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In November 2008 the US Postal Service imposed new requirements for entities wishing to receive bulk mail
discounts....
1. Addresses must be verified as valid deliverable US mailing addresses
2. Addresses must be processed through NCOA (National Change of Address) database within 95 days of
mailing

Mailers+4 software will verify/standardize addresses and provides access to submit your addresses (if
necessary) for NCOA processing. If your addresses are pulled from Banner you do not need so submit them for
NCOA processing. Banner addresses are sent to NCOA every 95 days.
The following pages contain...

1. Step by step instructions for verifying/standardizing addresses with Mailers+4

2. Using Mailers+4 to submit addresses to MelissaData for NCOA processing

If you are unable to meet these requirements for a particular mailing, but still wish to receive bulk rate
discounts the USPS offers services you may be able to take advantage of (check with Roger Marsh). You can
add “OR CURRENT RESIDENT” to each mail piece and receive the bulk rate without address validation or NCOA
processing. The last page of this document was provided by Roger to show some samples of these
alternatives.



Launch Mailers+4 software with desktop icon.

adt

MAILER.S44

In the upper left-hand corner, click “File” then “Open” or simply click on the manila folder icon...

*4 MAILERS+4

File Database Tools Internet Help

Choose the type of data file you will be using from the “Files of Type” drop down box at the bottom of the search window,
then browse to the folder that contains your file of mailing addresses. For this example we are using an Excel
spreadsheet. ALWAYS SORT YOUR SPREADSHEET BY ZIP BEFORE BEGINNING.
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=
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B 7200_verifiable

|FiIeType: |MicrosoftExcel |
File Diate:  |11/19/2008

| Mumber of recards: 200 |

Last CASS certify date: |-~ /= /o oo -
Last HCOA update: | I .




Next click on the “Format” button....

“4 MAILERS+4 - 200_verifiable

File Database List Services Tools

Window Internet  Help

= G, Browse | [E]address §Duplicate B presort |§|Label

B 700_wverifiable

...which will open a window that shows your column header names and displays the first record in your file.

B Format Fields - 200_verifiable2

DupCheck] F'resolt] F'hone] Marme Parze GeoEode] ACS ] Input Srnart Mowver Llﬂ
Fecord Mumber: 1
Formnat Marme Length Data fad
255 Johin E
285 Street] 100 E Marmal Ave
255 City Goshen
255 ST K b
Format Options
[ Cornparm [ City [ Pluz 4 [~ DPB Check Digt [ Full Mamne
[ Delivery tddresz [ State [ Address 2 [~ CRRT [ Last Mame
[~ Suite ™ 2P [ AddressEmor [ Urbanization ™ First Hame
[~ Private Mailbog [ Citw/SLZIP T Delivery Point [ LACS [~ ZIP+4/DPB
[~ CMRA [ LACSLink Retun Code
Auta Farmat Copy Adwanced... ok LCancel

Click the “Auto Format” button in the lower left-hand corner and the software will do its best to figure out what each
column contains based on the column header name in your file.

B Format Fields - 200_verifiable2

Address l Dutheck] F'resort] F'hone] Name Parse GeoEDde] ACS ] Input Smart Maver | 4 Ml
Record Murber. 1

Farmat Mare Length | Mame Data e
285 First Mame John

ADDRESS 280 Street] 100 E Mormal dyve

CITY 256 City Gioshen —

STATE 28R 5T (&

ZIP 15 Zip 40026000000 bs

Faormat Options

[ Compary v City [ Pluz 4 [~ DPE Check Digt [ Full Mame

v Delivery dddress v State [ Address 2 [~ CERT [ Last Mame

[ Suite v ZIFP v Address Emor [ Urbanization [ First Hame

[ Private Mailbog [ Citw/StZIP [ Delivery Point [ LACS | ZIP+4/DFE

[ CMRA [ LACSLink Feturn Code

Copy Advanced... oK | LCancel |

In the example above, the software recognized the ADDRESS (Delivery Address), CITY, STATE, and ZIP columns
automatically based on the column header name in the spreadsheet.

If your file contains header names that are not automatically identified, simply click on the item in the list (it becomes
highlighted in blue) and then put a checkmark in the appropriate box below.



In this example, Mailers+4 did not recognize the header name “Street Line 1” so you would simply click that item in the
list and then put a checkmark by Delivery Address to format this column.

M Format Fields - 200_verifiable2

Address lDupCheck] F'resnlt] F'hone] Mame Parge Geol:odel AC5 I Input Smart Mover Llﬂ
Recard Mumber: 1

Format Mame Length | Mame Data L
256 First Mame John
Street Line 1 100 E Mormal &ve
CITY 285 City Gozshen
STATE 255 5T kY
ZIF 15 Zip 40026, 000000 b

Farmat Optiohs

[ Company Iv City [ Pluz 4 [ DPE Check Digit | Full Name

v State [ Address 2 [ CBRT I Last Mame
[ Suite WV ZIP [v AddressEmar [ Urbanization I~ First Wame
[ Private Mailbog I City/St/ZIP T Delivery Paint [ LACS [~ ZIP+4/DFE
[~ CMRA ™ LACSLink Retum Code

Avta Farmat Copy Advanced.. k. ‘ LCancel

This mapping must be completed for all parts of the address (ADDRESS, CITY, STATE, and ZIP). To make it easy to identify
addresses that cannot be verified by Mailers+4 it is advisable to add an empty column with header named ADDERR to the
end of your spreadsheet before you begin processing. Mailers+4 will recognize this header and put an error code in this
column that indicates what type of problem it experienced while processing the address.

B Format Fields - sample

Address lDutheck] F're&u:urt] F'hu:une] Mame F'ar&e] Geu:uEu:u:Ie] ACS ] [gla]
Fecord Murmber: 1

Format M ame Length | Mame Data
CIT+ 285 City Goshen
STATE 285 5T ko

ZIP 15 Zip 40026000000
ADDRESS ERR... 255 |ADDERR

Format Options

[ Company [v City [ Pz 4 [ DPE Check Dit

Your spreadsheet can contain many columns in addition to those storing address information. While it is only necessary
to format the address pieces it is advisable to also format the First Name and Last Name fields. This will make error
resolution easier since Mailers+4 will display the name associated with each address.

After you’ve formatted all of the appropriate fields click “OK” and you’ll be returned to the summary screen. Click the
“Address” button to begin the process of validating your addresses.

Eile Database List Services Tools Window Internet  Help

& “FFormat Gy Browse | SAddress | & Duplicste EMPresort |[SLabe

[HEREY =R I icroz oft E xcel
File Date: [11/19/2008

Murmnber of recards: |20[|




Below is an example of the screen that will be displayed. You’ll want to accept all of the default values, so simply click the
“Go” button in the lower right-hand corner to begin.

M Address Check Options - sample

Proceszzing Optiohs Cazing
— . . v Auto
[ Skip previously coded records " Upper/Lower
" Upper

[ Use USPS Preferred City Mames

[ Combine Bange and Address field [ Convert Compary Fisld To Al Caps

™ Do pot case the name field

Address Standardization On Address Emors

" Never Iv Clear Existing PLUS4's
* Ornly On Coded Records [v Clear Existing CRRT'S
" Ahways I

Faorm 3553

[ Piint |? Copies  Printer |

Drays Lntil Databaze Expiration

United States: 73 dayls)
Download latest E'WS file ‘ Canada: 0 dayls]

[ Save Settings As Default

Eolmat...| Filter ... | Cancel | Go

After a few seconds, Mailers+4 will begin validating and standardizing the addresses in your spreadsheet. This means that
not only will it check to make sure that “100 East Normal Avenue” is an existing, mailable address, but it will convert it to
the standardized format that the US Postal Service requires. In this case “100 E Normal Ave”

The picture below shows that our 200 addresses were processed, but 2 errors were found.

=

M Address Check Results - sample

Record Counts
. Coded Address Information W Streets
6.0% . Highrizes
Coded 138 o
0% . Firm=
Erres Count 2 1%
B Fo Boxes
] Rural Routes
[ cen.
heeries
Errca List Repost
Pit |

Resolve Addresses || CASS [Form 3553) | Close

For large files you would have the option of simply removing the records in error from your file and mailing them first
class. In this example we have only 200 total records (the minimum for a bulk mailing) so we must resolve both errors to
have enough to receive bulk rate.

Press the “Resolve Addresses” button in the lower left-hand corner to begin correcting addresses.



A screen like this one will pop up displaying the addresses that need correcting. Select the first address you want to fix
and click the “Resolve” button in the lower right-hand corner.

“4 MAILERS+4 - [Address Check Results - 200_verifiable2]

:| File Database List Services Tools ‘Window Intermet  Help — | &
= ?
Rec Mo, Address City State ZIP Errar
70 1304 N Centennial Street Ko od ho u
4 >
I Ignore Range/Suite Erars
Error Type: Unknown Street | Close |

A detail screen will pop up showing what type of error was encountered. For the purpose of this example, we chose to
very simple errors. Both records were mistakenly created for “Kirkwood” instead of “Kirksville.” The error occurs because
these are not valid addresses in Kirkwood, MO.

*4 MAILERS+4 - [Resolve Addresses - 200_verifiable2]

"] Elle Database List Services Tools Window Inbernst  Help

= ?
Onginal Info Edit Info
Opticral Address  [1206 M Centennial Street
Mame: John Doe
Campany: ] -
Addrezs: 1206 N Centennial Street City |K"'k”“"3'3':|
City:  Kirlkwood
State; MO 1P+4; State  |MO ZIP
Emor Tvpe: U - Unknown Street |
Fange afe | Dir | Street Mame ZIF+4 Suite Company

| Search In Hange | Search Out of Range | Beplace | Cancel

To fix this, simply type in the correct information and click the “Replace” button.

*4 MAILERS+4 - [Resolve Addresses - 200_verifiable2]

:IEiIe Database List Services Tools Window Internet Help

~

= 2
Qriginal Info Edit Infa
Ontional: Addiess  [1206 W Centennial Strest
Mame: John Doe
Comparw:

Address: 1206 N Centennial Street | ity [Kitksvile |
City:  Kirkwood
State: MO ZIP+d: State  [MO |Z\P =0 i
Error Tupe: U - Unknown Street

Range ofe| Dir | Sheet Name ZIP+4 Suite Company

Seaich InRange Search Qut of Range | Beplace | ‘ LCancel




You’ll return to the error listing screen, but the error code will be removed from the address(es) that you’ve fixed. When
you are done correcting addresses click “Close” in the lower right-hand corner.

“4 MAILERS+4 - [Resolve Addresses - 200_verifiable2]

"] File Database List Services Tools ‘Window Internet Help

= %

| Rec Na. | Address [ City | state E | Emor |
O |1206 N Centennial 5t Kiresville [T [ |

1 Centennial Street [uln}

£ >

[~ lgnore Range/Suite Emors

Error Type: Urknown Strest | Resolve... | | Cloze I
e ————————

You are taken back to the results summary screen which now shows that 100% of your addresses have been correctly
coded and no errors remain. You can now click the “CASS” button and print the certification statement that must
accompany your mailing.

I Address Check Results - 200_verifiable2

Record Counts

. Coded Address Information . Streets
Tatal z
5.0% B Highrises
| Coded 200 100 % |
Canada Coded 0 03 M Firms
I Errar Count 1] 0 I
. PO Bioxes

|:| Rural Routes

D GErn.

Deliveries

93.0%

Errar List Repart

LCloge

Supply required info and check “Save as default” to avoid re-entering it in the future. Print form using “CASS Print” button
and then click “OK.”

B1 . List Processar's Mame

|YDUF| MAME HERE

D2 . Mame and Address of Mailer

Mame |Truman State University

Compary |Truman State University

Address |1uu E Normal &ve

ity |Kirksvile State MO Z|p [63501-4200

[ Save as default
ok | cass F'review| CASS Print |




Click “Close” on results page to return to file summary page. Notice the “CASS certify date” has been updated.

200_verifiable2

(RER = ([ icrozoft Excel

File Diate:  |11/20/2008

Nurnber of reconds: |2DD

Last CASS certify date: |‘|‘|£2D£2EII38 I
Last NCOA update: | e f e e

Your spreadsheet should now contain only clean addresses. At this point you could 1.) exit Mailers+4, *resort your
spreadsheet by zip code and print your labels or 2.) remain in Mailers+4 and use the Presort button to print the postage
report needed by the University Mailroom (instructions begin below)

*|t is very important that you resort your spreadsheet by zip code before printing your labels. Any zip codes that were
corrected by Mailers+4 will affect your sort order.

Printing Postage Report:

Click the “Presort” button.

*4 MAILERS+4 - friday_session
File Database List

& FFormat

Services

O, | Browse

Tools  Window Internet  Help

=] Address EDuplicate

=

M friday_session

File Type: |Microsoft Excel

File Date:  [12/5/2008

Mumber of records: |2555

Lazt CASS certify date:; |12£I35£2DDB



Either select a template that you have previously saved, or accept the default “New Mailing” option and click “Next.”

M Select Template - friday_session

S i : e
i‘%jizard Select from a template of previous i-Mew Mailing--f

mailings for this presart.

Or zelect the "i-New Maiing-"
template to create a new presort,

Cancel | MHext »» |

Enter KIRKSVILLE, MO, and 63501 in the appropriate boxes. Check the “Save as default” box, and click “Next.”

.

Post Office of mailing:

Posgt Office of mailing

Enter the City, State and ZIP Code of the: Ely |K|HKSV|LLE

post office, where pou will be taking your Shate ’W Z|P+4 |E3501 .

mailing.

LCancel | <4 Eackl Mest 3 ||

For a bulk rate mailing, select “Standard” as the Mail Class (USPS refers to bulk mail as standard). Select either
“Letter/Card” or “Flat” as the Mail Piece Type (check with the mailroom if you are unsure which to choose). For Rate
Type, most offices will choose “Non-profit” (The Index is one known exception). Click “Next.”

T s
:’i oo Mail Class
7 First-Clasz Periodicalz] ™ Standard

Select the kail Clazs, Mail Piece Typpe
and Rate Type for pour mailing. Mail Fiece Trpe

- * Letter’Card © Flat

Mon-profit ratez apply to Standard and
Periodical railings.

Rate Type

7 Profit
~

Destination Dizcounts
by post office of mailing i=:
[ anSCF [ an BMC/ASF

Cancel << Back | Meuxt>> |
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Before completing this next page, you will need to supply a 10 piece sample of your mailing to the mailroom. The sample
will be weighed and they will give you the values you need to complete this section. THE VALUES SHOWN HERE ARE JUST
EXAMPLES, NOT VALUES YOU WILL USE FOR YOUR MAILING.

Enter the values provided by the mailroom in the appropriate boxes and click “Next.”

Sample Size and Weight

=iy

i*%ﬁzaﬁ Mumber of pieces in sample 10
Take a number of your mail pieces [10-20 pieces], Sample Thickness ininches 0i2h
and measure the thickness of the sample and L i
weigh the zample. Enter the nunbers ta the right. Fample weight in r ;;ZS 2

Rermember to account for rubber-bands and any Piece Dimensions
adheszive labels that will increase the zampla Height of mail piece in inches 45

thickl d ight.
(RIS Gt O EE Width of mail piece in inches q

tdeasure the height and width of a single mail

piece and enter the numbers to the right. Aspect Haho
Width / Height
For Automation Letters and Cards, an depect Ratio
of 1.3 to 2.5 must be maintained. F5t 1000 -

Mail Proceszing Type
Mormachinable [

Cancel | << Back ﬂe:-tt»l

On the Suggest Mailing form that appears, you need to uncheck the first box labeled “STD Automation Letters-Cards.”
The University does not have the machinery required to prepare this type of mailing. Click “Go.”

EE e

Suggested Mailings
[1STD Automation Letters-Cards
b "

| . ation Lette
v FRezidual M ailing

il
v

Presort h‘_ﬁ_S suggested To select destination discounts, click this button. Destinations »»
theze mailings for you.

Presz the Go button ta For adwvanced options, click the Customize button. Customize >
begin Presorting.
Format | Filter | Lancel | << Back I Go I

A few screens like this one will flash by as your addresses are processed.....

| STD Manautomation Letters

| Reading Records

Cancel
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... and you will come to the Results Screen which will hopefully show that all the pieces of your mailing qualify for the STD
Nonautomation rate. Click “Next” to proceed.

b ailing Results

- £
?‘&‘* ded Mailing | Containers | Packages | Pisces|  Amourt

= STD Monautomation Letters 2 195 2586 | 410678
r% **Mone Cualified™ Residual ... i} i} i} 0.000

Thiz iz a
zummary of
your mailings.

Press the Mext
button to zet up
postage
staternent
informnation.

Total pieces |2RE6 Total cost 410,678 Savings |EEZ. 342

Ary malling identified by ***MNone Qualified™
Indicates that the mailing did not hawve enough Ment = Finizh |
pieces to create a walid mailing.

One more form will pop up and require that you enter your name and University information (again, be sure to check the
“Save as default” so you'll not have to repeat this step in the future). Be sure to enter “4” as Truman’s Permit#. In the
Payment section, choose “Imprint” if your mailing pieces have preprinted postage information already on them (where
the stamp would be located). Choose “Meter” if the mailroom has to add this postage information to your mailing.

Click “Next.”

Bl Postage Statement Information - friday_session

= 2

Permnit Holder Prepared For b ailing Agent
Mame: ||TOUR MAME HERE

Compar: |Truman U niversity
Address: |'|DEI E Mormal Ave

| |
| |
| |
| |
State: MO ZIP: [63501 [z ] =z
| |

City: | |Kirksville
Phone: |
Ermail: ||
Permit #: | |4
Additional Information FPayment

Seq # Mail Date [12/5/2008 * Meter O Imprirt [ Stamp
Agency Code Receipt # | i |

Customer # CAPS/CTAS | <Back | MNewt>> | ik |
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When you reach the “Mailings” screen, click “Postage Report.”

Mailingz

%:%Ii%grd ?% STD Monautomation Lett

Select a mailing fram the
liztbox and use the Radio
buttons below to zelect
which report ta Print, Wiew ar
E wpart.

Gualification Fepart
 ailing Summary
Fresort Parameters

Print | Wiewy ‘ ‘

<< Back | Postage Beport > | Finizh |

e I e e B

On the next page, click “View.”

e [T pom—"

Select a mailing to print a
Fostage Statement for.

ou may alzo select bwo ar
more mailings ko have your
zelected mailings rezults be
combined on one Postage
Statement.

Erint | e |

<< Back | [Eirieln |
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Your 10 page Postage Report will open in Adobe. You will always need to print the first page of this report, but only the
subsequent pages that contain the sections marked on the “Parts Competed” line need to be included.

In this example only section “D” is marked on the “Parts Completed” line. Scrolling through the document, you find that
Section D is on page 4. You would only need to print pages 1 & 4 to send to the mailroom.

United States Postal Service

Postage Statement — Nonprofit Standard Mail

Telephone Mame and Address Telephons Mame and Address of Individual or
of Mailing Agent Oirganization for Which Mailing Is Prepared
(f ofher than parmit holder)

{If other than permit holder)

Post Office: Note Mail Ammival Date & Time

Permit Holder's Mame and Address and
Email Address, If Any
YOUR NAME HERE
Truman University
100 E Normal Ave
Kirksville, MO 63501

Mailer

)
USPS Nonprofit Auth. No. USPS Monprofit Auth. Mo.

CAPS Cust. Ref. No.

Customer Mo. Custamer MNo. Customer Ma.
Post Office  EIRESVILLE MD Frocessing Category Mailing Diate Federal Agency Cost Code | Statement Seq. No. [Me. and type of Containers
of Mailing  s3s01 E] Letters [0 chm 12/5/2008 Sacke
Type of O rermit imprint 0 rts O new Weight of a Single Piecs Tetal Pieces 7 1
Postage [ parcels - Machinasie T 1 f Letter Trays
[rFrecanceiza stamps H Parcels - imegular 0 0 1 2 5 1 2 ft. LetierTrays
Letters - Pald a5 NFMs - pounds EMM Letter Trays
- Enesrea [ =cr Letters - Paia as ECR Flats 2558 Flat Trays
= - — - — — - - —_—
= Permit # For Mail Enclosed within Ancther Class [ merogicas | If Sacked, Based an Total Weight Pallets
g 4 [Jeound Printea matter[ ] Lorary man [] media man [] Parcel Post | [E]125pes [] 15ms. [Joom|31 . 9500 — Otner

For Enhanced Camier Route Price Pieces, Enter Date of
Camer Route Sequencing

For Automation Frice Pieces, Enter Date of Address
Matching and Coding

For Enhanced Carmier Route Price Pieces, Enter Date of
Address Matching and Coding

i I i

Y P D - -y

Mowe Update method:

[] Ancilary service endorsement [] FASTRonward [ ] nyeoat™  [] Acs [] Altemative method  [_] Multiple

Farts Completed (Select all that apply)

Os Oe Oelme Qe OFr Qe Or OO0 Ok O LS

Total Postage (add parts totals) 410.676
Price at Which Postage Affined {(Check one) _ N
Q| Ocomeet  Mtowest  [Neiner 2556 pes.x 3 0.160 = Postage Affixed | 408.960
% Net Postage Due (Subtract postage affixed from total postage) 1.72
ch For USPS Use Only: Additional Postage Payment (Siafe reason)

Sample from page 4 of the Postage Report.

Izl Pa rt D Check box af left if prices are populated in this secfion.
Honautomation Letters
Machinable Letters 3.3 0z. (0.2063 Ibs.) or less
Entry C;g;ﬁm Price No. of Pieces Total
D1 Mone AADC 50.160 1598 271.680
Dz None Mixed AADC 0.162 858 138.996
D3 DEMC AADC 0127
D4 DEMC Mixed AADC 0.129
D5 DSCF AADC 0118
Monmachinable Letters_3.3 o0z (0.2063 bs.) or less
Entry c;g;ﬁm Price No. of Pieces Total
D& MNone 5-Digit 50.245
D7 MNone 3-Diait 0.340
D& MNone ADC 0.363
Do Mone Mixed ADC 0.463
D10 DBEMC S-Digit 0.212
D11 DEMC 3-Digit 0.307
D12 DBMC ADC 0.330
D13 DBEBMC Mixed ADC 0.430
D14 DSCF 5-Digit 0.203
D15 DSCF 3-Digit 0.298
D16 DSCF ADC 0.321
Part D Total 410.676




Submitting data file for NCOA (National Change of Address) update.

Launch Mailers+4 software, navigate to and open your spreadsheet as you normally would.

“4 MAILERS+4
File Database Tools Internet Help

= EFormat Browse |E|Address EDuplicate Erresort ELabeI ) TraySack | L Tl | g

x| e ®= e E-

iy Recent
Documents

Desktop

My Documents

%

ty Computer

My Metworlk File name: Inc:oa_submission_ﬂ‘l 20.xlz j Open I

Places

Filez of tppe: IExceI Files [*.xlz;" «lzx)[0ffice 2000, 2007) LI Cancel |

Click Services at the top of the screen and then choose Change of Address from the drop-down menu.

“4 MAILERS+4 - ncoa_submission_0120
windaou

Tools Intermet  Help

= 5 Format Change of Address e EPresort  [ELabel o Traysac | L Tally | 7
Phone & Fax Append
Address Carrection
Residential Address Append
Business Append

Consurner Enhancements

Update List

File Type: IMicmsoft Excel
File Diate:  [1/20/2008

Murnber of recards: |523
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Select “Change of Address” in the list that appears, then click Next.

E ListWare Enhancement Services

Select a service category to wievs description and pozsible service combinations.

* Change of Address " Address Comrection

" Phone & Fax Append " Residential &ddress Append
" Business &ppend " Caonzumer Enhancements
" Duplicate Check " Area Code Update

For services and combinations not offered through List are, or for aszistance,
please call 300-800-6245

Help << Previous

Choose the service option you desire.

@ Change of Address
. Choose the exact service you want performed.

$40.00
(* Basic (48 monthaf $50.00
L Advanced $100.00
" Premium $200.00

Service Dezcription

Basic: LACS, MCOALink, CASS [48 months]

-- Updates records with new addrezszes of Buzinesses, Families, and Individuals
that have moved in the lazt 4 years and filed a change of addreszs with the USPS.

-- Matches addresses to MCOA [Mational Change of Address) databaze.

- Maow uzing HCOALink technology.

- CASS certifies and standardizes file to USPS zpecs. Form 3553 provided.

Help <+ Previous | Mest »» |
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Supply your contact information and click Next.

* Provide Contact Information

Comparny |Truman State University

|

Marme* [YOUR MAME GOES HERE |
Address* [T00E Mormal Ave |
City® |Kirkgville | State® |MO | ZIPF 63501 |
E-mail* [YOUR EMAIL ADDRESS | Cusgtomer Mo, | |
Phore* [YOUR PHOME MUMEER HERE | Fax | |

*Reguired

Help << Previoug | Mext 3 |

Supply payment information and click Next.

E Provide Payment Information

(" Company Purchase Order |:|

Credit Card
v "V WISA

(" = paster Card

3 American Express

; Dizcowver

Card Mo. | |

Exp. Date [mm/y) | |
|

|

Mame on card |
Biling ZIP Code |

Special Instuctions | |

Help << Previous | Mest > |
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Format data columns and click Next.

wtr ListWare - ncoa_submission_0120 {523 records)

File Database Process Intermet  Help

=|af| =[] 2|
Format Database
Match vour list's field names to ListWare's.
Fecord Humber 1
Format Mame Length | Mame Data d
LAST MARKE 285 LMAME L
ADDRESS 285 STREET 1303 Cottage Lane Ave ﬂ
CITY 285 CITY Kirkaville 3
STATE 250 5TA k0O ﬂ
E3501-4509
285 TO DATE ¥
4 | |*
Format Fields
Advanced
[ Company [+ First Mame [+ Last Name [ Full Mame Q
W Address v City ¥ State v ZIP Code Copy
[ Cig/SEZIP | Plusd [ Suite [ MName Suffix Ao Farmat
Help << Previous | Mest »» |

Verify information and click Next.

it ListWare - ncoa_submission_0120 (523 records)

File Database Process Inkternet Help

6| | &) 2]

ﬂ Submit File for Processing
Verify order and specify how file will be submitted.
Service Information

Job Mo 42789 Records to Process: 23
Order D ate: 01/20/09 Total Cost: B0.00

Service: | Change of Address - Basic [48 months] |
Save Ta |E:\D|:u:uments and Settingz\karaves\Desktophmailers4SWC0A 5 |

Select the method that pou will uze to submit your file to Melizza Data

o Submit directly to Melizza Data via the Intemet
" Save file for e-mail submission

(" Save file for postal mail submiszion

Help << Previous

Ready LI
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When file is successfully uploaded you will get a confirmation screen. Select Yes and click Next.

w ListWare - ncoa_submission_0120 (523 records)

File Database Process Intermet  Help

|| @ 2|

u

=

N Print Order Form
\=

'our file haz been transfered suceszstullyl

'ou will recerve an e-mail confirmation that we have recered pour file.
[f wou do not, pleaze call us at S00-800-6245 [option 5.

Wiould you like to print a copy of the order farm for your records?
o Yes
i Mo

Ready L MNuM

After printing your invoice you will have the option to print a copy of the acknowledgement form.

(Print Acknowledgement Form - No screenshot available)

I must have missed hitting PrintScreen on this page. If someone goes through this process and emails me a
screenshot of this page I'll add it to the documentation. If not, I'll update the documentation the next time |
have occasion to submit a file to NCOA. -Kasey
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After your file is processed, you will receive an email containing an update file with a .DES extension. You need
to save this file locally on your pc. This example shows how (if you use Outlook) you can simply right-click on
the attached file and choose “Save As...”

Remember where you save this file; you will need it a few steps from now. Saving in it the same location as
your spreadsheet of addresses is one suggestion.

H9C+vROBRRT Xy
From: Michael Munez [Michael@melissadata. com] sent Tue 1/20/2
To: Graves, Kasey

Cc Michelle Oliver; Rob Freese

Subject: **UMCHECKED FOR VIRUSES*** L\W42759 file ready for update

| = upa2789.DES B8 K
Preview
Open
Print
Save As...
FEFFFFEFFFFEFEE FFFFFFFFFFFIFFFFIFFFFFFFFFFFFFFFFFETEE

Remove

53 Copy \RE FILE 15 READY FOR UPDATE

SRR RRCERERRCRREREY £ sk S Sk sk ok SR SR SR R R SR SR SRR SRR SR SRR SRR SRR R R R R SRR R R R R
EL seledt Al .
**% If you haven't alre l&_ —rdease make a back-up of your original database®***

Before continuing you should CREATE A BACKUP COPY OF YOUR SPREADSHEET OF ADDRESSES. The process
that follows will update your records in place and not leave a copy of the previous record. Without a copy you
will not be able to reference or restore the previous record.

Open your address spreadsheet using Mailers+4 and select Services and then Update List.

“8 MAILERS+4 - ncoa_submission_0120

File Database List BEE@EEEN Tools  wWindow  Intermet  Help

= [ Format G| Change of Address e Edrresort [ELabel T
Phone & Fax Append
Address Correction
Residential Address Append
Business Append

Zonsurmet Enhancements

Update Lisk

File Type: |Micru:usu:uft Eucel
File Date: |1/20/2009

Mumber of records: |523

Last CASS cerify date: |-~ 4o/ o o oo

Last MCOA update: | ¢ 4o ...




You should see this screen and click Next.

WELCOME BACK

You 're now ready to begin your file update.

Click on Local Drive.

‘ Retrieve Updated File

Ilpdate File

Mame |C:ADOCUMENTS AND SETTINGSHKGH.&VESHDESKTDF‘HM.&ILEHS#H|

Open update file from > Local Dirive |

Download update file from > |

Help (B [ Mews> |
Browse to the .DES file you were emailed and click Open, and then click Next.

Open E]
Lack jr | (3 NCO& SUBMISSION | ok B2
[atemp

£ILW42789,ZIP

E ncoa_submission_0120.1MP4
E]ncoa_submission_ﬂ 120,154
@]ncua_submission_ﬂ 120.xls
TMP42789,0RD

Filensme:  [UD42783 DES
Files of bype: | &1l Files (*%) -] Cancel
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Select format options and click next.

# ListWare - ncoa_submission_0120 {523 records) Z||:|E|

File Database Process Intermet Help

==

ﬁ Select Format Options

Cazing
" Upper Caze i+ Mixed Caze

Address Standardization
* 0On " 0ff

<< Previous

Ready TR

Format (or verify) data columns and click Next.

Format Database

Match your list's field names to ListWare's.

Record Mumber 1

Farmnat Mame Length | Mame [ata ~
LAST MakE 255 LWAME dlan
ADDRESS 255 STREET 1303 Cottage Lane Ave
CITYy 285 CITY Kirksville N
STATE 255 5TA k0
ZIF 285 ZIF E3501 4509

255 TO DATE b/
< | [»
Format Fields

Advanced
[ Company [v First Mame v LastMame | Ful Mame
v Addiess Iw City ¥ State v ZIF Code

[ Citp/St/ZIP | Plusd [ Suie [ Mame Suffix

Help ¢ Previous ‘ Mest > |

At this point, you may be prompted with a list of columns that you have not mapped. You can either return to
your spreadsheet and add empty columns with appropriate headers to map, or click Ignore. These are extra
columns of data that are provided by NCOA. You can choose to use or ignore this data.
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Your file will be updated and a screen will show how many records were processed and how many were

actually updated. Select Yes to print the detailed report and click Next. This will print a CASS Summary Report
and a LISTWARE Change of Address Report.

“ Print Update Results

Murmber of Recards

Proceszed:
Uedoted

Do you want bo print detailed report?

* ez
" Mo




Sample Envelope:Bus & Acct #10 postage paid 1/16/09 1:34 PM

i

g
T fi
N@N Business and Accountancy
R‘ l Violette Hall 2400

100 East Normal
Kirksville, MO 63501-4221

ADDRESS SERVICE REQUESTED

Page 1 i;

RETURN SERVICE REQUESTED

ADDRESS SERVICE REQUESTED

Stephanie Powelson, EdD, Director
OR CURRENT RESIDENT
Truman State University
Department of Nursing

100 East Normal Barnett Hall 223A
Kirksville, MO 63501-0828

o

Must have
at least
1/4

inch
clearance

Non-Profit Organization
U.S. Postage
PAID
Kirksville, MO
Permit No. 4
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