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This tutorial will walk you through a basic mailing with Bulk Mailer Professional. By 
following the steps presented in this tutorial, you will gain a basic understanding of the 
features in Bulk Mailer Professional and become comfortable navigating the program. 
While you may not use Bulk Mailer in the exact fashion presented in this tutorial, we 
recommend you follow the tutorial in order, as each new concept presented builds on 
previous concepts. 

This tutorial is not intended to cover every possible option. If you have specific questions 
as you work through the lessons, please refer to Chapter 3 in the User Guide for a detailed 
discussion of all the features and options of the program. This tutorial covers only the fea-
tures and functionality provided by Bulk Mailer Professional. Features not included will 
not be covered here. 

In the tutorial, you will learn how to:

•	 Create a new mailing

•	 Import an external address record file into this mailing

•	 Correct your address records

•	 Remove duplicate addresses

•	 Update changed addresses 

•	 Select a subset of records based on custom criteria

•	 Presort your mailing for First-Class Mail® discounts

•	 Create a basic envelope template 

•	 Edit that envelope with the Label Designer

•	 Print your mail pieces

•	 Export corrected records to an external file

•	 Assemble everything into a single, automated job

Introduction



�   Bulk Mailer Professional Tutorial

To begin, we need to create a new mailing, which we will use for the remainder of the 
tutorial. Everything we do in Bulk Mailer is based on mailings, which contain all your 
address records and mailing information. 

  To Create a New, Blank Mailing

1.	 If you are not on the Home page, click the Home icon on the Navigation Bar to 
move there. 

2.	 Double-click the New Mailing Wizard in the Mailings area. The Mailing Wizard 
Welcome screen displays.

3.	 Click Next to proceed to the Import Data screen.

4.	 Select the Create a blank mailing option. We will import records into the file later. 
Click Next to proceed to the Summary screen.

5.	 In the Name field, type “My Tutorial Mailing.” Leave the default file location 
and folder as they are. If you wish, enter a description for this mailing, then click 
Finish. 

Look at the Data Details section in the bottom left corner of the program. Your new 
mailing is automatically opened. “My Tutorial Mailing” displays under Mailing, while 
“All Records” displays under Group. Both the Total Count and Current values are 0. In 
our next step, we’ll import records that change these values.

Creating a New Mailing 

The New Mailing 
Wizard.
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Importing Records from an External File

There are two ways to add records to a mailing: manually entering them in a View or 
importing them from an external file. For this demo, we will import address records into 
our mailing from an external file.

  To Open the Import Wizard

1.	 Click the Import/Export icon on the Navigation Bar to move to the Import/Export 
page. 

2.	 In the top section – the Import section – double-click the Import Wizard. The 
Welcome screen displays. 

3.	 If you want further information about any screen in this wizard, click the Help but-
ton. Click Next to proceed to the Source File screen. 

  To Select a Source File

1.	 Click the Select File button. A Select File dialog box displays. 

2.	 This dialog box should display the contents of the My Bulk Mailer Files/Import Files 
directory. If it does not, browse to this directory. 

3.	 Select the Tutorial Import.txt file and click Open. You will return to the Select File 
screen.

4.	 This screen now displays the source file’s name, location and format. In this case, 
it is a text file. Click Next to begin configuring how the Import Wizard will process 
this format. The Data Format screen displays. 

  To Format the Text File

1.	 The Import Wizard can usually recognize the format of text files, so the Delimited 
option should be selected already. If it isn’t, select it now and click Next. The Delim-
ited Text File screen displays.

2.	 Again, the Import Wizard should recognize the format of this text file, so it should 
have already selected Tab as the Delimiter and None for the Field Qualifier. Make 
sure these settings are selected and make sure the First row contains field names 
check box is unselected. Click Next to proceed to the Field Mapping screen.

3.	 For many files, the Import Wizard can determine how incoming fields should be 
mapped to fields in your mailing. However, this file does not contain any informa-
tion about field names, so we need to map fields manually. 

For the first field in the Source column, select Business in the Bulk Mailer column 
and click Map. A link icon will display next to the Source field and Column 1 will 
display next the Business field. 
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4.	 Map the remaining columns in this order: First Name, Last Name, Address Line 1, 
City, State and ZIP Code™. The screen should look like this: 

5.	 Click Next when you have finished mapping fields as shown above. The Summary 
screen displays.

  To Finish the Import Process

1.	 Under the Template Options header, check the Save settings as a new template 
box. 

2.	 In the Name text field, type “My Import Template” and click Finish. 

3.	 The Import Progress screen will display information about the Import process as 
it occurs. When the process completes, click Close to return to the Import/Export 
page. 

Check the Data Details section again. Notice that the Current and Total Count values 
now read 2020. This is the number of records you have imported into your mailing. If 
you wish to look at these records, you can move to the Views page and open any List or 
Detail View. However, Views are not covered in this tutorial. Consult your User Guide 
or the Online Help for more information on viewing records. 

Mapping source 
files in the Import 
Wizard.


