting an object, the Properties window changes to reflect the options
available for that object. Use the Properties window to make any changes for the selected object. For example, to change the font of a text object, click once on the text
object, then make the font changes in the Properties window.
The Properties window is a floating window that can be resized and positioned. It will
display the properties of the currently selected object or General Settings if no object
is selected. Different types of objects have different sets of properties.


To Move
Click the Properties window header then drag and drop.



To Restore to its Original Position
Double-click the Properties Window header.



To Resize
Move the cursor over any outside border until it turns into a double-headed arrow.
Click and drag to the desired size.



To Close
Click the Close button on the Properties window.



To Reopen
Double-click anywhere in the Label Designer workspace.



To Collapse a Category within the Properties Window
Click the minus sign next to the category heading.



To Expand a Category within the Properties Window
Click the plus sign next to the category heading.

General Settings
When the Label Designer is opened and no object is selected, the General Settings
will display. General Settings are detailed descriptions of the settings specified in the
Print Mail Wizard.
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The following are examples of General Settings for both label and envelope templates:

Object Properties
Every object you add to a layout has its own properties. When an object is selected, the
object’s properties display in the Properties window.
The Properties window is segmented into categories. Each category lists Data Types in
the left column and Settings in the right column.
The Data Types in the Properties window change depending on the kind of item that
is currently selected. Most properties for most items can be edited. Those that are static
are grayed out. How you work with the Properties is the same regardless of the data being displayed.
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The following example is the Properties window for a basic Address Block object:



To Change Property Settings
1. Click on the Data Type field or the Settings field.
A pull-down arrow or an ellipsis will display.
2. Click the pull-down menu to display a short list of choices.
or
Click the ellipsis to open a screen where a more extensive array of options is
available.

Adding or Deleting Objects
Objects are added to a template by using the appropriate tool from the Toolbar.
Select the tool to “draw” the object on the label. From there, it can be moved, resized
or reformatted. Each object has its own corresponding tool. For example, to add a
graphical rectangle, use the Rectangle tool
. To add a data field, use the Database
Field tool
.
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To Add an Object to a Template
1. Select the tool that represents the type of object desired.
2. Use the mouse to “draw” the object on the label or envelope.
3. Resize or reformat as desired.



To Delete an Object from a Template
1. Select the object.
2. Use the Delete key to remove it.

Preview Mode Orientation
Once the Label Designer is open, toggle back and forth between Design and Preview
modes by clicking the button on the far left side of the toolbar. Click once to switch to
Preview mode.
Address Labels in
Preview Mode.

The Preview Mode Toolbar
The Preview mode displays a graphical representation of how the printed output will
display. There are no design tools on the Preview Mode toolbar.

Icon		

Tool				

Function

		
Go To Design Mode		
						

Switches from Preview to Design 		
mode.

		
Print				
					
						

Prints the open Bulk Mailer file 		
using the active Print Mail Template
specifications.
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Open existing template

Opens an existing template from 		
the Print Mail Template List.

Scroll

Scrolls through addresses one at a 		
time for envelopes and one page 		
at a time for labels.

Zoom

Changes the view from 25% up to
200% of normal.

Reverse Order

Displays addresses in reverse 		
order.

Forward Order
Displays addresses in forward 		
		order.
Display Spacer Labels

Displays spacer labels where they 		
will occur in printing if this 		
setting is included in the template.

Bulk Mailer Reference
Insert Purge Pieces

Sends ink to every cartridge in 		
a fixed head printer on just the 		
spacer labels to keep ink flowing
smoothly to infrequently used
cartridges throughout the print run.
The Group, Last Presort Results,
must be applied to the file for this
option to be available.

Z Order

Printing order for sheets of labels
where records print on each row 		
across all columns, like reading. 		
This is the default printing order.

N Order

Printing order for sheets of labels 		
where records print down the first
column, then the second and so 		
forth.

Cut Stack Order

Printing order sheets of labels
where printing starts in the upper 		
left position of page 1, then moves
to the upper left position of page
2 and so forth until all pages are 		
used. The print order resumes on 		
page 1 on the label immediately 		
to the right of the upper left 		
one. The finished pages of labels 		
can then be cut and stacked 		
in proper sequenced order.
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The Display Space
The majority of the screen is occupied by the Display Space, where the selected output
is displayed for preview. The page of labels, continuous label stock or the envelope will
be represented graphically in the Display Space based on your selections in the Print
Mail Wizard and will be populated by the records in the active Bulk Mailer file.

Viewing Addresses
How addresses are displayed depends on whether a label or envelope format is currently
open. Label formats will display an entire sheet or the equivalent number of continuous
feed labels and the corresponding number of addresses on each page. Envelope formats
display one envelope/address at a time.


To View Addresses in Label Formats
• Click the single scroll arrow on the toolbar to move forward or backward one page
of records at a time.
• Click the First Page
page of records.

or Last Page buttons

to move to either the first or last

• Highlight the page number displayed between the arrows on the toolbar. Type the
page number that you want to view, and it will display automatically.


To View Envelopes in Label Formats
• Click the single scroll arrow on the toolbar to move forward or backward one
record at a time.
• Click the arrow with a line to move to either the first or the last record of your file.
• Highlight the page number displayed between the arrows on the toolbar. Type the
page number that you want to view, and it will display automatically.

Printing an Address File
When you are ready to print, you can do so from the Label Designer Preview mode. The
Label Designer will print the selected group of records from the open Bulk Mailer file.


To Print an address file to a Printer
1. Open the desired Print Mail template.
2. Switch to Preview mode in the Label Designer.
3. Click the Print button and select the printer from the pull-down list of printers.
4. Optionally, you can print a test page to make sure your layout prints correctly,
or you can print a purge piece to prepare your print heads for a high-speed run.
Neither of these buttons will close this dialog box.
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Closing a Label Template
The Label Designer opens in a separate window from Bulk Mailer 5. To close it and return to Bulk Mailer 5, click the Close button in the upper right corner of the window.

Using The Print Mail Wizard
The Print Mail Wizard makes it easy to create custom label and envelope layouts. Using the Print Mail Wizard, you can define the basic settings for a template. These include the type of printer, type of page and the type of Address Block. When the Print
Mail setup is finished, the template can be further edited by adding new elements or
changing the existing ones.
The Print Mail Wizard allows you to:
• Choose the type of output – labels or envelopes.
• Select the printer so Bulk Mailer knows how the output will be printed.
• Choose from standard label or envelope stocks or create a custom layout.
• Select basic Address Block elements.
• Create, edit and save Print Mail templates for future use with any Bulk Mailer 		
file.
The Label Designer launches after you have chosen the basic settings in the Print
Mail Wizard. The graphical interface of the Label Designer provides the design flexibility to satisfy most address printing needs.

Opening the Print Mail Wizard
To design label and envelope formats or to print a file, open the Print Mail Wizard.


To Open the Print Mail Wizard
1. Double-click the Print Mail Wizard on the Template List.
2. Click Next at the Welcome screen. The Print Mail Template Type screen will
display.

Print Mail Template Types and Options
The choice of template types depends on the type of mail piece being printed as
well as the type printer being used. Laser and inkjet printers typically print labels on
sheets with several labels per sheet. Dot matrix printers typically print labels on continuous feed label stock that may be one or more labels across.
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To Select Labels – Sheet or Continuous – and Label Options

Select this template to print labels using a laser, inkjet or dot matrix printer.
1. Click Next. The Label Options screen will display.
2. Select the Printer model from the pull-down list and its type from the option list:
• Laser or Inkjet
• Dot Matrix
• High-Speed Dot Matrix
3. Click Next to choose a Label Layout.
A variety of the most common Avery Label stock layouts is already included. To
use one of these, select it from the scroll list.
or
Double-click New Label Layout to use a label stock not on the list. The Custom
Label Layout screen will display. Complete the settings, then click OK to return to
the Label Layout screen.
4. Click the Details button to verify the specifics of a layout, if desired.
5. Click Next. The Address Block Options screen will display.


To Select Envelopes – Graphical Output – and Graphical Envelope Options

Select this template to print envelopes or to print directly on mail pieces using a laser
or Windows-supported inkjet printer. This is also the correct choice for using a newer
direct impression printer that supports Windows printer drivers.
1. Click Next. The Graphical Envelope Options screen will display.
2. Select the Printer model from the pull-down list and its type from the option list:
• Laser or inkjet
• Direct Impression
3. If using a direct impression printer, choose the printer model from the list and, if
it is a fixed-head printer, specify the print area.
4. Click Next. The Envelope Options screen will display.
5. Choose an Envelope/Letter layout. A variety of common envelope sizes and styles
is already included.
or
Double-click New Envelope/Letter Layout to use an envelope size not on the list.
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The custom label layout window will display. Complete the settings, then click
OK to return to the Envelope Options screen.
6. Click the Details button to verify the specifics of the layout, if desired.
7. Click Next. The Address Block Options screen will display.


To Select Envelopes – Plain-Text Output – and Plain-Text Envelope Options

Select this option to print envelopes or to print directly on mail pieces using an older
direct impression printer that requires text output, or for any printer that requires
text output in order to use the printer’s settings for custom placement of address
elements.
All printer properties for this template are set on the printer itself.
1. Click Next to display the Plain-Text Envelope Options screen will display.
2. Select Direct Impression Printer to print directly to a printer, then select the
printer driver from the pull-down list.
or
Select Text File to print to a file.
3. Choose the printer model from the list.
4. Click Next. The Address Block Options screen will display.

Address Block Options
The Address Block is a special object that is very useful for formatting addresses.
It can intelligently handle a variety of special addressing needs, such as moving
data up just for records where a field (e.g. Company Name) is blank. It also handles
setting up a uniform greeting message, placement of the barcode, adding an Optional
Endorsement Line (OEL) and other formatting choices. All of the fields in the Address
Block move together as a single element. Using the Address Block simplifies the
process of creating a custom template.
The formatting choices on the Custom Address Block Options screen include:
• Create a blank template
Select this option to use the Label Designer to design labels or envelopes from
scratch. See the Label Designer section above.
• Add a basic Address Block
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Select this option to add just the following basic address fields:
[First Name], [Last Name]
[Business]
[Address Line 1]
[Address Line 2]
[City], [State], [ZIP Code]
• Add an Address Block with the endorsement line
Select this option to add a basic Address Block with an endorsement line.

The Address Block
Options screen
preselects a group
of fields to create a
single object Address
Block.

• Add an Address Block with the barcode
Select this option to add a basic Address Block with a barcode.
• Add an Address Block with the barcode and endorsement line
Select this option to add a basic Address Block with both a barcode and an endorsement line.
• Add a Custom Address Block
This option offers many other address elements and options that can be used
to create a custom Address Block.


To Select a Preconfigured Address Block Option
1. Click the radio button next to the desired preconfigured Address Block option.
2. Click Next. The Print Mail Wizard Summary screen will display.
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To Select a Custom Address Block and Options
1. Select Add a custom address block.
2. Click Define to display the Custom Address Block Options screen.
3. If applicable, select fields and place them. Click OK.
4. Click Next. The Print Mail Wizard Summary screen will display.

Custom Address Block
Options give additional
formatting choices.

Finishing the Print Mail Setup
The information on the Print Mail Wizard Summary screen allows you to accept your
settings or to go back and make changes.
There are two options for completing your work with the Print Mail Wizard: preview
the labels based upon these settings or save these settings as a new template.


To Preview Labels Based On Settings

Click the Finish button with this option selected to open the layout will in the graphical Label Designer. All Print Mail templates must be saved. See below for details.
If this option is not selected, the template will still be saved but no preview will take
place.


To Save Settings as a New Template

This option is selected by default and is disabled. You must save all Print Mail templates. Since creating a custom label or envelope design can be time consuming, we
want to ensure that work is not lost. If you are creating a one-off template, you can
always delete it afterward.
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1. Click in the Name text field and enter a name for the template. This name will
display in the Print Mail Templates List.
2. Click Finish. The template will be saved, but you will not preview the layout.

Designing Custom Layouts
Custom layouts can be created by setting up entirely new templates with the Print
Mail Wizard or by editing existing templates. The tools and steps work the same no
matter which type of template format is being used. The section below gives the steps
to set up and modify an envelope template.

Creating an Envelope Template
To set up an envelope template from scratch, use the Print Mail Wizard. This includes
customizing an Address Block to use on the envelope. Then, the template can be
further edited or designed in the Label Designer.


To Set up an Envelope Template
1. Double-click the Print Mail Wizard on the Template List.
2. Click Next at the Welcome screen to display the Print Mail Template Type
screen.
3. Select Envelopes – Graphical Output.
4. Click Next to display the Graphical Envelope Options screen.
5. Select the printer type and printer driver or model, then click Next.
6. Select the desired envelope size.
7. Click Next and the Address Block Options screen will display.
8. Select Add a custom address block and click the Define button.



To Select Custom Address Block Options
1. Select the Address Block options you wish to include.
2. Click OK to return to the Address Block Options screen.
3. Click Next. The Print Mail Wizard Summary screen will display.

Finishing the Print Mail Setup for Custom Layouts
Once the template is saved, the Label Designer will launch, where you can edit the
custom template.
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To Finish the Print Mail Setup for Custom Layouts
1. Type the new template name in the Name text field.
2. Click Finish. The Label Designer will launch.

Working With Custom Layouts
The Properties window displays the General Settings selected in the Print Mail Wizard.
The white portion of envelope – surrounded by the dotted line – is the area of the
envelope usable for the layout. There is almost no limit to the ways a template can
be customized. Below is a step-by-step sequence covering some of the design options
available.


To Design the Envelope Layout
1. Click the Address Block to select it.
The Properties window now displays the properties for the Address Block. Review the options in the Properties window and make any desired changes.
2. Click and drag the Address Block to position it properly.
Notice the Compress Vertical Space value under Address Block Options in the
Properties Window is set to “Yes.” As laid out, the Address Block has two address lines. The Compress Vertical Space option eliminates a blank line when
printing any record that has only one line of address data.
3. Select the Rectangle tool
on the toolbar and draw a rectangle to represent a
placeholder for the return address. The Properties Window will now display the
properties of the rectangle.
4. Select the Static Text tool
hairs.

on the toolbar. The cursor will change to a cross-

Position the cursor in the lower left portion of the envelope about half an inch
from the bottom and the left edges.
5. Click the left mouse button and a small box will display with a blinking cursor
inside.
6. Type “Time Sensitive Materials Enclosed.”
This text box can be repositioned by clicking and dragging or by keying specific
coordinates in the Layout Options fields in the Properties window.
7. Click the Save button
8. Close the Label Designer.

on the toolbar to save your layout.
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Editing the Address Block
Even after the wizard creates the Address Block, it can be changed. For example, you
may want to move some fields around or change the greeting.


To Insert Database Fields or a Barcode
1. Double-click the Address Block. The content fields will now be highlighted.
2. Select the Database Field or Barcode tool.
3. Click where the field is needed. Select the desired field from the pop-up window.
4. If white space is needed, place the cursor at the desired location and use the
Spacebar and Enter key to add it.



To Delete Fields
1. Double-click the Address Block. The content fields will now be highlighted.
2. Click the field to be deleted and press the Delete key.



To Insert or Delete Static Text
1. Double-click the Address Block. The content fields will now be highlighted.
2. Click where the edit is needed.
3. Type as you normally would in a text field.

Working With Print Mail Templates
Copying a Print Mail Template
To create a new template from an existing one, copy the original. This action brings
up a screen where you can name the copy and add an optional description. There are
two ways to copy a Print Mail template.


To Copy a Print Mail Template
Do one of the following:
• Highlight the template and select Duplicate from the Actions pull-down menu.
• Right-click the template and select Duplicate from the shortcut menu.

Deleting a Print Mail Template
To remove a template altogether, delete it. There are several ways to delete a Print
Mail template.
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To Delete a Print Mail Template
Do one of the following:
• Highlight the template and select Delete from the Actions pull-down menu.
• Right-click the template and select Delete from the shortcut menu.
• Highlight the template and press the Delete key on the keyboard.

Viewing or Editing Print Mail Template Properties
The template name and description that display in the Templates List can be edited in the
Properties window. There are two ways to view or edit Print Mail template properties.


To View or Edit Print Mail Template Properties
Do one of the following:
• Highlight the template and select Properties from the Actions pull-down menu.
• Right-click the template and select Properties from the shortcut menu.

Displaying Print Mail Templates
To see the labels or envelopes based on an existing template, simply display it. There are
several ways to display Print Mail templates.


To Display a Print Mail Template
Do one of the following:
• Highlight the template and select Display from the Actions pull-down menu.
• Right-click the template and select Display from the shortcut menu.
• Double-click the template in the Template List.

This will launch the graphical Label Designer based on the settings in the template.
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Job Builder
Job Builder combines templates – called tasks in Job Builder – from any of the other
sections of the program in order to automate entire mailing jobs. The automated jobs
can be run immediately and/or saved for future use. The Job Builder feature is available only with the Bulk Mailer 5 Professional edition.
Job Builder uses a single window to build a series of tasks. In this environment you
selectively add tasks to build a job. As you add tasks, familiar screens from the other
Bulk Mailer 5 wizards will be displayed, allowing you to edit process settings without
leaving Job Builder.

Using Job Builder
Job Builder automates any or all steps of a mailing and will:
• Run the Job immediately and save the template for future use
• Save the Job as a template for future use without running the Job.
As you add each task to a Job Builder template, a wizard screen or series of wizard
screens are displayed to complete the setup of each task. While most of the screens
are similar to other sections of the program, these will include settings for specific
Task Properties. By using these properties, you will be able to set such options as
whether you want Bulk Mailer to display progress windows during a process or run
without displaying anything.
New tasks are
defined and added
to a Job.
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The Tasks of Job Builder
“Choose Bulk Mailer File” Task
Choosing a Bulk Mailer file is the only required task in Job Builder. As such, it is the
first task that needs to be defined. All other tasks are optional depending on the desired
results.
When you add this task, three options are available for selecting a Bulk Mailer file:
• Always use the active Bulk Mailer file
• Always use an existing Bulk Mailer file
• Always create a unique Bulk Mailer file

“Import an External File” Task
When you select this task, the Import an External File screen will display. You can either
create a new Import Template by clicking Next or select an existing Import Template.
This task will import records into the selected Bulk Mailer 5 file. On the first screen, you
can set properties for what happens when this task is processed.
This task lets you set properties to:
• Show a Progress screen during importing
• Close the Progress screen after importing
• Pause the Job after this task is completed

“Run Address Correction” Task
When you select this task, the Address Correction Task screen displays. You can either
accept the default settings or modify them. On the first screen, you can also set properties
for what happens when this task is processed.
This task lets you set properties for printing Address Correction reports:
• Do not print or preview
• Automatically preview
• Automatically print (with default printer options)
• Save as PDF file.
If you select Automatically Print, click Choose to select the printer. If you select Save as
PDF file, click Choose to select a location and to specify a file name.
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This task also lets you set properties to:
• Show a Progress screen during processing
• Close the Progress screen after processing
• Pause the Job after this task is completed.

“Run Move Update” Task
The Move Update service is available on a subscription basis. You must register for
this service and have a valid ID and Password before a Move Update task can be
added to Job Builder.
When you select this task, the Move Update Task screen displays. You can either accept the default settings or modify them. On the first screen, you also can set properties for what happens when this task is processed.
This task lets you set properties for printing reports:
• Do not print or preview
• Automatically preview
• Automatically print (with default printer options)
• Save as PDF file.
If you select Automatically Print, click Choose to select the printer. If you select Save
as PDF file, click Choose to select a location and to specify a file name.
This task also lets you set properties to:
• Show a Progress screen during processing
• Close the Progress screen after processing
• Pause the Job after this task is completed

“Run Duplication Search” Task
When you select this task, the Duplication Search Task screen displays. You can select
an existing Duplication Search template or you can create a new Duplication Search
template by clicking Next. This task will find possible duplicate records in the open
Bulk Mailer 5 file. On the first screen, you can also set properties for what happens
when this task is processed.
This task lets you set properties to:
• Show a Progress screen during processing
• Close the Progress screen after processing
• Automatically delete duplicates
• Pause the Job after this task is completed.
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“Group the Records” Task
When you select this task, the Group Records screen displays. You can select an existing
Group template or create a new Group template by clicking Next. This task will filter your
list based on the criteria defined in the selected Group. On the first screen, you can also
set properties for what happens when this task is processed.
This task lets you set a property to:
• Pause the Job after this task is completed.

“Mail Sort the Records” Task
When you select this task, the Mail Sort Task screen displays. You can either create a new
Mail Sort template by clicking Next or select an existing Mail Sort template. This task will
presort your list based on the sort options defined in your selected Mail Sort template. On
the first screen, you can also set properties for what happens when this task is processed.
This task lets you set properties to:
• Show a Progress screen during processing
• Close the Progress screen after processing
• Pause the Job after this task is completed

“Print the Records” Task
When you select this task, the Print Mail Task screen displays. You can either select an existing Print Mail template or create a new Print Mail template by clicking Next. This task
will print your list based on the options defined in the selected Print Mail template. On
the first screen, you can also set properties for what happens when this task is processed.
This task lets you set properties to:
• Automatically preview labels or envelopes
• Automatically print labels or envelopes
• Pause the Job after this task is completed.

“Export the Records” Task
When you select this task, the Export to a Destination File screen displays. You can either
create a new Export template by clicking Next or select an existing Export template. This
task will export records into the selected file. On the first screen, you can also set properties for what happens when this task is processed.
This task lets you set properties to:
• Show a Progress screen during exporting
• Close the Progress screen after exporting
		

• Pause the Job after this task is completed.
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Opening Job Builder
The Job Builder screen is where you name the Job and build the list of tasks to include. To combine a number of template-based tasks into an automated Job, open the
Job Builder.


To Open the Job Builder

Double-click Job Builder on the Job Template List.

Editing Existing Tasks
Tasks in a Job can be edited at any time.


To Edit a Task

Highlight the task to be edited and click the Edit button, or double-click the task in
the Task List. It will be launched in the appropriate wizard, where you can edit it.


To Change Task Order

Highlight the task to be moved and click the Up or Down buttons to reorder it.


To Delete a Task

Highlight the task to be deleted and click the Delete button.

Finishing the Job Builder Setup
Bulk Mailer 5 automatically generates a name for each new Job. The default names are
numbered: Job #001, Job #002 and so on. Default names can be changed at any time.
All Jobs must be saved. If you do not need to keep a particular Job, it can be deleted
from the Job Builder Template List. There are two options for completing your work
with Job Builder: save the template and run the Job immediately or save the template
without running the Job.


To Save the Template and Run the Job Immediately
1. Enter the Job name (or accept the default value) in the Name text field.
2. Select the Run job immediately option.
3. Click OK to save the template and run the Job.



To Save the Template Without Running the Job
1. Enter the Job name (or accept the default value) in the Name text field.
2. Click the Save but do not run Job button.
3. Click OK to save the template.
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Working With Job Templates
Opening a Job Template
There are several ways to open a Job template.


To Open a Job Template
Do one of the following:
• Highlight the template and select Open from the Actions pull-down menu.
• Right-click the template and select Open from the shortcut menu.
• Double-click the template in the Template List.
This will launch the Job Builder Wizard and allow you to review and/or edit the settings, or you can choose to run the Job immediately.

Copying a Job Template
There are two ways to copy a Job template.


To Copy a Job Template
Do one of the following:
• Highlight the template and select Duplicate from the Actions pull-down menu.
• Right-click the template and select Duplicate from the shortcut menu.

Deleting a Job Template
There are several ways to delete a Job template.


To Delete a Job Template
Do one of the following:
• Highlight the template and select Delete from the Actions pull-down menu.
• Right-click the template and select Delete from the shortcut menu.
• Highlight the template and press the Delete key on the keyboard.

Viewing or Editing Job Template Properties
There are two ways to view or edit Job template properties.
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To View or Edit Job Template Properties
Do one of the following:
• Highlight the template and select Properties from the Actions pull-down
menu.
• Right-click the template and select Properties from the shortcut menu.
The Properties window allows you to edit the template name and description that
displays in the Job Templates List.

Running a Job Template
There are three ways to run a Job template.


To Run a Job Template
Do one of the following:
• Highlight the template and select Run from the Actions pull-down menu.
• Right-click the template and select Run from the shortcut menu.
• Double-click the template to launch the Job Builder. Here you can review 		
		 and/or edit settings, or choose to run the Job immediately.
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Main Detail View Data Tab Definitions
Data Field Definitions for Main Detail View Tabs
Contact Tab
The Contact tab displays three phone number fields, an e-mail address field and a
Web site field. An e-mail can be generated by clicking the arrow next to the e-mail address. You can launch the Web site by clicking the arrow next to the Web site URL.

Dates Tab
The Dates tab contains fields for tracking subscription start and end dates, two user
defined dates and dates of this record’s creation and last modification. The Subscription and Personal dates are automatically populated with your computer’s current
system date, but they can be changed in all cases. The Record Creation and Last
Modified dates cannot be edited.

Notes Tab
In this tab, you can attach notes to a record for your future reference. Each note can
contain up to 255 characters. When exported, the Notes export as one field.

User Defined Tab
The names of the fields in this tab are customizable. To change User Defined field
names, select Manage User Defined Fields from the File menu. Only the five main
User Defined fields display in the Main View. The Advanced User Defined fields (6-15)
can be accessed in any List View with the “Show All Fields” option checked as part of
the template settings. If field names have been customized, they will display here.

CASS Results Tab
This tab summarizes the data from the most recent Address Correction processing. If
no Address Correction processing has been done, the fields will be blank.
The Main View is the easiest place to review Address Correction errors for specific
records.

Move/DPV Results Tab
This tab is active only for users who have subscribed to the Move Update service and/or
installed the DPV Add-On. The DPV Add-On is available only for the Bulk Mailer 5 Professional edition. For more information, see the Add-On Addendum.
The information on this tab summarizes the Move Update and DPV data.
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Status Codes
Address Correction Error Codes
Value/Range

Description

Corrected
0, 7, 8

No Changes

0 		

No significant changes

7 		

Matched to unique ZIP Code; delivery address line not
verified

8 		

Matched to general delivery ZIP Code; delivery address line
not verified

11-20

Special Situations

11

Alias match

12

ZIP Code move match

13

Alternate match

21-30

Last Line Changes

21

City changed

22

City and state changed

23

City and ZIP Code changed

24

City, state and ZIP Code changed

25

ZIP Code changed

26

ZIP Code and State changed

27

State changed

31-90

Delivery Address Line Changes

31

Street name changed

32

Street name and suffix changed
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33

Street name and directional changed

34

Street name, suffix and directional changed

35

Street name and city changed

36

Street name, city and state changed

37

Street name, city and ZIP Code changed

38

Street name, city, state and ZIP Code changed

39

Street name and ZIP Code changed

40

Street name, ZIP Code and state changed

41

Street name and state changed

42			

Street name, suffix and city changed

43 		

Street name, suffix, city and state changed

44 		

Street name, suffix, city and ZIP Code changed

45 		

Street name, suffix, city, state and ZIP Code changed

46 		

Street name, suffix and ZIP Code changed

47 		

Street name, suffix, ZIP Code and state changed

48 		

Street name, suffix and state changed

49 		

Street name, directional and city changed

50 		

Street name, directional, city and state changed

51 		

Street name, directional, city and ZIP Code changed

52 		

Street name, directional, city, state and ZIP Code changed

53 		

Street name, directional and ZIP Code changed

54 		

Street name, directional, ZIP Code and state changed

55 		

Street name, directional and state changed

56 		

Street name, suffix, directional and city changed

57 		

Street name, suffix, directional, city and state changed

58 		

Street name, suffix, directional, city and ZIP Code changed

59 		
		

Street name, suffix, directional, city, state and ZIP Code 		
changed

60 		

Street name, suffix, directional and ZIP Code changed

61 		

Street name, suffix, directional, ZIP Code and state changed
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62 		

Street name, suffix, directional and state changed

63 		

Suffix changed

64 		

Suffix and directional changed

65 		

Suffix and city changed

66 		

Suffix, city and state changed

67 		

Suffix, city and ZIP Code changed

68 		

Suffix, city, state and ZIP Code changed

69 		

Suffix and ZIP Code changed

70 		

Suffix, ZIP Code and state changed

71 		

Suffix and state changed

72 		

Suffix, directional and city changed

73 		

Suffix, directional, city and state changed

74 		

Suffix, directional, city and ZIP Code changed

75 		

Suffix, directional, city, state and ZIP Code changed

76 		

Suffix, directional and ZIP Code changed

77 		

Suffix, directional, ZIP Code and state changed

78 		

Suffix, directional and state changed

79 		

Directional changed

80 		

Directional and city changed

81 		

Directional, city and state changed

82 		

Directional, city and ZIP Code changed

83 		

Directional, city, state and ZIP Code changed

84 		

Directional and ZIP Code changed

85 		

Directional, ZIP Code and state changed

86 		

Directional and state changed

91-99

DPV Warnings

91 		

Failed DPV because of invalid primary

92 		

Failed DPV because of invalid secondary
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93 		

Failed DPV because of missing secondary

94 		

Failed DPV because of invalid PO, RR or HC box number

Uncorrected
111-120

Last Line Parsing

111

No input ZIP Code, no input state and no input city

112

No input ZIP Code and no input city

113

Foreign address

114

Could not parse last line from Address Block

211-220

Last Line Retrieval

211

No input ZIP Code, no input state and input city invalid

212

No input ZIP Code, input state invalid and input city invalid

213

Input ZIP Code invalid, no input state and input city invalid

214
		

Input ZIP Code invalid, input state invalid and input city 		
invalid

215

Input ZIP Code invalid and no input city

216

Unique input ZIP Code does not match input city/state

311-320

Address Line Parsing

311

Could not parse a primary number from input data

312

Could not parse a street name from input data

313

Address lines blank

411-430

Address Line Retrieval

411

Primary number invalid

412

Street name invalid

413

Similar street names were found but with no exact matches

414

Multiple possible matches with different ZIP + 4 codes 		
were found
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415

Predirectional required to choose from multiple possible 		
matches

416

Postdirectional required to choose from multiple possible 		
matches

417

Suffix required to choose from multiple possible matches

418

Directional and suffix required to choose from multiple 		
possible matches

419

Valid ZIP Code required to choose from multiple possible 		
matches

420

Valid city name required to choose from multiple possible 		
matches

421

Valid urbanization required to choose from multiple possible 		
matches

422

Matched to undeliverable address; 5-digit coded

491-499

DPV Failures

491

ZIP + 4 coded but failed DPV because of invalid primary

492

ZIP + 4 coded but failed DPV because of invalid secondary

493

ZIP + 4 coded but failed DPV because of missing secondary

494
ZIP + 4 coded but failed DPV because of invalid PO, RR or HC
		 box number
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Glossary
3-digit
The presort level where the ZIP Code in the delivery address on all pieces begins with the same
three digits.
3-digit scheme
The ZIP Code on the delivery address on all pieces begins with one of the 3-digit prefixes processed by the USPS as a single scheme (see L003) and that, subject to standard, may be presorted
together as a single group.
5-digit
A presort level where the delivery address on all pieces includes the same 5-digit ZIP Code.
5-digit scheme
The 5-digit ZIP Codes identified in the USPS City State File and processed by the USPS as a single
scheme and that, subject to standard, may be presorted together as a single group. The 5-digit
scheme sort is always optional.
AADC
see Automated Area Distribution Center
ACS
see Address Change Service
Action Pull-Down Menu
The Action pull-down menu, located immediately below the Header/Subheader, allows you to
perform certain maintenance tasks on the currently highlighted file or template. Clicking on
the Action pull-down menu displays the options available on the active page. The options vary
slightly from one section to another.
ADC
see Area Distribution Center
ADC/AADC Presort
All pieces are addressed for delivery in the service area of the same ADC or AADC.
Add-On Manager
Used to activate the optional Add-on components of Bulk Mailer 5. Add-ons are available for
Bulk Mailer 5 Professional edition only. Accessed via the Tools menu. See the Add-On Addendum
for information about Add-ons.
Additional Entry (AE)
A post office other than the office of original entry where a publisher is authorized to mail a
Periodicals publication.
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Address Browser
A utility to help certify addresses that fail the Address Correction process. It launches when you
make an attempt made to correct an individual address in a View.
Address Change Service (ACS)
An automated process from the USPS that provides change-of-address information to participating mailers who maintain computerized mailing lists. This information is sent out on disks.
address correction service
A system of ancillary service endorsements that allows mailers to obtain the addressee’s new
(forwarding) address or the reason for nondelivery from the USPS.
Address Element Correction (AEC)
A process that identifies and revises incomplete or incorrect computerized address files and then
attaches ZIP + 4 and Carrier Route codes. It involves computer matching address records that
cannot be coded using CASS-certified address matching software.
Address Quality
Address Quality is both a process and a goal. The higher the quality of the addresses, the better
the results will be from the mailing. The benefits of address quality are lower postage rates, less
wasted literature and fewer missed opportunities. Bulk Mailer 5 increases address quality using
three different tools: Address Correction, Move Update and Duplication Search.
AE
see Additional Entry
AEC
see Address Element Correction
Alternate Mailing System (AMS)
A procedure, authorized by the manager, Business Mailer Support, that provides methods for
accepting permit imprint mail to ensure proper postage payment and mail preparation without
verification by weight.
AMS
see Alternate Mailing System
ancillary service
Forwarding, return or address correction service included within a mail class. Depending on the
mail class, these services are performed at a charge or at no additional charge, if and when the
service is actually provided. see also forward
Area Distribution Center (ADC)
A mail processing facility that receives and distributes mail destined for specific ZIP Codes.
ASF
see Auxiliary Service Facility
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aspect ratio
The dimension of a mail piece expressed as a ratio of length divided by height (for letters and
cards, length is the dimension parallel to the address as read). For example, a postcard 5-1/2
inches long by 3-1/2 inches high has an aspect ratio of 1.57. An aspect ratio between 1.3 and
2.5, inclusive, is required for automation compatibility. see also non-machinable surcharge
Automated Area Distribution Center (AADC)
A distribution center that uses multiline optical character readers (MLOCRs), barcode sorters and
other equipment designed for processing automation-compatible mail.
automation discount
A postage reduction offered to mailers who barcode their mail pieces and meet addressing, readability and other requirements for processing on automated equipment.
automation-compatible mail
Mail that can be scanned and processed by automated mail processing equipment, such as a
barcode sorter.
Auxiliary Service Facility (ASF)
A mechanized facility, usually part of a general mail facility, that has its own service area and
serves as a satellite processing hub for a particular Bulk Mail Center (BMC).
barcode (BC)
A series of vertical bars and spaces that represent any numerical series, most often a correct ZIP
Code for the delivery address on a mail piece. The barcode facilitates automated processing by
barcode readers and scanners. A barcode also can be used to convey information for Delivery
Confirmation and Signature Confirmation services. Barcodes that may be used for postal processing are POSTNET, Interleaved 2-of-5, Code 39, Code 128 and UCC/EAN Code 128. see also
delivery point barcode and Postal Numeric Encoding Technique
barcode clear zone
A rectangular area in the lower right part of a letter-size mail piece that must be kept free of
printing and symbols, except for the barcode itself. This requirement allows automated processing machines to read or apply a barcode.
barcode read area
A small area within the barcode clear zone in which the barcode must be printed. This area is
defined by the position of the left most bar of the barcode and the bottom edge of the bar.
barcoded container label
A tray or sack label that has a barcode that can be read and processed by an automated tray or
sack handling system.
barcoded discount
A postage discount available for certain Standard Mail and Package Services machinable parcels
and Bound Printed Matter flats that bear a correct barcode and meet other size, shape and volume requirements.
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BC
see barcode
BMC
see Bulk Mail Center
BMEU
see Business Mail Entry Unit
BRM
see Business Reply Mail
Bulk Mail Center (BMC)
A highly mechanized mail processing plant that distributes Standard Mail and Package Services
in piece and bulk form. see also auxiliary service facility
Bulk Mailer files
The file that contains all of the information related to a mailing list. Data can be imported or
entered manually. The templates created with the program Wizards are then applied to Bulk
Mailer files.
bundle
A group of mail pieces secured together into a single piece or unit under the standards applicable to the rate claimed.
Business Mail Entry Unit (BMEU)
The area of a postal facility where mailers present bulk, presorted and permit imprint mail for
acceptance. The BMEU includes dedicated platform space, office space and a staging area on the
workroom floor.
Business Reply Mail (BRM)
A service that allows a permit holder to receive First-Class Mail and Priority Mail back from customers and pay postage only for the returned pieces. These pieces must have a specific address
and format. Postage and per-piece charges are collected when the mail is delivered back to the
permit holder.
Carrier Route (CR)
The addresses to which a letter carrier delivers mail. In common usage, carrier route includes
city routes, rural routes, highway contract routes, post office box sections and general delivery
units.
Carrier Route file
The official listing of all city and non-city delivery post offices, available to mailers in a standardized format. It contains schemes for city routes, rural routes, highway contract routes, post
office box sections and general delivery units. The data are formatted by ZIP Code, street name
and ranged street numbers.
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Carrier Route Presort mail
Mail sorted by carrier route to qualify for discount postage rates that requires no primary or
secondary distribution. The term is also a general descriptor of the available rates for this type
of preparation, which includes Enhanced Carrier Route Standard Mail, automation carrier route
First-Class Mail, carrier route Periodicals and carrier route Bound Printed Matter.
CASS
see Coding Accuracy Support System
Centralized Postage Payment System (CPP)
A postage payment system that allows publishers of authorized Periodicals publications entered
at three or more post offices to pay postage at a single postal facility rather than through individual accounts maintained at each entry post office.
CFS
see Computerized Forwarding System
CIN
see Content Identifier Number
classification
The grouping of mailable matter into mail classes and subclasses by rate categories according to
content, weight, size and preparation standards.
Coding Accuracy Support System (CASS)
A service offered to mailers, service bureaus and software vendors that improves the accuracy
of matching to delivery point codes, ZIP + 4 codes, 5-digit ZIP Codes, and carrier route codes
on mail pieces. CASS provides a common platform to measure the quality of address matching
software and to diagnose and correct software problems.
combined mailing
A mailing in which individually addressed mail pieces are merged and sorted
together, usually using two or more postage payment methods.
commingle
To integrate dissimilar mail, such as subscriber and nonsubscriber copies or machinable and irregular parcels, into the same mailing.
Computerized Forwarding System (CFS)
A centralized, computerized address label-generating operation that performs address correction
and forwards or returns undeliverable-as-addressed mail to customers.
Content Identifier Number (CIN)
A code number on a tray or sack label that identifies the class of mail and presort level.
copalletize
To combine two or more different mailstreams and present them together on pallets.

BULK MAILER 5

User Manual

Courtesy Reply Mail (CRM)
Envelopes or postcards that a mailer provides to its customers to expedite delivery of their
responses. The customer affixes the reply postage before mailing.
CPP
see Centralized Postage Payment System
CR
see Carrier Route
CRM
see Courtesy Reply Mail
Current Count
In the Data Details window, the number of records from the current file which are active. This
number will generally differ from the Total Count if a Group has been applied.
DADC rate
see Destination Area Distribution Center rate
Data Details
The Data Details window provides you with information about the currently active Bulk Mailer
file or Group.
DBMC rate
see Destination Bulk Mail Center rate
DDU rate
see Destination Delivery Unit rate
delimited text file
A text file whose fields of data are set apart, or delimited, by tabs, commas or some other character used to delineate the end of one field and the beginning of another.
Delivery Point barcode (DPBC)
A POSTNET barcode that consists of 62 bars with beginning and ending frame bars and five
bars each for the nine digits of the ZIP + 4 code, the last two digits of the primary street address
number (or post office box, etc.) and a check digit. The DPBC allows automated sortation of letter mail to the carrier level in walk sequence.
Delivery Point Validation
An optional Add-On available only with Bulk Mailer 5 Professional edition. Delivery Point Validation confirms the actual existence of addresses against the USPS master database.
delivery sequenced mail
Mail that is arranged by a mailer in delivery order for a particular carrier route. This mail requires no primary or secondary distribution.
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Destination Area Distribution Center (DADC) rate
A rate available for Periodicals mail that is prepared and entered by the mailer at the Area Distribution Center (ADC) that serves the delivery address on the mail.
Destination Bulk Mail Center (DBMC) rate
A rate available for Standard Mail, Parcel Post and Bound Printed Matter that is properly prepared and entered by the mailer at the BMC or other designated postal facility that serves the
delivery address on the mail.
Destination Delivery Unit (DDU) rate
A rate available for Periodicals, Standard Mail, Parcel Post and Bound Printed Matter that is
properly prepared and entered by the mailer at the delivery unit that serves the delivery address
on the mail.
Destination Sectional Center Facility (DSCF) rate
A rate available for Periodicals, Standard Mail, Parcel Post and Bound Printed Matter that is
properly prepared and entered by the mailer at the Sectional Center Facility (SCF) or other designated postal facility that serves the delivery address on the mail.
direct mail
Another name for advertising mail sent to targeted markets. It can be any mail class, but it is
usually Standard Mail.
DMM
see Domestic Mail Manual
Domestic Mail Manual (DMM)
The USPS manual that contains the basic standards governing domestic mail services, descriptions of the mail classes and services and conditions governing their uses, standards for rate
eligibility and mail preparation and all postage rates and fees. Domestic mail is classified by size,
weight, content, service and other factors.
DPBC
see Delivery Point barcode
DPV
see Delivery Point Validation
drop shipment
Using private (nonpostal) transportation to ship a mailing from the point of production to a
postal facility located closer to the destination of that product. Express Mail and Priority Mail
drop shipment service can be used instead of a private carrier.
DSCF rate
see Destination Sectional Center Facility rate
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eligibility
Qualification standards such as content, mail processing category and preparation applied to
mail for a specific rate or discount.
EMM
see Extended Managed Mail tray
endorsement
An authorized marking on a mail piece that shows handling instructions, a service or a request
for an ancillary service. see also marking
endorsement line
see optional endorsement line
Enhanced Carrier Route (Auto)
Refers to an Enhanced Carrier Route mailing (at least 200 pieces) eligible to receive the Automation Basic Rate. Applies to 10 or more pieces to the same carrier route. Pieces must be 100%
delivery point barcoded and 100% CASS-certified within 90 days before the mailing date.
Enhanced Carrier Route (LOT)
Refers to an Enhanced Carrier Route mailing (at least 200 pieces) eligible to receive the Basic
Rate. Applies to 10 or more pieces to the same carrier route. Pieces must be 100% CASS certified
within 90 days before the mailing date and must be in line-of-travel or walk sequence order.
Enhanced Carrier Route (WS)
Refers to an Enhanced Carrier Route mailing (at least 200 pieces) eligible to receive the High
Density Rate. Applies to 125 or more pieces to the same carrier route. Pieces must be 100% CASS
certified within 90 days before the mailing date and must be in walk sequence order.
Enhanced Carrier Route Standard Mail
Two subclasses of Standard Mail (Regular and Nonprofit).
entry BMC
A Bulk Mail Center (BMC), including its satellite Auxiliary Service Facility (ASF) unless specified
otherwise, at which mail is entered by the mailer. see also Bulk Mail Center and Auxiliary Service
Facility
entry facility
The USPS mail processing facility (e.g., BMC, SCF) that serves the post office at which the mail is
entered by the mailer. Also called origin facility.
entry post office
A post office at which a Centralized Postage Payment System (CPP) mailer deposits mailings
to be paid for through an account maintained at the designated post office. see also Centralized
Postage Payment System
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entry SCF 3-digit(s)
The presort level where the ZIP Code in the delivery address on all pieces begins with one of the
3-digit prefixes processed at the postal facility in whose service area the mailer is located.
Extended Managed Mail tray (EMM)
A two-foot letter tray that measures 21-3/4 inches long by 11-1/2 inches wide (inside bottom
dimensions) by 6-1/8 inches high. Must be used for “tall” letter-size mail that does not fit in a
regular Managed Mail (MM) tray.
face
The side of a mail piece with the delivery address. Also, to arrange mail in a uniform orientation;
that is, with the delivery address facing forward and the postage area positioned in the upper
right corner.
Facing Identification Mark (FIM)
A series of five or six vertical bars used by automated postal equipment to identify, orient and
separate reply mail and mail produced by PC postage systems and some postage meters.
FCM
see First-Class Mail
File Details
The File/Template Details, located immediately above the list, are the column headings identifying the descriptive details of each file or template list. These vary slightly from page to page
depending upon the section of the program that is currently active.
File List
The File List occupies the majority of the Home page and displays all the files that have been
created in the program.
First-Class Mail (FCM)
A class of mail that includes all matter wholly or partly in writing or typewriting, all actual and
personal correspondence, all bills and statements of account and all matter sealed or otherwise
closed against inspection. Priority Mail is a subclass of First-Class Mail. Any mailable matter may
be sent as First-Class Mail.
flat
The general term for flat-size mail, named so because the large mail is sorted without bending it
so that the mail remains flat.
flat-size mail
A mailpiece that exceeds one of the dimensions for letter-size mail (11-1/2 inches long, 6-1/8
inches high, 1/4 inch thick) but that does not exceed the maximum dimension for the mail processing category (15 inches long, 12 inches high, 3/4 inch thick). Dimensions are different for
automation rate flat-size mail. Flat-size mail may be unwrapped, sleeved, wrapped or enveloped.
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FLTS
An abbreviation used on mail container labels that identifies the contents as flat-size.
forward
To redirect mail to the intended recipient’s new delivery address in cases where Form 3575,
Change of Address Order, or other written or personal notice has been filed with the local post
office. see also Address Change Service, address correction service and ancillary service
full flat tray
A tray that is sufficiently filled with flats to allow or require preparation to the corresponding
presort destination. A full flat tray contains at least enough pieces so that a single stack of mail
lying flat on the bottom of the tray reaches to the bottom of the hand holds. Additional pieces
must be added when possible to physically fill the tray.
full letter tray
A full tray is filled between 75% and 100% with faced, upright pieces. Each tray must be physically filled to capacity before the filling of the next tray. see also less-than-full tray and overflow
tray
full sack
A sack filled with the minimum number of pieces needed to qualify for the class and rate
claimed.
HCR
see Highway Contract Route
Header
The Header, located immediately below the Menu Bar, tells you which page is currently active.
Highway Contract Route (HCR)
A route of travel served by a postal contractor to carry mail over highways between designated
points. Some HCRs include mail delivery to addresses along the line of travel. Formerly called
star route.
IBI
see Information-Based Indicia
identical piece
An individual mail piece that has the same mail classification and physical aspect, size and
weight as all other pieces in a mailing.
indicia
Imprinted designation on mail that denotes postage payment, such as a metered postage or
permit imprint.
Information-Based Indicia (IBI)
Digital indicia that include human-readable information and a USPS-approved two-dimensional
barcode with a digital signature and other required fields.
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irregular parcels and pieces
Parcels that do not meet the dimensional criteria of machinable parcels and other parcels that
cannot be processed by parcel sorters; for example, a noncaseable flat, small cube or fragile parcel, paper or sleeve-wrapped catalog, or sackable roll, tube, or film.
Job Builder
The scriptable utility that allows you to combine a series of templates to automate a mailing and
to schedule a time for it to run.
keyline
Optional mailer information printed in or above the address or in the lower left corner of the
envelope. The information in a keyline identifies the mail piece and its presort level. Under
some postage payment systems, the keyline is a required line that contains specific information
about the mail piece.
Label Designer
The Bulk Mailer 5 Label Designer is an embedded drawing and layout application that includes
precision tools for creating labels, envelopes and mailing pieces exactly the way you want them.
In Design Mode you can edit existing label, envelope and Address Block templates or create your
own templates from scratch. In Preview Mode, you can see a graphical representation of your
printed output.
less-than-full tray
A tray that contains mail for a single destination that was not preceded by a full tray for that
destination. Less-than-full trays may be prepared only if permitted by the standards for the rate
claimed.
letter-size mail
A mail processing category of mail pieces, including cards, that do not exceed any of the dimensions for letter-size mail: 11-1/2 inches long, 6-1/8 inches high and 1/4 inch thick.
Line-Of-Travel (LOT) sequence
A sequence required for some Enhanced Carrier Route and carrier route rates in which mail
pieces are arranged by ZIP + 4 codes in the order in which the route is served by the carrier. The
mail pieces are sequenced in delivery order.
Log File
The Log File is a diagnostic tool to assist support in helping you with any difficulties. Do not
modify this information without assistance from Satori Software’s Technical Support Department. The Log file is accessed via the Tools Menu.
LOT sequence
see Line-Of-Travel sequence
LTR (or LTRS)
An abbreviation used on mail container labels that identifies the contents as letter-size pieces.
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MACH
An abbreviation used on mail container labels that identifies the contents as machinable letters
or parcels (mail that can be processed on mechanized mail sorting equipment).
machinable
The ability of a mail piece to be sorted by mail processing equipment. Compare with nonmachinable.
machinable parcel
A parcel that is of the correct size and weight to be safely sorted by mail processing machinery
such as a parcel sorting machine.
mail
Any mailable matter that is accepted for mail processing and delivery by the USPS. Also, the
sum total of the mail at any time that is in USPS custody. To deposit a mailable item in a collection box or present the item or a mailing for large quantities of mail pieces at a post office or
business mail entry unit.
mail class
The classification of domestic mail according to content; for example, personal correspondence
versus printed advertising). It is codified in the Domestic Mail Classification Schedule.
mailing
A group of mailpieces within the same mail class and mail processing category that may be
sorted together under the appropriate standards. Also, the action of depositing or presenting
mail at a post office.
mailing agent
A private third party that mails on behalf of someone else.
mailing statement
see postage statement
Managed Mail (MM) tray
A stackable cardboard or plastic container with an enclosing cardboard sleeve and plastic strap
that is used to transport letter mail to or between post offices.
Manifest Mailing System (MMS)
A postage payment system that enables the USPS to accept and verify permit imprint mailings
that contain nonidentical-weight and/or nonidentical-rate pieces of the same mail class (except
Periodicals) and same mail processing category. These pieces are prepared by the mailer according to certain standards and require specialized documentation.
marking
Words or abbreviations printed on a mail piece that show the class of mail, presort level or
ancillary service endorsement. see also endorsement
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Menu Bar
The Menu Bar, located immediately below the Title Bar, provides menu access and shortcuts to a
wide range of the functionality of Bulk Mailer 5.
Merge/Purge
A Bulk Mailer 5 utility that allows you to combine and optionally exclude records using multiple mailing lists.
Meter Reply Mail (MRM)
A preprinted return envelope, card or label provided by a meter license holder as a courtesy to
customers on which the postage is prepaid as a meter impression. Compare to business reply
mail and courtesy reply mail.
meter stamp
A postage imprint, either on tape or as a direct impression, to show prepayment of postage
applied in the upper right corner of the envelope, address label or tag. The type, size and style
of the imprint must be fixed when the postage meter or PC postage system is approved by the
USPS. For letter-size mail, the imprint must be set in fluorescent ink unless another approved
method is used. Meter stamps may be used to pay postage for all mail classes except Periodicals.
metered mail
Any piece of mail with postage printed by a USPS-approved postage meter.
minimum size standard
The smallest dimensions permitted for all mailable matter or for a specific mail processing category or specific rate.
mixed class
A mailing containing more than one class of mail. With certain exceptions, the postage on the
entire piece or bundle is charged at the rate of the higher class.
mixed presort (BMC, AADC, etc.)
The presort level where the pieces are for more than one presort destination.
Move Update
A subscription service from Satori Software that corrects addresses in your files by matching the
list against the changes of address on file with the USPS. Internet-based, real-time updates are
made possible with this service.
MM tray
see Managed Mail tray
MMS
see Manifest Mailing System
MRM
see Meter Reply Mail
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MXD
An abbreviation used on mail container labels that identifies the contents as mixed mail for different destinations. Usually indicates the last presort level in a sequence.
National Change Of Address (NCOA)
An address correction service that the USPS provides to mailers through USPS licensees. The
licensees match mailing lists submitted to them on tape or disk against change-of-address information for the entire country from all Computerized Forwarding System units. If a match is
made, NCOA can correct the address before it is printed on a mail piece.
Navigation bar
The Navigation Bar is the column along the left side of the screen that allows you to move from
one section of the program to another. It is always there so you can move around quickly.
NCOALink
see National Change Of Address
nonmachinable
Describes a mail piece that cannot be sorted on mail processing equipment because of size,
shape, content or address legibility. Such mail must be processed manually and could be subject
to a surcharge.
nonmachinable surcharge
A surcharge on some First-Class Mail, Standard Mail and Parcel Post pieces that have physical
characteristics that prevent the pieces from being processed on automated equipment. Characteristics that make a piece nonmachinable include weight, rigidity and uneven thickness.
Nonprofit
Refers to rate eligibility based upon the Mailer being a Non Profit organization. Requires a Non
Profit eligible Bulk Mail permit.
Nonprofit rate
A preferred rate for a periodicals publisher authorized to mail as a nonprofit organization.
Nonprofit Standard Mail
A subclass of Standard Mail that is available only to qualified organizations specified by U.S.
statute.
OBMC Presort rate
see Origin Bulk Mail Center Presort rate
OCR
see Optical Character Reader
OEL
see Optional Endorsement Line
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Optical Character Reader (OCR)
An automated mail sorting machine that interprets the address information on a letter-size mail
piece and sprays the corresponding ZIP Code information onto the piece as a barcode.
Optional Endorsement Line (OEL)
A series of specific printed characters on the top line of the Address Block that identifies the
sortation level of a bundle and may contain an ACS participant code. The OEL is used in place
of bundle labels.
Origin Bulk Mail Center (OBMC) presort rate
A rate available for Parcel Post that is properly prepared and entered by the mailer at the origin
BMC or other designated postal facility.
origin ZIP Code
The ZIP code where the mail is dropped.
overflow tray
A less-than-full tray that contains pieces remaining after preparation of full trays for the same
destination. Overflow trays may be prepared only if allowed by the standards for the rate
claimed.
Package Services
A class of mail that comprises four subclasses: Bound Printed Matter, Library Mail, Parcel Post
and Media Mail. There is no minimum weight limit for Package Services.
pallet
A reusable platform on which mail is stacked to be moved as a single unit. Pallets are made of
rigid material designed for four-way forklift entry and capable of handling loads of up to 65 cubic feet and 2,200 pounds. A USPS pallet measures 48 by 40 inches. see also copalletize and top cap
parcel
Mail that does not meet the mail processing category of letter-size mail or flat-size mail. It is usually enclosed in a mailing container, such as a box.
PAVE
see Presort Accuracy Validation and Evaluation
PC Postage System
A postage system used on personal computers that prints postage onto mailpieces using information-based indicia.
P&DC/F
see Processing and Distribution Center/Facility
Periodicals
A class of mail consisting of magazines, newspapers or other publications formed of printed
sheets that are issued at least four times a year at regular, specified intervals from a known office
of publication. Periodicals must have a legitimate list of subscribers and requesters.
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permit
Any authorization required for specific types of preparation or postage payment. Specifically, an
authorization to mail without postage affixed by using indicia or an imprint. Payment is made
against an advance deposit account that is established with the USPS for postage and services.
Permits are also required to participate in certain programs, such as business reply mail.
permit imprint
Printed indicia, instead of an adhesive postage stamp or meter stamp, that shows postage prepayment by an authorized mailer.
piece
An individually addressed mail piece. This definition also applies when the term piece is used
in eligibility standards. Quantities indicated for optional or required sortations always refer to
pieces unless specifically excepted.
piece rate
For some mail classes, the postage charged for each mail piece in addition to the pound rate
charge.
piece weight
The weight, in either pounds or ounces, of a single piece.
piece width
The number of pieces that fit comfortably into an inch. This figure is used to determine the correct number of pieces for one foot trays, two foot trays and bundles.
Plant-Verified Drop Shipment (PVDS)
A procedure that enables origin verification and postage payment for shipments transported by
the mailer from the mailer’s plant to destination post offices for USPS acceptance as mail. PVDS
is typically used for mailings for which a destination entry discount is claimed.
postage
Payment for delivery service that is affixed or imprinted to a mailpiece, usually in the form of a
postage stamp, permit imprint or meter impression.
postage statement
Documentation provided by a mailer to the USPS that reports the volume of mail being presented and the postage payable or affixed, and certifies that the mail meets the applicable eligibility
standards for the rate claimed.
Postal Numeric Encoding Technique (POSTNET)
The barcode system used on letter-size and flat-size mail pieces for encoding the delivery point
information and ZIP + 4 code information. see also delivery point barcode
postcard
A privately printed mailing card. Compare to stamped card.
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POSTNET
see Postal Numeric Encoding Technique
precancel
To cancel postage stamps or stamped envelopes before mailing. If authorized, bulk mailers may
precancel their own postage.
precanceled stamp
A postage stamp canceled by marking across the face before it is sold to mailers for use with
bulk mailings. Also, a stamp designated by the USPS as a precanceled stamp without cancellation marks. The USPS sells precanceled stamps for Presorted First-Class Mail and regular and
nonprofit Standard Mail. Mailpieces with these stamps do not go through a canceling machine
at the time of mail processing. see also precancel
presort
The process by which a mailer groups mail by ZIP Code so that it is sorted to the finest extent
required by the standards for the rate claimed. Generally, presort is performed sequentially,
from the lowest (finest) level to the highest level, to those destinations specified by standard and
is completed at each level before the next level is prepared. Not all presort levels are applicable
to all mailings.
Presort Accuracy Validation and Evaluation (PAVE)
A voluntary program in which the USPS tests vendors’ presort software and hardware products
to determine their accuracy in sorting address information according to USPS standards and
producing standardized supporting documentation.
presort levels
The variety of methods used to presort mail and quality for postal discounts. See carrier route,
5-digit, 5-digit scheme, 3-digit, 3-digit scheme, entry SCF 3-digit(s), SCF, ADC, AADC, mixed presort,
residual (pieces/bundles/sacks)
Presorted Standard
The postage rate for Standard Mail pieces that are part of a mailing and that meet minimum
volume and preparation requirements.
Priority Mail
First-Class Mail that weighs more than 13 ounces and, at the mailer’s option, any other mail
matter weighing less than 13 ounces mailed at Priority Mail rates. Priority Mail provides expedited delivery. Any mailable matter may be sent as Priority Mail.
Processing and Distribution Center/Facility (P&DC/F)
A central mail facility that processes and dispatches part or all of both incoming mail and outgoing mail for a designated service area. It also provides instructions on the preparation of collection mail, dispatch schedules and sorting plan requirements to mailers. The facility is usually
a sectional center facility or a general mail facility, but it can also be a dedicated mail processing
facility without a post office station or branch.
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profit
Rates paid by Business Bulk Mailers.
PVDS
see Plant-Verified Drop Shipment
QBRM
see Qualified Business Reply Mail
Qualified Business Reply Mail (QBRM)
Business reply mail that is processed and rated by automated means, including the automated
calculation of postage and fees. QBRM pieces must meet certain design specifications and may
be eligible for the lowest per piece fee available for BRM and for reduced automation First-Class
Mail postage rates.
Rates and Classification Service Center (RCSC)
A USPS field office that provides guidance to employees and customers on mail classification,
postage rates and mail preparation.
RCSC
see Rates and Classification Service Center
registered mail
Provides the most secure service offered by the USPS. The sender receives a receipt at the time
of mailing, and a delivery record is maintained by the USPS. This service also provides optional
indemnity in case of loss or damage. Compare with certified mail and insured mail.
residual mail (pieces/bundles/sacks)
Mail that is left over after completion of a presort sequence. Residual mail, which lacks the volume set by standard to require or permit bundle preparation to a particular destination, usually
does not qualify for a presort rate. Also called nonqualifying or working mail.
residual shape surcharge
A surcharge applied to some Standard Mail parcels and to mail that is not flat-size or letter-size.
Standard Mail pieces subject to the residual shape surcharge may be eligible for a barcoded
discount.
RR
see Rural Route
Rural Route (RR)
A delivery route served by a rural carrier.
sack
A container used by the USPS to hold Standard and Periodical rate flat sized mail.
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SCF
see Sectional Center Facility
Sectional Center Facility presort
The presort level where the separation includes pieces for two or more 3-digit areas served by
the same SCF.
scheme
Systematic plan for the distribution of mail to its destination.
scheme sort
The distribution of mail to its destination according to a systematic plan determined by the mail
processing functional area. Typically, a scheme sort allows mailers to combine pieces addressed
to two or more 5-digit or 3-digit ZIP Code areas.
Sectional Center Facility (SCF)
A postal facility that serves as the processing and distribution center (P&DC/F) for post offices in
a designated geographic area as defined by the first three digits of the ZIP Codes of those offices.
Some SCFs serve more than one 3-digit ZIP Code range.
Shipper Paid Forwarding (SPF)
An Address Change Service (ACS) fulfillment vehicle. It allows mailers of Standard Mail machinable parcels and most Package Services pieces to pay forwarding charges via approved ACS
participant code(s).
single-piece rate
A postage rate available for individual pieces of Express Mail, Priority Mail, First-Class Mail and
Package Services. It is not available for Periodicals except under the basic rate category. This type
of rate contrasts with rates available for bulk mail and presorted mail.
skew
The misalignment or slant of a character, bar, line of characters or barcode with respect to the
bottom or top edge of the mailpiece.
sleeve
A paperboard jacket that fits over the four sides (top, bottom and two parallel sides) of a letter
tray in order to keep the mail inside the tray from falling out.
SPF
see Shipper Paid Forwarding
Standard Mail
A class of mail that weighs less than 16 ounces. It comprises the subclasses of Regular Standard
Mail, Nonprofit Standard Mail, Enhanced Carrier Route Standard Mail and Nonprofit Enhanced
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Carrier Route Standard Mail. These subclasses include circulars, printed matter, pamphlets, catalogs, newsletters, direct mail and merchandise. Standard Mail may be sent at presorted rates and at
automation rates.
subclass
A subdivision of a mail class, usually based on physical characteristics rather than content.
Subheader
The Subheader, located immediately below the Header, briefly explains what tasks you can perform with the active page.
Template Details
The File/Template Details, located immediately above the list, are the column headings identifying
the descriptive details of each file or template list. These vary slightly from page to page depending
upon the section of the program that is currently active.
Template List
The Template List occupies the majority of most pages and displays all the templates that have
been created in that section of the program.
Template Properties
The name and description of templates. Edit these via the Actions pull-down menu in each section.
templates
The combined settings as specified in wizards are saved as templates which can be applied to any
Bulk Mailer file without walking through the wizard again.
Title Bar
The Title Bar, located at the very top of the screen, displays the program name, “Bulk Mailer 5
(Professional or Standard).”
top cap
Material that forms a flat, level surface horizontal to the base of a pallet that is used to protect the
integrity of the mail under the top cap while also supporting a loaded pallet above. A top cap must
be secured to a pallet of mail with either stretchwrap or at least two crossed straps or bands.
Total Count
In the Data Details, the total number of records in the active Bulk Mailer file.
tray
A container used in postal facilities to hold letters and First-Class Mail flats. It is used as a basic
unit of mail quantity for purposes of preparing mail to qualify for discounted postage rates. see also
full flat tray, full letter tray, less-than-full tray and overflow tray
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unique ZIP Code
A ZIP Code assigned to a company, government agency or entity with sufficient mail volume, based
on average daily volume of letter-size mail received, availability of ZIP Code numbers in the postal
area and USPS cost-benefit analyses.
United States Code (USC)
The official restatement of the general and permanent laws of the United States; 39 USC contains
laws relating to the USPS.
United States Postal Service (USPS)
The successor to the Post Office Department. It was created on July 1, 1971, by the Postal Reorganization Act as an independent establishment of the executive branch of the federal government.
USC
see United States Code
USPS
see United States Postal Service
verification
The procedural checks that a mailer performs on a mailing to determine proper preparation and
postage payment.
walk sequence
The order in which a carrier delivers mail for a route. This order is required for most Carrier Route
Presort mail.
wizards
Utilities in Bulk Mailer 5 that walk you through the necessary steps to perform a specific task.
ZIP Code
A system of 5-digit codes that identifies the individual post office or metropolitan area delivery station associated with an address. ZIP + 4 is an enhanced code consisting of the 5-digit ZIP Code and
four additional digits that identify a specific range of delivery addresses.
ZIP + 4 barcode
A nine-digit POSTNET barcode consisting of 52 vertical bars. see also Postal Numeric Encoding Technique
ZIP + 4 Code
A nine-digit numeric code composed of two parts: (a) the initial 5-digit ZIP Code that identifies the
sectional center facility and delivery area associated with the address, followed by a hyphen; and (b)
the four-digit expanded code: the first two additional digits of which designate the sector (a geographic area), the last two digits designate the segment (a building, floor, etc.).
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