Truman State University

Mailers+4 Processing Instructions

Required to receive USPS bulk mail rate

Revised August 2026

For best results before you begin...

You must have at least 200 mailable addresses to receive the bulk mail rate. If errors are found in your addresses, you
must have at least 200 after any bad addresses are removed.

Provide a sample of your mailing to Campus Mail Services. They will give you the exact dimensions and weight
measurements you need to process with Mailers+4. Instructions say to provide a 10-piece sample, but that may differ
from mailing to mailing.

Ensure that all of the addresses in your file have been processed through NCOA (National Change of Address) in the last
95 days (USPS requirement for bulk rate). If your addresses are pulled directly from Banner, you do not need to do this.
Banner addresses are batch-processed every 95 days.

Create a new folder (suggest on Y: drive) specifically for processing this mailing and place only your Excel spreadsheet of
addresses there. Mailers+4 will create some PDF files in the source directory of your spreadsheet. Having a unique folder
for each mailing makes it easier to keep track of the associated PDF files for each mailing.

Remove all data from your spreadsheet not required for Mailers+4 processing. If your source spreadsheet has multiple
tabs and extra columns of data, make a separate copy to use with Mailers+4 and delete all the extraneous tabs and
columns.

Next, add a column header in your spreadsheet to the first blank column to the right of your data called “ADDERR” which
is a recognized value for output errors by Mailers+4. Sort your spreadsheet by the Zip column.

Save and close your spreadsheet. Changes are made to your address and error column by Mailers+4 so the spreadsheet
cannot be open in Excel before you begin.



PC users who belong to the “Bulk Mailers” Active Directory group can launch Mailers+4 from the N: drive you should have
already (automatically) mapped to your Windows pc. Mac users can contact the Help Desk to get the current path and
mapping instructions to do this.

If you are prompted for a license key, copy/paste the value found in the “mailers license...” txt file in the same directory

Mame

|=| mailers license exp 2027 bt

&5 Mailersd.rdp

When you launch this remote application you will be prompted with several access options. You may want to include
“Drives” (though all but your C: should be available regardless, “Clipboard” (in case you need to copy/pate the license
key), and “Printers” (though any reports you view will be placed in a “Presort Reports” folder that Mailers+4 creates in the
same directory as your spreadsheet).

& RemoteApp security warning X
l\ﬁ Verify the publisher of this remote connection

This remote connection could harm the local or remote computer and may be used to steal passwords or
files, Make sure that you trust the publisher before you connect, Learn more,

This connection runs a RemoteApp program on the remote computer which may disguise itself as any
local programs on your machine.

Publisher: * truman.edu
- "':’-{-\" Type: RemoteApp program
Remote computer: TSRDS1, TRUMAN,.EDU
RemoteApp name: MAILERS +4

RemoteApp path: mp4

Allow the remote computer to access the following resources on my computer:

|| smart cards or Windows Hello for Business
etz D (Dsskeys and seourity keys)

ﬂ Drives

[_| other supported Plug and Play (PnF) devices

B clipboard

[_IMicrophaones and other audio recording device

ﬂ Printers

Changes to these options apply only to this connection launch.

[_JRemember my choices for remote connections from this publisher

Connect Cancel



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

+4 MAILERS+4

File Database Tocols Internet Help
B GoTo Find  [EE  Find Mext | Lock Unlock

(mailers +4

DESKTOP

Support

RA_ o A ARL et L AP e e N

Choose the type of data file you will be using (Excel) 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.

+4 Open X
« v > ThisPC » ConMCITILIPRI » ftp » mailersd_test v <] L2 Search mailersd_test
Qrganize * Mew folder == » [ o
s
[ This PC () Name Date modified Type Si
3D Objects it | New_Membership_Mailing_edit_3.xlsx 6/30/2026 9:28 AM Microsoft Excel W...

C on MCT11ILTPRI
D on MCT11ILTPRI
[ Desktop
Documents
; Downloads
J’ﬁ Music
M on MCT11IL1PRI
[&] Pictures
S on MCTT1ILTPRI
Uon MCT11ILTPRI
Ven MCITILTPRI
B Videos v < >
File name: v| | Excel Files (*xls;*.xlsx) (Office 2000, 2007)
MPAW32 Files (*.ms4)

Fixed Length Files (*.txt)
Comma Delimited Files (*.csv)

Access Files (*.mdb;*.accdb)

MailMerge Files (*.doc)

Excel Files [*xls* xl=c)(Office 2000, 2007)




Opening the spreadsheet for the first time tells you it has not been formatted (for Mailers+4).
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Duplicate Check Fields have not yet been defined)
File: must be formated.
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..which will open a window that shows your column header names and displays the first record in your file.

Address Excel Format

Addiess  DupCheck  Presot Phone Mame Parse GeoCode ACS  NCOA  Others

Record Mumber, 1

Format Mame Length  Mame Data
285 FMAME John
285 LMAME Smith
255 Streetl 5 Lakeview Dr
255 City E wing
285 St M0
2858 zip B3440-1044
‘ ADDERR

Format Options

[ ] Compaty [ City []Plus 4 [1DPE Check Digit ] Full Wame [] County FIPS
[ ]Delivery Address [ State [ address 2 [CICRRT [ ]Last Mame [ ] County Mame
[ ] Suite []zIp []address Emor - [ ] Urbanization [ ]First Mame [ 1LOT Mumber
[ Private Mailbox [lcitwsstZIP ] Delivery Point [ ] LACS [ ]1ZIP+4/DPE [ 1LOT Order
[ CMRa [ LACSLink Return Code [C]Result Code

Auto Format Copy Advanced... | | Enhanced DFY ] 8 Cancel



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.

Address Excel Format

Addiess  DupCheck Presot Phone  MameParse GeoCode ACS  NCOA  Others

Blecord Mumber- 1
Format Mame Length  Mame [ata
FIRST MAME 255 FMAME Jahn
LAST MAME 285 LMAME Stk
285 Steet] 5 Lakeview Dr
CITY 255 City Ewirig
STATE 285 St M0
ZIP 285 zip E3440-1044
s ERROR 255 ADDERR

Format Optionz

(] Company City [Pz 4 [1DPE Check Digt [ Full Mame [] County FIF
[ Deliveny Address State [] Address 2 CI1CRRT Lazt Mame [ County Ma
[ Suite ZIP Address Emor [ Urbanization First Mame [JLaT Mumt
[ Private Mailbox [JCiwsstzIP [ Delivery Point [ LACS [Jzip+4/DFE [JLOT Order
MR [J LaCSLink Retun Code ] Result Code

Auto Format Copy Advanced... | |[Enhanced DPY K Canc

In the example above, the software recognized and matched all necessary columns except “Streetl” from the source
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 “Street1” so you would simply click that item in the list and
then put a checkmark by “Delivery Address” to manually format this column.

Address Excel Format

Address  DupCheck  Presot Phone Mame Parze GeoCode ACS  MCOA  Others
Record Mumber: 1

Farmat Mare Length  Mame [rata
FIRST MAME 255 FMAME John
LASThLARLE 2EE _LbIAKE itk
ADDRESS 2008 Street]

LITY 2ob Lty

STATE 285 St

ZIF 285 zip £3440-1044
ADDRESS ERROR 255 ADDERR

Format Options

[ Company City [Pz 4 []DPE Check Digit  [] Full Name [ County FIP

[ Delivery .-’-'-.ddreas] State [Jaddress 2 [JcrRT Last Mame [ County Mai
[] Suite ZIP Address Emor - [] Urhanization Firzt Mame [JLOT Mumb
[ Priveate t ailbo (] City/St/ZIP [] Delivery Point [ ] LACS [JZIP+4/DFE [JLOT Order
[ crpa ] LACSLink Return Code [JResult Code

Auta Farmat Copy Advanced... | |Enhanced DFY 0k Canct




This mapping must be completed for all parts of the address (ADDRESS, CITY, STATE, and ZIP). After you’ve formatted all
of the appropriate fields click “OK” and you’ll be returned to the summary screen. Click the “Address Check” button to

begin the process of validating your addresses.

+4 MAILERS+4 - Mew_Membership_Mailing_edit_3 { 496 record(s) )
File Database List Services Tools Internet  Help
@ GoToe &  Find 8  FindNext | Lock  Unlock
Record FIRST NAME LAST NAME ADDRESS cr
- - 1 D John Smith 5 Lakeview Dr Ewing
[maller S+4 ] 2 [0 |namez Lastname2 22082 State Highway 8 Ewing
DESKTOP 3 E] Name3 Lastname3 325 W Maple 5t Kahoka
4 D Mamed Lastname4 1217 W Chestnut St Kahoka
Open File 5 E] MNameb Lastnameb 25289 County Road 411 Kahoka
8 E] Named Lastnamed 412 W Highway 151 Leonard
EE Eormat Eields T El Name? Lastname? 13384 County Reoad 117 Luray
— g8 E] Name8 Lastnames 402 5 Capelle 5t Monroe Cil
@ scdress Check 9 D MameD Lastname2 2710 Leredo Ave Monroe Cil
10 El Mame10 Lastname10 11834 Mulbemry Rd Monroe Cil
ﬂ Dupll:at& chack 11 E] Name11 Lastname11 17650 Caribou Dr New Londc
12 El Mame12 Lastname12 200 5 Dickerson 5t Falmyra
E Presort 13 ] |Mame13 Lastname13 8544 County Road 249 Palmyra
v N v 14 D Mame14 Lastname14 8751 County Road 2458 Palmyra
E Print Labele 15 [ |Mameis Lastname15 8751 County Road 249 Falmyra
18 E] Name18 Lastname1& 203 Ely 5t Pemy
[8l= emartMAvar Fiit I Inamet7 Lastname1T 407 Myers St Shelbina

Below is an example of the screen that will be displayed. You’ll want to accept all the default values, so simply click the

“Go” button in the lower right-hand corner to begin.

Address Options

Processzing Optiong Cazing
[ 5kip previously coded records ® Auto
[JUse USPS Prefermed City Names O Upper/Lower
[] Combine Fange and Address field O Upper
Addiess Standardization [] Corvert Company Field To &l Caps
() Newer ] Do not case the name field
(® Only On Coded Fecords On Address Ermars
() Alweays Clear Existing PLUS4's

Clear Existing CRRT'S

Delete Unrezalved dBaze Records

Form 3553

[JPrint |1 5 | copies to printer | MC112 Color Lazerlet on kmpton [redirected 227)

Dayz Until D atabaze Expiration
United States: 67 daplz]
Canada: E7 dayls)

Format... Filker ... Cancel

[ 5ave Settings &z Default



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 494 addresses were processed successfully while 2 errors were found.

Address Results - x
Record Counts
N Coded Address Information . Streets
Total b4
384k [l Highrises
Coded 494 100 %
Canada Coded 0 0% & Firms
| Enor Count 2 | 0%
. PO Boxes
|:| Rural Routes
|:| Gen.
Deliveries
Error List Report
Besolve Addresses | | CASS [Form 3553) Split List Wiew SERF Report LCloge

If your file contains errors, you have two choices. If the number is small and you want to try fixing them from within
Mailers+4 you can click the “Resolve Addresses” button to see the offending addresses.

A screen like this one will pop up displaying the addresses that need correcting. If you happen to know what is wrong
with any/all of the addresses, select the address you want to fix and click the “Resolve” button in the lower right-hand

corner.

# ' Resclve Address Errors - Mew_Membership_Mailing_edit_3

Rec Mo. Address City

10 11000 Mulbemry Rd Monroe City

L4

[ lanore Range/Suit

Fesolve.. Cloze

Frrar




A detail screen pops up showing what type of error was encountered. For this example the house number was changed
from 402 to 1402. The “R” error is for “Range Errors” like this and will also now appear in the ADDERR column of your
spreadsheet. If this error was obvious, you can correct the value on the “Address” line and click the “Replace” button.

B ' Resolve Address Errors - New_Membership_Mailing_edit_3 — O >
Qriginal Info Edit Info
Optional: Yddress |14I]2 S Capelle 5t |
Mame: Mamed Lastnamed
Company: _ -
Address: 1402 § Capelle 5t City |Morroe City |

City: Munrne City

State Z|P+4 FFLiEE State ZIF [ga456

[ Error F| Hange Error

Range ofe  Dir Steet Mame ZIP+4 Suite Comparny

I Search In Range I search Out of Rang: Replace Cancel

The Error column will be empty if the correction resolved the issue.

B " Resolve Address Errors - Mew_Membership_Mailing_edit_3 — O

Rec Mo. Address City State ZIP i E{x iCDmpany Opticnal 1
& 402 5 Capelle 5t lMonrce City MO 53458-1718
11000 Mulbemry Rd ity 55

When you are done correcting addresses click “Close” in the lower right-hand corner.



You are taken back to the summary screen where you’ll need to run “Address Check” again. Having only corrected one
error there is still one remaining. Not knowing the correct address, you need to remove it from your spreadsheet.

Address Results - *

Record Countz

. Coded Address Information . Streets
Tatal S
3ae% [ Highrizes
Coded 495 100 %
0% [ Firms
Error Count 1 0%
[l PO Boxes

[] Rural Routes

|:| Gen.
Deliveries
Errar Lizt Report
Rezolve Addresses|  CASS [Form 3553) Split List Wiew SERP Repart Cloge

Close Mailers+4 (because it has your spreadsheet open).

Open your spreadsheet and temporarily sort it by the ADDERR column. The error you saw in Mailers+4 was “R” so find
and remove that record. You'll have to decided if “bad” records should be put into a different file and mailed 1 Class or
discarded. Note: You can ignore “V” values in the ADDERR column as they just indicate that the address has been vacant
at some point in the last 95 days.

i ENAME LNAME streetl City ot ip ADDERR

B Namel0 Lastnamell 11000 Mulberry Rd Monroe City MO 63456 R

Sl Name29 LastnameZ29 PO Box 562 Kirksville MO ©3201-0062 V
Namel33 Lastnamel93 802 E Randolph 5t Kirksville MO 63501-4146 V

harma?04 | actnama®0d DTRAA Ctate Hidhwau T Kirlrevilla MmN RAIRNT ROA1 W
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Once you have removed all error records from your spreadsheet, save and close it. Relaunch Mailers+4, open your
spreadsheet, and process “Address Check” one last time. Verify that your Error Count is now zero and click the “CASS
(Form 3553)” button to print the first report you need.

Address Results - *

Fecord Counts

. Coded Address Information I Streets
Tatal 4
389 B Highrises
Coded 495 100 %
Canadaladed i 0 & Firms
Ermor Count i] 0%
. PO Boxes
|:| Rural Routes,
|:| Gen.
Deliveries
Error Ligt Report
Preview Print
Resolve Addresse CASS [Form 3553) Split Lizt View SERP Report Cloze

Supply required info and click form then “CASS Preview” to launch Adobe or, if you mapped your printer at launch, click
“CASS Print” to send directly to a printer. If you failed to map your printers earlier, just viewing it here (CASS Preview) will
drop a PDF file (your_spreadsheet_name+"P3553"”.pdf) in the folder with your source spreadsheet. You can go back and
print it after you’ve finished processing your file.

CASS Information

B1. List Processor's Name

| YOUR NAME HERE |

D3 . Name and Address of Mailer

MName |

Company | Truman State University

Address | 100 E Normal Avel

City | Kirksville |Stabe | Mo |21p | 53501

[ ]save as default

CASS Preview | CASS Print

This screen is also a shared resource, so you are likely to find another office’s information pre-filled. Just replace it with
your own information for your mailing.



Your spreadsheet should now contain only clean addresses. At this point you could 1.) exit Mailers+4, *re-sort 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.

*It 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

File Database List Services Tools Internet  Help
i GoTo &  Find [5  FindNext | Lock  Unlock

FIRST NAME LAST NAME
John Smith B Lakeview
Mame2 Lastname2 22082 St
Mame3 Lastname3 325 W Ma)

E

(mailers+4)

DESKTOP

Lo RCY e = (R A VU N

C

C

C
[ [Hames Lastname4 1217 W CF
B Open File [ |[Mames Lastnames 25289 CoL
[ [HMames Lastnames 412 W Hig
|=:' Format Eielde [ |[HameT LastnameT 13284 CoL
[ [Hames Lastnames 402 5 Cap
@ » e Check 3 [ |[Hamez Lastname2 2710 Lares
/';;_, 10 ] |Mame1 Lastname11 17650 Car
ﬁ Duplicate Chack 11 [ |[Mameiz Lastname12 200 S Didk
| Ll el O |Mamet2 Lastname13 E544 Cour
E\ S 13 [ |[Hamets Lastname14 8751 Cour
v x v ) 14 [ |[Mameis Lastname15 8751 Cour

ik = e ™= .. A
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| do not recommend using or saving Templates for two reasons. First, this is a shared resource menu within Mailers+4
meaning where other users can view/edit/delete your Templates. Second, you'll have to click “<<Back” multiple times to
verify that your values are correct and uncheck (each time) the “Mail Date” field anyway. Use at your own risk.

Presort - Templates - X

Saved Templates

Select from a template of previous mailings for this
presort or select the "{--New Mailing--}" template to
create a new presort.

Help Delete Cancel
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Here you will need the information you should have obtained from the mailroom regarding weight and measurements of
your mail pieces.

The “Post Office of mailing” information will always be KIRKSVILLE, MO 63501-0000.

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” (check with the Mailroom if unsure).

THE VALUES SHOWN IN THE “SAMPLE SIZE AND WEIGHT” SECTION HERE ARE JUST EXAMPLES, NOT VALUES YOU WILL
USE FOR YOUR MAILING. 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 measured so they can give you the values you need to complete this
section.

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

Presort — >

Post Office of mailing Sample Size and ‘Weight

Mumber of pieces in sample

City | KIRESVILLE

= | ol | =
[

State | MO ZIP+4 |B3501  |ooon Sample Thickness in ihches
Sample weight in g ;::
[]5ave as default &
kil Clazs Fiece Dimengions
() First-Class () Periodicals (®) Standard Height of mail piece in inches
bail Piace Type Width of mail piece in inches EI
Pozstcard (®) Letter/Card () Flat
Fate Type Azpect Fatio
() Profit (®) Mon-profit Wwidth / Height 2.0
Clazzroom acience of Agriculture
FSkd 1000
Dedlireiten Dizeamis Jse FSM 1000 dirmensions

by post office of mailing is: ] ]
tail Proceszzing Type

[]anSCF Mormachinable  []

Help Cancel << Back




One more form will pop up and require that you enter your name and University information. You need to enter
“905887001” in the “Mailer ID” field, enter your “Permit #”, enter a blank space in the “NP Auth. No.” field (to avoid an
error message), uncheck the box in the “Mail Date” field and check “NCOALink” in Move Method block.

Presort — X

Permit Holder b ail Owrer b ailing Agent

Mame [vOUR MAME HERE
Company | Truman State Uriversity
Address (100 E Mormal Awve
City | Kirkgalle

State (MO | 2IP[63501 | | ze N

Phone | | NP Auth Mail Owner | |
Emai I— | F'ermith:n.| |

ﬁ_r Payment
Permit # ] (@ Meter () Imprint () Stamp  0.25
Fermit T_'.-'DE| e |
[NP Auth. No. | | ] Move Update Method
Additional Information O sncillary Service () ACS (O) OneCode ACS

seq. # I:I Mail Date [ ] 08/26/2026 ~ () Alernative (@ MCOALnK | (O n/a Altemative Address
CAPS/CTAS O Multiple o

Cancel << Back

Agency Code

If you get this error message you need to put a blank space in the “NP Auth No.” field.

MAILER'5+4 >

| Invalid Entry: A Mon Profit Authorization number must not be
. blank.
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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.”

Presort - Suggested Mailings — e

Suggested Mailingz

Residual Mailing

Presort has suggested these mailings for pou,
Press the Go buttan to beagin presarting.

Help Destinations Customize
Container Tags Optionz | | Mail.datAACS Ophiong
[] Create Pallets Farmat Filter Cancel <7 Back

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

Presort - *
Mailing R esultz
b ailirng Containers Fackages Fiaces Aot
| STD Monautomation Letters 2 2 435 113.350 |
“Mone Qualified” Rezsidual M ailing 1] 1] 0 0.000
Prezort Time: 0.828 seconds Total pieces [495 Total cost [113.35

Any mailing identified by *MNone Qualified®
indicates that the mailing did nat have enough
pieces to create a valid mailing. Pt 3 Finizh




When you reach the “Mailings” screen, click “Postage Report” and either click print or view. Again, if you failed to map
your printers, just viewing the report will cause a PDF file to be dropped in the folder with your spreadsheet in a folder
called “Presort Reports.”

Presort — *

b ailingz

Qualification Report O STD Monautomation Letters
Mailing Surmmary

OO0

Prezort Parameters
Zone Ligting
Bundle Report
Container B eport

[ Postage Report

Tray and Sack
Whittier b ail

Pallet Labelz
Fallet Report

OQ@®

[] Palitical Campaign
[ Official Election b

Print Wigmw E xpart

< Back Finizh

If the Mailroom requires any of the other reports from this page, you view/print them in the same way as the Postage
Report.

Click Finish and you’ll be asked if you want to save as a Template. Suggestion is to click “No”, but it is not harmful.

This is a new or modified mailing! Do you want to save these
parameters as a Template?

Yes Mo

Submit your printed CASS report and Postage Report along with your zip code sorted mail pieces to
the Mailroom.



