
iAddress™ Cloud Quick Start Guide 

iAddress™ Cloud setup 

Access the iAddress™ Cloud software here: https://online.flagshipsoftware.com 

Select “Register New User”, enter your serial number that was provided to you by Flagship Software, and 

complete the form: 

 

This notification will advise you that an email has been sent to the email address registered.  

 

To complete the registration process, follow the instructions in the email to download an authenticator and scan the QR 

Code. 

Once registered, log in as below. You will be prompted for the authentication code, or you can choose to send it to your 

email that was used to register your account  by selecting “Send one time code”. 

  

 

https://online.flagshipsoftware.com/


 

Dashboard: 

This view gives a snapshot of any recent jobs that have been processed, subscriptions, quota and datasets. 

The icons at the top are highlighted below. 

 

Profile: 

       Change Password:   

  



 

Settings:   

 

Your serial number,  name and email associated with this account will appear here: 

 

Company Info: 

 



Complete your company information, including NCOA Terms of Use ID (SP or EU) as applicable, then Save Record: 

 

Customer Information: 

 

Add your customer profiles and save the record after each entry. Don’t forget to add their mailing info (as circled): 

 



You can edit:   Remove:   Add mailing info 

   

 

Subscriptions: 

THIS IS AN EXAMPLE ONLY:  Your version of Cloud will appear below, and any add-ons purchased.: 

 

   Seed Records: 

Option to add seed records: 

 



 

 

  Add Group, then save record:         Then add or edit seed record: 

 



 

 

There is the option to edit or remove any time: 

 

 



Address Correct: 

Type in an individual address and press Address Correction 

   

 

Help:  This directs to our customer portal where the manuals, reference info and newsletters are found. 

Please create an account on the portal https://www.flagshipsoftware.com/fsweb/ 

Select The Portal to register. 

 

 

Shopping Cart:      

https://www.flagshipsoftware.com/fsweb/


 

 

 

 

 

 

 

 

NCOA transactions can be purchased from the website by selecting the shopping cart, or you can contact Flagship 

Software directly at ncoa@flagshipsoftware.com  

 

 

 

mailto:ncoa@flagshipsoftware.com


 

 

 

Remote Support: 

  

 

 

Training: Compete the form and press submit: 



 

Remote Support will take you to our website. 

Just follow these instructions: 



 

 

 

Toggle on/off for French or English 

 

 

 

 



Creating a job: 

 

Job Setup view: (see below for job setup steps) 

 

 



Select the customer whose job is being processed from the drop down menu: 

If you are processing for your own company, this will be the first item on the list:

 

Name the job, choose the mailing date and 

load your file.  

If you have more than one database,  

select the “Merge into job” to load another 

database. 

 

Keep selecting “+”  until you have merged all the required databases.  

 

 

 

 

 

 



 

Pages: 

Select the options as required, or press All  

NOTE: Correction is processed by default 

 

Seed Records: 

Option to add seed records. 

 

Database view: Option to use the scroll bar to see field mapping:  

This will appear for each data file loaded: 

 



 

Database Information: 

This shows what sheet is being used if there are multiple 
sheets in your datafile: 

 

 

Map the names using the drop down arrow. 
If you plan on processing duplicates, map the fields that 

will be used. Ex. Name fields. If names are combined, map 

in Name 1. 

  

If your file has more than 2 address fields, select the + sign to merge fields 

 



 

Three address fields are now mapped. 

 

 

 

If your City Province PC are merged, select 

appropriate option 

 

 

If the file has a language field, there is the option to map it for 

correction. If mapped, the address will be corrected to the 

language indicated. 

 

 

If there are fields that contain variable weights and variable thicknesses, map these fields here. These values will be used 

for sort calculation. 

 

 



Select the language in which the reports are required. 

 

 

If there are multiple databases that will be used, click Next Page to map each database accordingly. 

Select correction options as required: 

NOTE: Click on the “?” for option for correction examples.  

 



  

Option to Genderize: 

This will add a salutation to the selected field. 

 

Duplicates: 

If duplicate processing is required, tick Perform Duplicate Removal, and select the options required. 

 

 

 

 

 

 

 



Example: 

 

If you have added a suppression list,  Select options as required, Example only: 

select it here: 

  

Advanced Options: 

This will allow priorities to be set, as in the example below: 

 



NCOA processing: 

 

 

Click on https://www.canadapost.ca/ncoa to obtain Terms of Use ID’s. 

 

  

 

https://www.canadapost.ca/ncoa


 

Geocoding: 

Geocoding will add location information to the data in your current job.   

Select options as required. 

 

 



Perform Filter Mailing: 

This will exclude records from the mailing based on the selected options below: 

NOTE: Filtering records permanently changes your job. 

 

 

 

Intelligent Selection: 

Allows you to select your mailing by 

removing Provinces, Cities, Address 

Types and/or FSAOMs. 

Custom Exclude: An advanced custom filter that allows you to filter based on fields in your database. 

 

 

 

Random:  Allows you to choose a random mailing from within your database. 

   



 

Extra Characters: Removes symbols and other characters that represent commands in certain database formats. These 

symbols and characters can impact printing of files later.    

 

Blank Lines: Removes records with blank lines in fields as selected. 

 

Removes seed records from the database. 

 

Sortation: 

The Sort function performs presort processing on your job, grouping mail by postal code and placing mail into containers 

and/or bundles as required, to take advantage of discounted postage rates. 

Select options based on your sort requirements, as in the examples below: 

 

 

 



 

Select the type of mail to be sorted. 

 

 

 

Complete based on the sort type.  

 

 

Example. 

Press Calculate to see the bundle and container 

information. 

 

 

 

 

 



Select required options: 

 

 

 

 

 

If this was not already set up in your default 

profile, choose the Office of Deposit and 

enter the tax rate. 

 

 

Press if Pallets has been selected. 

 

 

Choose the Export type from the drop-down menu. 

 

 



 

Select your export options: 

 

    
Mailing Summary 

Example only – full job options not shown here: 



  

When the record count is verified and the submit button is pressed, you will be directed to the Job Listing page where  

you will see the status of your submitted job(s). 

 



 

 

Once the job is processed, there will be the option to download the job and all associated databases and reports: 

 

 

 

 

Option to create a new job using the parameters of this job. 

 

 Option to create a new job using the results of this job. 

 

 

 

Option to delete the job to free up storage space on the server. 

 

Downloading the job:  

Open the zipped file and save to your computer. 

  

Example of files and reports:  



 

 

Your job is done! 

 

For technical assistance, please contact support@flagshipsoftware.com or 1-866-672-0007, x 300 

 

For training, please contact sales@flagshipsoftware.com or 1-866-672-0007, x 101. 
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