AccuZlIP6 5.0 Walk Through: From Opening a List to Printing out your Reports and Addresses,
A Complete Step-by-Step through the entire mailing process.
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et Open/Create = @W

— Open a File

=
E]L/ (®) Open a list for the first time

Lﬁ (") Open a database from the list box [_| Prepare database for mailing
Datab:Database Pat Date/Time Modified ~

Afa4] ct\users\do 01/08/2015 01:10:02 PM

Richa c:\users\do 01/08/2015 12:55:10 PM

Jan 2| c:\work file 01/08/2015 10:41:48 AM

Azdst ct\program 01/08/2015 07:51:16 AM

Azdbi c:\oroaram 01/08/2015 07:51:16 AM 7
< >

— Create a New File

@ (T) Create a new database based on...
E Select a database

|| -I () Create a new database

| OK | | Cancel
=

. 4

When AccuZIP6 opens you will see the Open/Create window, choose the Open List for the first time.
Click OK.
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In the Open Setup window, click on the Yellow Folder button at Step 1. Locate the file you'd like to open in
AccuZIP6, select that file then click OK.
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Regiztnmb fname
firm
addr
cistzp

In the Open Setup window, you'll need to assign field names to your data. To do this, decide which
information is in field1 of the list you are importing. (Fields of the list you are importing will be on the
right.)

fname

Then match that information to the Accuzip field list. (Accuzip fields are in the list on the left)
(This step tells the software what information is contained in your fields and how to process that
information for Validation, NCOALink and Presorting.)



Fieldl fname
firm
addr
cistzp

This can be done by clicking on the field on the right then the field name you are assigning to it on the left.
Then clicking the hand pointing right to map that field. Or simply double clicking the Accuzip field name.

Fieldl fname
firm
addr

cistzp

If you map a field incorrectly simple click the hand pointing to the left to move the field name from the
center column back into the Accuzip field list.
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You will need to map First to either first name or to the field containing the entire name.

Company should be assigned to field containing the company information, if that is in your list.

NCOAlink uses the First and Company fields in combination to the adderss to look for address moves. If
you have First, Middle, Last it will look at those but if there is no information in First it will not look at Last.
This is why we assign First to a field with the entire name.

B

Mr Kirk A Ziegler

1 C Penney Co

281 E Sixteenth Street
Alturas CA 69188

S

If you have City, ST and Zip all in one field assign City to that field then click the Parse City box. This will
separate the City, ST and Zip into their own fields on import.

Mr Kirk A Ziegler
Company 1 C Penney Co

201 E Sixteenth Street

Alturas CA 69128

The same action can be done with a field containing the entire name. Assign that field to First then click
the Parse First box. This will separate the name into Sal, First, Middle and Last fields on import.



not delete any fields. Those fields will be named “Field8”, Field9” etc. depending on their
position in the list.

| If you do not assign field names to fields in your list Accuzip will import them with the list. It will

Mr Kirk & Ziegler

] C Penney Co

281 E Sixteenth Street
Alturas CA 691@a@

After you have finished assigning the Accuzip field names simple click import to import the list into Accuzip for
processing.

Edit Select Sort Special View

Open Database... Ctrl+0
Close Ctrl+W

Open List...

If re on the main screen n
CoTe you are on the main screen you ca

access the Open Setup Screen again by
going to File>Open List.

MNew...
Buy Mailing List

Recent Databases

Save
Save As...
Save Database As...
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] Look in:[First v | Find:| |[] contains ||§§|§§| Show: | All Records v | [ pisat
L First Company Address City Sal Middle Last St Zip Crt Barcode X
L.l Randall Ann Jills Real Estz 1 Financial Avel Dunsmui Derr CA 96025
na Snake Skin Eyegl: 1 W Broadway | Glendale Appel CA 91210
| |Mildred Sandy Brooks Boo 100 6th Street | Dunsmui Mis A Brice CA 96025
|| |Kevin James Wilson 100 Bridge Stre Dunsmui| Mr | M Christmas |CA 96025
__| |Daniel Premillennial Road 100 Dunsmuir A Dunsmui Mr Bullard CA 96025
| |Barbara Coffee And Pizza (100 E 13th Stre Alturas Ms L Weiss CA 56101
| |Charles Rhapsody And lce 100 E 1Mineth £ Alturas | Mr |F Ziranski 96101
| |James Symes & Sons 100 E 1st Stree Alturas G Small CA 96101
| |Ronald Albright Terrace | 100 E 2nd Stret Alturas K Y ounger CA 96101

Rrhart Raile Rallaw 100 E 2rd Strad Alurae  Mr H Wahlhanntar M4 GR1N1

After the list imports it will appear on your screen as above.

If you want to collapse the field columns to the length of the longest record for easier viewing, simply double click
the small box in the left corner.

e tIeNSaS P PRV PO32E 2D

1 ook in:[First v | Find:| | contains |@E§| Show: [IDisable Count 5 3,110 selected
| First Company Address City Sal Middle Last St Zip Crrt

This is your Icon Bar you can access most Accuzip processes through these icons. Hovering over each will give you
their function.
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T AR AN T-2-2-7-2

A complete list of all Accuzip functions can also be accessed in the drop down menus located at the top of your
Accuzip Screen.

RTIIIWE
. @ J g = The four icons or functions that you will use most often are Optimize
_/__j - Validate Records— Show Duplicates — Presort Setup Screen.

‘ords W ||:|D-isable Count

- it e Cial RA
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[ ] Disable Count

[ Y]

Optimize- Deletes blank records and permanently removes them from your database (which is the Pack
Database option) when those boxes are checked. It will also remove Foreign records if the option is
checked and it puts your list in a permanent ZIP Code order to make validation a little faster when that box
is checked.

ReBD

Disable Count

Validate Records - Validation is the CASS Certification process that compares your addresses against the
USPS Database, LACSLink database, and DPV Database, and corrects and standardizes your addresses, and
validation adds the ZIP+4, carrier route, and barcode information to your data for the purpose of getting
lower rates during the presort process. Line of Travel adds information needed for FSS (Flat Sequence
Sorting). Click on the Validate button to begin the process.

LSS

L]
SISISISISISL SIS S

4]

ACCUZIP INC | AX0DD

When Validation finishes the file will be process through NCOAlink. NCOALink provides permanent change-of-
address records filed with the United States Postal Service”® in the last 18 months by customers who want their mail
forwarded to their new address.



Show Duplicates is ran during most list cleanup processes. If you do not need a duplicate check then move forward

to the Presort Setup Screen.

2 Show Duplicates
Basic User Defined
— Mail one piece of mail to each:

{:II Address l::} Household

WfUse Soundexi | |Exact Match  Address match threshold:

b b L

There are 3 preset choices on the Show Duplicate’s Basic Tab.
Person = Uses the First, Last, Address and Zip fields.
Address = Uses the Company, Address and Zip fields.

Household = Uses the Last, Address and Zip fields.

80 2| %

Zip

Start

Cancel
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Basic User Defined

Matchcode Setup:
} 1. Select a field that you want to use as part of the custom Matchcode:

|zip | v || [Juse soundex [] Use AK.A. Dictionary

} 2. What range of characters do you want to use to evaluate: Zip

start:| 1 2 stup: [Entire Field)

P 3. Click the Add button to add to the Match code:

There is also a User Defined Tab. This allows you to choose any field in your list to use for the Match Code in your
Duplicate Check. Simple choose the field in section 1. Click on the + sign in section 3 to add it to the list of Match
Codes. To remove a field you can choose the field and then click the red X to remove it from the Match Code list.

Duplicate Records == | %]
| Ruto Rom)

‘Company Address City Sal Middle Last St Zip Crrt Barcode X Status_ s
Chiara |Mayor Office Manufacturer |1000 W Carlos St Aluras |Mr |F Sykes CA|96101-3723(C002|/961013723008/ |V
Kiara |M pial Pet Store| 1000 W Carlos St Alturas |Mr |F Sylce CA[95101-3723 | C002| /951013723008 |V
:H Earl Obgyn Clinic 100 N Court Street Alturas [Mr |& Stup CA|95101 881013/ M
Larry |Interstate Contract Station 100 N Court Street Alturas |Mr |G Trout CA[95101 1951013/ M
Raucous Rubys Ranch 100 W Broadway ‘Glendale|Mr |L Armentrout |CA|(91210-1202| C001 (/212101202954 [V
:H Raucous Rubys Ranch 100 W Broadway Glendale|Mr |N Armiger CA|91210-1202(C001|/912101202094/( |V
Rons Farkleberry Diner 100 W Broadway Ste 1050|Glendale| Mr (R Armbrester | CA|91210-1213 | CO01 [/912101213508/| |V
Saml  |Alachua Apartments 100 W Broadway Ste 1050|Glendal M Bailey CA|51210-1213|C001 |/912101213505/ |V
Donald |Perfume For Flipper Inc 100 W Broadway Ste 900 |Glendale|Mr |G Arnaut CA[91210-1208 | CO01 | /912101208255 |V
Kieran |J L D Specialties 100 W Broadway Ste 900 |Glendale(Mr |F Arvey CA|91210-1208|C001 |/912101208258¢| |V
Colleen |Chesney Trailer Park 101 E Fourth Street Alturas |[Ms |M Zivec CAl9510M1 /9510130 N
Dallaz |Preppy Education Inc. 101 E Fourth Street Alturas (Mr Sterk CA|96101 9610134 N
Frederig The Toy Shop 1101 Pepper Tree Ln Brandeig| Norfolk CA|93064-0001 (CO00|/930640001999/ |V
Lester [Shuffling Shoe Shop Inc. 1101 Pepper Tree Ln Brandeis Nerman CA|93064-0001 | CO0O (/930640001995 |V v
1
| < >

Address L]

The duplicates review screen will appear after the Duplicate process is completed. Simply click the Update
Database icon. The records marked for deletion will be updated in your list
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The last icon we will go over is the Presort Icon.

standard Mail

Profit

Letter

Presort Fold:
M Trays [v]

4960NTET

The Presort Setup Screen allows you to give the software all the specifications to presort the List.



First Class
Pe icals

Standard Mail
Standard Mail [EDDM)
Bound Printed Matter
Media Mail

Library Mail

Imprint

First choose the correct Class.

| Surcharge.

Standard Mail

Second choose the Status.

Y

standard Mail

Profit

Letter

Third use the Size Calculator icon to setup the
Piece Size. This will also calculate how your
containers or trays are filled and choose the
correct containers for your piece size.




If you have the Pallet module
you can choose to Palletize
the mail.

Next choose if you want to
include Non Automated
records and if you would like a
Carrier Route level sort

Enter the 5 digit zip code
where your permit is held.

And we all finished filling in
the information.

valom

Click Presort and Accuzip will
process your file.
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1. Test File

This is your Print Presort screen. On this screen you have a path to your presort folder. All PDF’s printed from the
Print Presort screen are saved in the Presort Folder. You also have the Postage, Piece count and Container count.

Open Presort

<

Close Presort

cursneet v
) &

Your message line goes here, [ |

First we want to Print Tags make sure you check the box for Intelligent Mail Barcoded Tags. The Message line is
there for your use.



Open Presort Print Tags

Close Presart Print Reports

onsaons Pounds
| et | con
[ ] | ]

Printing reports is your next step. The Qualification Report, Mailing Statement and Cass Certificate are the 3
required by your BMEU. The 8125 is required when making a drop shipment and the Pallet Cards if you are
presorting to Pallets. All other forms are for your in house use. When you choose print you are moved to the Mailing
Statement Setup Screen.

This is your Mailing Statement Setup Screen. Information entered here populates to the Mailing Statement and the
maildat file for Full Service Mailings.
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<

Open Presort

<

Close Presort

AccuZIP6 5.0 (v5.7

Print Reports

=
Label Format W 1 Print .
e R Make sure the Print
Z Close Barcode and
Laserwriter 1 1 oy . .
; Intelligent Mail boxes
Dell B1160w Mona Laser Printe | are check to create the
3 IMBarcode.
"
Envelope #10.1bx .
40A0FZ4|
TEST FILES
r)
W
First Last s
Hugh H Garvey |
John M Goon .

May Richard L J Hankey

Cecil F Fairbank

Frances E Frye

<l

(e

Print Setting Screen - to print Avery labels or direct imprint with a template to your inkjet machine you will use the
output of Label Format. Choose the Avery Label number or start with our Generic or Envelope #10 template for ink

jetting.
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When you open the Template in Edit you get the Label Designer screen. On this screen you can adjust the template
to meet your needs, and you can also add pictures or static text.

Accuzip has a Label and Reports Webinar on the website that will help you in learning the Label Designer features.

http://www.accuzip.com/tutorials/

=l

ury

rDisk; File
|
Dell B1160w Mono Laser Printd ™ || 7o File

Make sure the Print
Barcode and
Intelligent Mail boxes
are check to create the
IMBarcode.

{——

A
v
3

Il
'

I

[SIL L

O e e eeee

Emelupe #10.1bx W

45A0FZ41
TEST FILES

If you choose to export a file for digital printing or using with other software choose Disk File under output. Choose
Continue to move forward to the Export Setup Screen.
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~ Name Type Len Dec Expression S

Errno_
Type_
Lacs_
Ocompany
Daddress
Ocity
Ostate
Ozipcode
Lot_
Ascdesc
Dp_
Countyno_
Stno_
Countynm_
Lacsind_
Lacsre_ v v

(&3

DEF Il (dBase I}

DEF Il {dBase I}
DEF IV (dBase IV)
DIF (Data Interchange Format)
Fixed Length [SDF)

Cessesss

On this screen you can choose the fields from your Field List that you need to export for processing. Simply double
click on the fields to move them over to the Export Field list, or click the field on the left then click the hand
pointing right to move the field over.

At the bottom of the screen you can choose the format you wish to export them to. Click on Export, then give
the file a name and decide where you'd like to save it.

Once printing or exporting is finished, then you've completed a mailing in AccuZIP6!
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