Canadian National Change of Address (NCOA)

NCOA : Step-by-Step User Guide (English)
Guide de I'utilisateur étape par étape (French)

WHO NEEDS TO USE THIS PORTAL:

e Service Providers: lettershops, mail houses, data processors. If you are processing NCOA on behalf of a third
party, you are required to create an account and agree to Canada Post’'s Terms of Use. This will provide a Service
Provider Terms of Use ID which you will need to enter into the software in order to process NCOA on your clients’
behalf.

e End User: mail owners. If you are using NCOA to process your own mail lists or having a third party process your
lists for you, you are required to create an account and agree to Canada Post’'s Terms of Use. This will provide an
End User Terms of Use ID which you will need to enter into the software (or provide to your Service Provider) in
order to access the NCOA service.

The following links have been provided by Canada Post.
Product Page (for more information on the NCOA program):

www.canadapost.ca/moverdata
www.postescanada.ca/donneesdemenageurs

Sign-In Page (to accept the Terms of Use):
www.canadapost.ca/NCOA
www.postescanada/PNCA

STEP 1 - are you a Service Provider or an End User?
You are a Service Provider if you:

e Clean files on behalf of other companies
e Create mailings on behalf of other companies

You are an End User if you:

e Clean your own database
e Create mailings on your own behalf

STEP 2 - Register on the Canada Post website


http://flagshipsoftware.us3.list-manage.com/track/click?u=578be683544a9f5158eea654c&id=db8e6ab3b1&e=801696af4c
http://flagshipsoftware.us3.list-manage1.com/track/click?u=578be683544a9f5158eea654c&id=0350aaf8d9&e=801696af4c
http://flagshipsoftware.us3.list-manage.com/track/click?u=578be683544a9f5158eea654c&id=8a73f2d058&e=801696af4c
http://flagshipsoftware.us3.list-manage.com/track/click?u=578be683544a9f5158eea654c&id=65a689cfbd&e=801696af4c
http://flagshipsoftware.us3.list-manage.com/track/click?u=578be683544a9f5158eea654c&id=f069e9affe&e=801696af4c
http://flagshipsoftware.us3.list-manage.com/track/click?u=578be683544a9f5158eea654c&id=f8b1342086&e=801696af4c
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STEP 3 - Service Providers only (End Users, skip to Step 4)

e A List Agent form may be requested by emailing ncoa@flagshipsoftware.com.
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STEP 4 - Processing Jobs in NCOA

e When running NCOA in iAddress™, you are required to select an End User Terms of Use ID (EU TOU ID) from a
list of those entered in your software. You MUST have an EU TOU ID to process NCOA.
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The link to the Terms of Use portal is as follows:

www.canadapost.ca/NCOA

Entering and using ToU ID numbers in iAddress™

These numbers will be entered in the same location as your account and agreement numbers. Instructions are as follows:

To enter YOUR Terms of Use ID:

1. OpeniAddress™ and close out of the opening screen.
2. Go to File/Company Information.
3. On the Company Information tab, click the button marked “CPC & USPS Account Numbers and IDs”.


http://www.canadapost.ca/NCOA
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4. Enter your information in the field labeled “NCOA Terms of use ID” and click “Done” to return to the main screen.
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NOTE: If you are processing your own mailing list, then you will require an EU Terms of Use ID which will be entered in
your own company profile as circled in red above.




To enter YOUR CLIENTS’ Terms of Use IDs:

1. OpeniAddress™ and close out of the opening screen.
2. Go to File/Company Information.
3. Click on the Customer Information tab.

a. If your customer’s information is already added, double click on their entry and click the button marked “CPC &
USPS Account Numbers and IDs”. Enter their Terms of Use ID and click “Done”. Remember to click “Save
Customer” before clicking “OK” to leave the screen.

OR

b. If this is a new customer, add their name and address information and click the button marked “CPC & USPS
Account Numbers and ID”. Enter their Terms of Use ID and click “Done”. Select “Add to List” then “OK” to leave the

screen.
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Using the Terms of Use when processing NCOA:

1. Select “Process Move Update NCOA+” from the Move Update NCOA menu.

2. ldentify your name fields and click “Next”.

3. Use the End User drop-down to select the appropriate mail owner for this job. Make any other option selections,
then click “Process”.

IMPORTANT:

Only End User Terms of Use IDs will appear in the End User drop-down. NCOA processing is not permitted using a Service
Provider or Service Bureau number. End User ToU IDs start with an EU.

If you require further assistance, please contact our support team: support@flagshipsoftware.com or 1-866-672-0007 x. 3
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