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Intelligent Mail® Barcode Quick Guide
Printing the Intelligent Mail Barcode Using Mail Manager and MS Word ”” saﬂ"'a’e
e Creating the Presorted Output File from Mail Manager
e Creating a Letter A BOWE BELL + HOWELL Company
* Placing the Intelligent Mail Barcode in the Letter
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Using This Document Creating a Letter
Follow this document, in order, to create labels and print the Intelligent Mail Create a basic letter using the MS Word Mail Merge Wizard along with the
barcode using Mail Manager and MS Word. delimited file you created in Mail Manager.
: . : 1. Go to Tools > Letters and Mailings > Mail Merge Wizard on the MS Word
Creating the Presprted Output File from Malll Mangger main menu to open the Mail Merge Wizard.
We recommend outputting presorted labels as a comma delimited file. 2. Follow the on-screen prompts to start a document, write a letter, add recipi-
1. Go to Labels/Reports > Define Labels. ents and insert address blocks.
2. Click New. . . . .
3 Check the Print to file box. Placing the Intelligent Mail Barcode in the Letter
4. Choose Delimited for the File Type. 1. In (t;jhe Yqurchdocument, position the cursor where the Intelligent Mail Bar-
5. Set Label Width to 65. 2 gcl) is OI\lIJI aﬁfeat in the ‘Writ letter’ st f the Mail M
. . . ick on More Items... in the ‘Write your letter’ step of the Mail Merge
S g“fk ihle (?p‘t;onsHbutLon. der the Obt headi Wizard to open the Insert Merge Field window.
8. Select _:_1: l:c_le .a ead erun f; |:| P IgnstheaStmg.t headi 3. Select the Intelligent Mail Barcode database field and click Insert.
9' C(IJT (T(COK’? ! e'tltshmli'le;pt'o e i sdun er the siructure heading. 4. Highlight the entire Intelligent Mail Barcode field in your letter and right click.
- Ve 0 exitihe ile Lpfions window. 5. Change the font to USPS4CB.
10. Click OK to exit the Delimited Properties window. .
] ] i 6. Change the font size to 16.
11. Place each field on its own line of the label.
12. Add the Intelligent Mail barcode field. 'rl"lr?tel:JPSP4CBf i automatically installed with the Mail M
a. Enter your information in the Intelligent Mail barcode Properties window. © ontis automatically Instafled wi & Mail Manager program
b. Select Print human readable digits.
c. Click OK.
13. Save and use the label.
14. Go to Postal > Presort Active List to presort the list.
15. Go to Print > Labels in the Presort Printing Summary window. Id/ 7
16. Save the label output file. HOW Can e Help "
\ J
~ )
H 2010/LE Users  Phone: (800) 624-5234 Email: tech@bccsoftware.com
B c c c 0 ntaCt Info rmat 1on Full Service Users  Phone: (866) 326-0108 Email: techfs@bccsoftware.com

Rev 1.0 9/08J

Copyright© 2008 BCC Software Incorporated. All Rights Reserved.





