Bcc Address Quality
Mailing Preparation

SOFTWARE Data Quality Services

Creating a Simplified Mailing
using BCC Mail Manager

Overview

Simplified mailings are those in which the recipient’'s name and address is not printed on the mail
piece. Instead, a simplified address such as “Postal Customer”, “Residential Customer” or “Box
Holder” is used in place of the name and address. Mail pieces must be delivered to every active
residential delivery point for a particular city carrier route, rural route, highway contract route, or
to all post office box holders.

Procedure

1. Create a layout containing the data types: Delivery Address, City, State, ZIP+4, Delivery Point, Walk
Sequence, Carrier Route, Business/Residential Flag and an alphanumeric field to identify the number
of mail pieces needed for that carrier route. In this example, we used ‘Repeats’ to name the
alphanumeric field. Note that the ‘Delivery Point’ field is required for the presort, but does not have to
be populated.
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Record 141 4 A4 > e =

pelivery Address
|Postal customer

city State ZIP
[Rochester NY 14623
Delivery Point CRRT Repeats

BOOL 527
Business /Residential walk Seguence
s 1.00

Read w/iite Selectivity - OFF Record Count - OFF Record Mumber Order Show Hidden - OFF

Figure 1: Sample List Layout

2. Add one record for each carrier route. Populate all fields, using a ‘1’ for the Walk Sequence field, and
an ‘S’ for the Business/Residential flag. Leave the Delivery Point field empty.

3. Go to Postal > Presort Active List and select the Class of Mail, Piece Type, Mail Stream, ECR (or
‘Use CR’ if the Mail Type is Periodicals) and Use WS.

Mailing Presort Information for: SIMPLIFIED MAIL SETUP 3
Clazs of Mail Piece Type b4 5l Stream ¥ ECR
(" First " Media Mai " Letter [~ CMM & Automation W Use'ws
¢ Periodical ¢ Library Mai l_": Elaatta'D,Q_ . T .
{* Standard Mail = b i o
" Bound Printed ¢ PS5 Lightweight || [~ Monproafit
™ Parcel Select ™ Marketing Parcel @ [Hemene

Figure 2: Mailing Presort selections
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Creating a Simplified Mailing using BCC Mail Manager

4. From the Mailing Presort Information window, go to Advanced Settings > Preferences and enter the
number of pieces, or click Expression... to define the layout field that contains the number of pieces.

Advanced Settings £
Container Dptions | Fallet Ophions | Carrier Foute Options  Preferences | Mailing |
[ Order Package Service Output by Zones Periodical Sack Options
[ Adtomatically Load Last Settings Used " alid Fimimurnz range from B-24
[~ Combine ASF with parent DNDC 5-Diigit Minimum ’F
[~ Combine Package Service Zones 3-Digit Mirimum W
[ Order Presort Dutput by ZIP Code ADC Minimurm ’F
I Prefer NonZIP4 as, Nenaute [ Always Make Origin Containers
[~ Usze Absolute Container Mumbers
v Werify B-digit ZIP Codes of US addresses
r Periodical &dyertizing %
Presort Piece Limit i]
Default Origin Entry ZIP ’— cUnassianed> Presort Batch Minimum |0
Autornatically Select [ ECR Barcoded [ Generate Presort Error Log File
¥ [~ Do Mot Make Destination Origin Containers
[ Bomrow Pieces from First Class Automation Stream [~ Usze In-County Rates for Penodicals
[~ Exchude "3933" ZIP+4 Codes from Automation Stream
Exclusion Expression | Expression...
Prezort Repeats |[H epeats] Expression...
S Beset Defaults o OK ‘ X Cancel ‘ ? Help

Figure 3: Advanced Settings window

5. After presorting the list, print all required documentation from the Presort Summary Printing Menu.
Go to Print to generate the following documents:

USPS Qualification Report
Postage Statement
Carrier Route Facing Slips (CR Slips)

Address Labels
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= Simplified Mail Setup - Presort Summary Printing Menu = =
File { .Tr:ml; Configure Help
B e mai B & LY RE &
I¥ Usze Abszolute Container Mumbers
_ﬁ Select AIII 3 Clear Alll _ Hsvarsai
Stream | D estination |ZIF‘ l Containers I Container Rangs I Fieces |
[¥] MERGED 2 1.2 1140
Totals for all zelected Steams: 2 1140
Simplified Mail Setup : Standard. Flts
Sorted on: Wed 101712 324 AWM, with Version 03.02.09.41 Selectivity: OFf
TOM Quote ID: Mot assigned
3602R | 8125 3602-C | Individual |Cormbine Dest | >

Figure 4: Presort Summary Printing Menu
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Sample documentation

USPS QUALIFICATION BREPQRT (MERGED) 10/11/2012 %:16:28 M  Page 1
BCC SOFTWARE, LLC BCC Mail Manager 3.02.H.09.41
Mail ID: SIMPLIM Entry: CHEICAGO, CHICAGO IL 60€58-3916
Standard Mail, 705.10 List: Simplified Mail Setup
Ko Sack Pkg Package Pkg Bun
Sack Pcs Lvl ZIP Ho Dest ZIPS (4 HD CR 5B 5D iB 3D AB AD MB MD T
1 527 CBD 14623 1 14623 B0 S 50 = S S S = S S = =
2 14623 BOO1 = 50 = = = = = = = = =
3 14623 BOO1 S 50 = S S S = S S = =
4 14623 BOO1 = 50 = = = = = = = = =
5 14623 BOO1 S 50 = S S S = S S = =
€ 14623 BOO1 = 50 = = = = = = = = =
7 14623 BOO1 S 50 = S S S = S S = =
B 14623 BOO1 = 50 = = = = = = = = =
o 14623 BOO1 S 50 = S S S = S S = =
10 14823 BOD1 = 50 = = = = = = = = =
11 14623 BOOL S 27 = S S S = S S = =
0 527 0 0 0 0 0 0 0 0 0
MERGED Stream, Standard, Flts
Pack Order: Low-to-High
Piece Weight (oz): 1.0000 Piece Thickness: 0.0300
Min Pcs/Sack: 125 May PcafSack: 700
Min Pack Size: 10 Max Pack Size: 133
Min 5-Dg Pack Size: 15
Entry IIP Code: EDESY Total Jacks: 1

Figure 5: USPS Qualification Report displaying 50 piece packages

Part F — Standard Mail — Carrier Route Flats
Flats 3.3 0z (0.2063 Ibs.) or less

Prics No. of Subtotal Discount Faa Total
Entry Catsgory Prics Plcas Postags Total Total Postags

F Nome  Ssluratiomr” 0197

F2 HNome HighDensky 02X

F3  Nome Bask am

F4 DNDC Sswratiom 0164

FS DNDC HighDensky 0191

F6 DNDC Bask 023

F7 DS Sauration” 0154

F& DS igh Densly 0181

Fa DSCF Bask 08

F10 DOU Sswratlom 0145

Fi1 DDU High Densly 0172

F12 DOU Bask az19

Fi302tached Aodress Lanel g 030

FidPenmcnen Marketing Laioel ) 030

Flats with Simplified Addressing 3.3 oz (0.2063 Ibs ) or less

Ho. of Zubtotsl Discount Faa Totsl
Entry Prics Placas Postage Total Total Postage

F15  None o1e7 27 1035120 1035120
F16 DNDC 0154

FIT DSCF 0154

F13 DOoU 0145

FiaDesmched Address Laosl 030

Figure 6: Postage Statement displaying ECR rate
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ROCHESTER NY 14623 ROCHESTER NY 14623

STD FLTS ECRWSH**B001 STD FLTS ECRWSH**B001

CHICAGO IL CHICAGO IL

;S# 1 P150 PCS S# 1 P250 PCS

ROCHESTER NY 14623 ROCHESTER NY 14623 '
STD FLTS ECRWSH**B001 STD FLTS ECRWSH**B001

CHICAGO IL CHICAGO IL

;S# 1 P3 50 PCS S# 1 P4 50 PCS

14432 : 14623
CLIFTON SPGS NY ROCHESTER NY
STD FLTS ECRWSS RO STD FLTS ECRWSH RO02
ROCHESTER NY ROCHESTER NY
3# 1 350 Pcs 12 Bundles 3% 2 373 Pos 12 Bundles
........ 44&323......._..............._..............._L.......4"262{._..............._..............._......

FOST#—“'L CUSTOMER : FOST#—“'L CUSTOMER
ROCI—ESTER NY 14823 i ROCI—ESTER NY 14823

4&***#*#%#%%%*#*#***ECRUS"*%B@@_ '-!Hb*4&**%**%%*####***ECRUS"**B@@-
POSTAL CUSTOMER . POSTAL CUSTOMER
ROCI—ESTER NY 14623 i ROCI—ESTER NY 14623

Figure 9: Address Labels

Note: Additional preparation requirements for Simplified Mailings can be found in the DMM® section
602.3.2 (http://pe.usps.com/text/dmm300/602.htm)
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