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iAddress™ Screen Shots:  Step-by-Step    
   

 
This guide is intended for a quick reference only. For a complete guide to all the features and services 
provided in iAddress™, refer to the iAddress™ manual on the Customer Portal: 
www.flagshipsoftware.com 
 
Additional services include access to Demographics, MoveUpdate (NCOA), PCT and more. Please refer to the 
Customer Portal for more details and reference guides for these products. 
 
When you load iAddress™, click the Help menu to register the software and download the updates. (Refer to 
the Customer Portal reference section for downloading iAddress™ data). 
 
First step is to set up your iAddress™ software. 
 
Click on Company Information and complete the Company Information, Customer Information and Job 
Details screens, click OK to save. 
 

 
 
Enter the account numbers, NCOA id’s, etc. here:  

http://www.flagshipsoftware.com/
http://www.flagshipsoftware.com/


 
 
Add your customers to the Customer Information Screen and then Select CPC & USPS acct numbers and ID’s 
as applicable: 

 

 



Complete this section in the applicable fields: 

 

 
 
Enter the tax rate and choose the outlet from the List of Offices of Deposit to save it as your default, click OK to 
save.  

 



 
Complete the Preferences screens by selecting your preferred settings: 

 

  
 

  
 

 
To begin a job, click on File, Create Job: 



 
 
Chose your file from the folder where it is located and click on it and press Open or just 
Double click on the file to bring it into iAddress™: 

 

 
 
 
 
 
You will now see the “mapping screen”. 
If you have a header row, tick the box beside “Remove Header Row” to suppress this row. 



 
Map your fields as required. If you are doing this job for someone else, you can select the Customer name 
from the pre-populated Customer Information Screen, located under the Company Information menu. 
 
If your address is more than 2 fields, you can merge address fields by selecting the button to merge address 
fields: 

 



 Address becomes:  
  
If you want to check for duplicates, then map the fields such as name fields, etc. (see screenshot below) 
 
If you have a Language Indicator in your database, you can map that in iAddress™ so that the address will 
be corrected to the language selected for each individual record. 
 

 
Once you map your file, you have the option to save a template so the next time you come into iAddress™ you 
will select from the Template list to retrieve that template with the mapping you saved.  This is convenient if 
you are mapping the same information each time. 

 

      
Name your job, and then click OK to load that mapped file into iAddress™. 
 
If you want to add additional files to that iAddress™ job, such as a KILL file, click on File, Merge into Job, and 
follow the steps above to map the job.  You can merge multiple file formats into the same job, as well as 
several files. 



 
 

 
 
You may have a Do Not Mail (also referred to as a Suppression or Kill file) 
 

 
 
You will see a Record Count of the total number of records in the job. 
 
Map the merged job(s) by following the same mapping procedure, then click OK. 
 
Next, Click on Address Management, and Correction/Validation: 

 

 
 
Choose your Mailing Date and Correction Options: 
 
The Mailing Date always defaults to today’s date, however, if you know when you are mailing the job, then you 
can choose the appropriate date to correspond to the data set (Data 1) and (Data 2).  
Example:  

 



 
 
As above, the City name field can be abbreviated if required. 
 
NOTE:  If you had selected Language Indicator as illustrated below in the Select Address screen, it will be 
highlighted in the Correction Options and the other options will be greyed out.   

 

 
 

 

 
Press Start to begin correction. 



 
 
Correction will run, and the Validation report will be produced: 

 

 
 
Save and/or Print your Validation Report. 
 
You can view your Corrected addresses or Uncorrectable addresses by clicking on the appropriate button and 
you will see the Database view.   
Click on All Fields to see all the columns and you can scroll over to the right to see the Correct Text column 
which gives the codes for what the software did to correct or if it could not correct. 
 
C = Corrected, V = Valid, U = Uncorrectable, G = Foreign (non-Canadian address) 



 
 

 

Lookup OPTIONAL: 
If you want to correct the Uncorrectable addresses, you can select Uncorrectable then Lookup: 

 

 
 



You can then attempt to correct addresses yourself, however, the Lookup database uses a range-based 
database that is not required to have units, suites or apartment numbers.  It is not the PoCAD database that is 
used by iAddress™ for batch correction.  However, if you are able to correct some addresses using this 
database, iAddress™ will re-correct the addresses in PoCAD after you close this database. 
 
To use the Lookup for Uncorrectable addresses, click on Search Postal / Zip button to bring up all the 
addresses associated with that Postal Code, or Street Name as appropriate. 
 
From the example in the screenshot on the previous page, we see that Turnberry Road does exist, however 
the number 3205 is out of range as we see that it only goes up to 2131.  Click next to proceed to the next 
address. 
 
If you see an address that you can correct, type in the correct one, click on Suggest, and then Address Save. 

 
After you press Address Save, iAddress™ will re-correct and update your Validation report. 
 
When you are finished using the Lookup, close down the screens. 
 
 
 
 
To check for Duplicates, click on Address Management, Priority Duplicate Extraction.   
 

 
 
 
If you have a Do Not Mail /Suppression List/ill file, process this first by selecting the file and choosing your 
options as required: 

 



  

  
 
 
Then press Process.  
 

 



 
 
If there are any Common records that appear on both files they can be Subtracted.  
They will be removed from any file in which they appear, plus any records on the Kill file will also be 
subtracted. You have the option to Export these results. 
 
If you do not have a Kill file: 
 
Select the fields that you want to check for duplicates, (i.e. first name, last name), select your Priority Order, 
and if desired, untick Partial Names and Ignore Rural Addresses, and click on Process: 

 

 

 

 

 

 

 



 
NOTE:  You can start at 100% match, then drop down to 75% etc. and manage accordingly 

 
Click on View / Print and manage your dups accordingly (de-flag, set to keep), then click on Close. 

 



 
If you want to delete your duplicates, click on Delete, and follow steps to export the Duplicates and the 
Original: 
 

 
 
Close the dups when done. 
 
 
Filtering Records: 
 
This will give you several options.  This is the task of excluding records from the database. 
 
To Filter  records: 
 

 
 
Select a tab that meets your filtering criteria: 
 

 
 
 
Many options are available to exclude records.  
 
 
 
 
 
 
 
 



Example – If you want to remove all the Uncorrectable addresses, select the Address Filter tab: 
 
 

 
 

 
Select Uncorrectables and press Exclude, then once you have exported them, you can clear them out of the 
list. 
 
If you want to filter out Uncoded records select Uncoded and then Export them. 
If you do not want to do this, then your Uncoded addresses will not be included in the sort and will appear at 
the beginning of the print file without any sort info.  You can choose to mail them using first class postage, and 

any undeliverables will be returned. 
 
The Address Filter tab can be accessed straight from the Validation Report as well: 
 

 
 

 
 
 
 
 



To Export your database: 
 

 

 

 
Select your desired options as in example below: 

 
 
Then press Export Database, and save the file. 



OPTIONAL NCOA (PAY BY USE SERVICE) 
 
NOTE: There is a full NCOA Processing Guide and the Move Update codes in the Customer Portal in 
the iAddress™ Manual tab under Reference Documents. 
 
If you want to run Canadian NCOA (National Change of Address)  (See pricing information or send a note 
to ncoa@flagshipsoftware.com  for more information) 

 

  
 

  
        DNM and Deceased Suppression 

 

 

mailto:ncoa@flagshipsoftware.com


If you wish to include the DNM list and/or the Deceased Suppression, select the Run DNM and Run Deceased 
box and select your match preference. This is included in the NCOA fee.  Click Process and results will be 
displayed. 

 

 
 
Click on Apply Changes to update anyone who has moved within 6 years. 
UI / UF/ UB = Unapplied Individual, Unapplied Family, Unapplied Business 
 

 
  
Repeat to Purge Nixie Records to remove those records of people who have moved but have not updated  
Canada Post therefore have no current address to update = undeliverable mail to that person. 

 
If you had included DNM or Deceased you can purge these records as well. 
 
Then press Close and Export your results and access your transaction report: 
 

 
 
The Audit table will Export the original address and the updated address. 
 



     
 
The Export database will export the new address only that has been updated to the database. 
 

 
 

 
 
 
 
 



A transaction report is created when you process NCOA: 
 

 
 

 

 
 
This transaction report will show you how many records were applied.  
 
NOTE:  Unmatchable records are not sent through for NCOA processing; there is no charge. 
Non-matched means that these people have not moved so there is no new address on file. 
 
To order NCOA transactions, please select NCOA Order Form from the Move Update tab and the transactions 
will be added to your account immediately. You can also contact ncoa@flagshipsoftware.com 
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To Sort your mail: 

 

    
 

 
The mailing date selected must be within one of the data sets when you are delivering your mail to Canada 
Post.   

 
 

 
Select the type of mail you are sorting: 
 
 
 



Personalized Mail™ Special Handling, goes either in a LFT - Letterflatainer 

   
 
Publications Mail is typically is oversized.  All oversized must go into a Flat tub. 
Select Pallet or Monotainer as required. 

 

  
Optional: Select Pallet or Monotainers if required 
Personalized Mail™ Special Handling sort (example): 

 



    
 

 
Then press Done.   
 
 
 
iAddress™ will sort your mail and provide you with the Statement of Mailing: 

 



 
 
Your Mailing Plan File will be saved ready for upload to the CP website. 

 

 
 



 
Print your labels and Reports: 
 
NOTE:  Be sure to select ACTUAL SIZE: 
 
 
Container labels 
 
Bundle labels 
 
Container and Bundle Report 
 
Delivery Office Volume Summary 

 

 
 
 
 
 

 



 
 

 

 

 
Export your print file to your Inkjet printer, or use the Windows Print option if using labels: 

 

 
 

 

 

 

 



Select the fields that you require: 

 

 
 
If you had processed NCOA and want to export the purged NCOA rrecords, you can select them: 

 

 
 
Windows Print will give you options for labels: 

 

 
 



 
 

 

 
To access the manual: 

 

 



 

Please create an account on the Customer Portal.  There is a verification step, then you will 
receive an email confirming access to the Portal. 
 

 
 
To access our technical support team:     

 

        
                   

 
 
To Contact us: 

  

     
 

 



To access our monthly customer newsletters in English or French, please register on the customer Portal: 

 
 
 

 

 
 
Send us an email to newsletter@flagshipsoftware.com if you want to be added to our email distribution list! 
 

 
 
 
To SAVE your iAddress™ job, click: 

 

 
 

mailto:newsletter@flagshipsoftware.com


This will be saved as a pjf file. 

 

 
 

 

 
For Technical Assistance, please contact our support team: 

   

 
 

 

 
For Web Training,  contact Carolyn Trebell, 1-866-673-0007 x. 101 or carolyn@flagshipsoftware.com , 
sales@flagshipsoftware.com 
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