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1. General 
With bulk mail you can send large volumes of business mail at once. This is possible from as little as 1 item per day, 

but becomes more cost-effective from 25 items per day or 250 identical mail items at once. Think of letters such as 

invoices, or promotional mail such as flyers and magazines. 

1.1 Where can I find bulk mail? 
• Log in to Mijn PostNL Zakelijk. 

• In the top navigation, go to ‘Shipments’ > ‘Bulk Mail’. 

• You will then see the home screen with all available functions: 

1. Search: find previously pre‑alerted or sent mailings up to 3 months back. 

2. PostNL Webshop: order free supplies such as roll containers or sacks. 

3. Digital returns: download return files (CSV) for your mailings. 

4. Pre-alert a new consignment: start pre‑alerting a new mailing here. 

 

 
 

 

https://mijnpostnlzakelijk.postnl.nl/s/#/
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2. Preparation 
Before you can set up a consignment, it is a good idea to arrange a few things in advance. This helps you avoid errors 

and ensures you can go through the process smoothly in one go. 

2.1 Setting a return address 
Before you can create a mailing, you must first set a return address. You can set this as follows: 

• Go to ‘My account’ > ‘Company details’. 

• Expand the ‘Addresses’ tab and click ‘View all’ under ‘Default return address’. 

 

 
 

• Add a new address or set an existing one as your return address: 

1. Add a new address: click ‘Add return address’. 

2. Set an existing address as your default return address: click the pencil icon next to ‘Your reference’. 

 

 
Please note: a return address is mandatory for billing purposes. 

2.2 Order equipment 
Don’t have any equipment yet, such as roll containers or mail bags? Check the acceptance conditions to see which 

equipment you need and order it free of charge from our https://shop.postnl.nl/webshop/zakelijke-

hulpmiddelenwebshop. 

 

https://www.postnl.nl/postaanleveren
https://shop.postnl.nl/webshop/zakelijke-hulpmiddelen
https://shop.postnl.nl/webshop/zakelijke-hulpmiddelen
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2.3 Use the Address Check 
Upload your address file to the free Address Check in Mijn PostNL Zakelijk. This allows you to verify whether all 

addresses are correct and whether mail can be delivered to them. It helps prevent mail from being returned due to 

addressing errors. Once the check has been completed, you can download 2 files: 

• The complete verified address file. 

• A separate file containing addresses that could not be recognised. 

 

This gives you a clear overview of which addresses are correct and which need to be amended. Pay particular 

attention to address additions, postcodes and country names. Please note that even if an address is recognised, mail 

may still be returned. For example, if the address is unclear, difficult to read or if information is missing from the 

envelope. 

https://mijnpostnlzakelijk.postnl.nl/c/PNL_Canvas.app
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3. Pre-alert a New Consignment 
Pre-alerting is the first step in registering your bulk mail consignment. You enter all the relevant details in advance, 

but you can still amend them later. The information only becomes final once you hand over the consignment. After 

that, no further changes can be made. We will now guide you through the process step by step. 

3.1 Enter the consignment details  
Click ‘Pre‑alert a new consignment’ and enter the properties of your mailing: 

1. Customer number: This is filled in automatically. If you want to use a different customer number, select one 

you are authorised to use from the drop-down menu. 

2. Return address: A return address is mandatory. Select the correct address here. 

a. Note: if you choose ‘Change default return address’, you will leave the module and will need to 

start again. We therefore recommend updating the return address beforehand. 

3. Select favourite: Do you send this mailing regularly? Save it as a favourite. Next time, all details will be filled 

in automatically. 

4. Description: Briefly describe what you are sending. This information will appear in your usage overview.  

5. Cost centre (optional): Do you use cost centres? Add a label here. You can set up cost centres via ‘My 

account’ > ‘Company details’. 

6. Reference (optional): Would you like to add extra identification, such as an order number? Enter your 

reference here. 

7. Sender: Enter the name of the person or organisation sending the mailing. This is particularly important if 

you are sending mail on behalf of another organisation. 

 

3.1.1 Manage favourites 
Here you will find an overview of your saved favourites. You can rename a favourite or delete it if you no longer need 

it. 
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3.1.2 Import consignments 
Do you want to add up to 100 consignments at once? Then use a CSV or XML file. First, download the template, 

complete it and import the file. This is much quicker than pre-alerting each consignment separately. 

 

 

3.2 Choose a product 
Enter part of the product name in the search bar. You will then see a list of suggested products. Alternatively, you can 

select one of your favourites from the list below. 

 

 

3.2.1 Not sure which product to choose? 
Click ‘Not found what you were looking for? Search here’, located directly under the search bar. Then answer the 

questions shown. 

 

 
 
Where do you want to send it?  

The Netherlands, Europe, Worldwide.  
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What would you like to send? 
Select the correct size (dimensions and weight): Small, Large, Special, Mixed, Mixed extra.   

 

Note for ‘Mixed’ and ‘Mixed extra’: make sure you select the correct type to avoid additional charges. 

• Mixed: lightweight paper mail, such as letters, magazines or leaflets. Items must be no more than 10 mm 

thick and weigh no more than 350 g each. This mail is processed automatically, making it a more cost-

effective option. 

• Mixed Extra: heavier mail items or small goods, often thicker than 10 mm or larger than C4 size. These 

consignments are processed partly by hand, which makes them more expensive. 

 

Read more about choosing the correct product 

 

 
 

What are you sending? 

• Bulk mail: personal mail, invoices, insurance policies, quotations etc. 

• Direct mail: advertising mail, brochures, flyers, newspapers, magazines etc. 

 

 

https://www.postnl.nl/zakelijk/klantenservice/partijenpost/voorbereiden/
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3.3 Select the drop￼off date and delivery options 
Select the date on which you will hand over the batch to us. Then choose a delivery option: 

• Standard: the fastest option. We deliver within 2 working days. 

• Fixed delivery days: the cheaper option. You choose a fixed set of 2 consecutive delivery days: Tuesday–

Wednesday or Thursday–Friday. 

 

3.4 Enter product details, coding and sorting 
What you need to enter differs for a mixed or homogeneous batch. 

 

3.4.1 Homogeneous batch 
With a homogeneous batch, all mail items look the same and have the same weight. 

 

Product details 

Number of items: the total number of mail items. 

Weight per item in grams: you fill this in for a homogeneous batch. 

 

Coding mail items 
Choose from the following options: ‘No’, ‘Coding line + 2D matrix or letter code’ or ‘Sorted’. 

 

No – no coding or sorting 

What does it mean? You do not do anything extra: no code and no sorting. 

+ Advantage: quick and simple, you can continue immediately. 

− Disadvantage: no discount and no digital extras such as track & check or digital returns. 

 
 

Coding line + 2D matrix or letter code – coding only 
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You add a code to your mail items: a letter code (line under the address) or a 2D matrix (square code with extended 

information). After uploading an address file via the address check, we enrich the addresses with a unique code per 

item, which you print on the mail items. 

+ Advantage: you receive a coding discount, your mail is processed more quickly, and you can use digital 

extras such as track & trace, My Post in the PostNL app and digital returns. If the code is not sufficiently 

legible, your discount will expire and PostNL may apply corrections to your invoice. 

− Disadvantage: 

o Letter code: you need a special font (KIX) and your layout must meet our guidelines. 

o 2D Matrix: you need software to print the code. 

 
 

Sorted – coding and sorting 
You add a code and sort your batch yourself according to our guidelines. 

+ Advantage: you receive both coding and sorting discount (from 5,000 items), benefit from faster processing 

and digital extras. If the code is not sufficiently legible, your discount will expire and PostNL may apply 

corrections to your invoice. 

− Disadvantage: you must sort and package everything according to our guidelines. 
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Note: your coding discount expires if the 2D matrix or letter code does not meet the conditions or is not legible. 

 

Read more about sorting and coding 

 

3.4.2 Mixed batch 
With a mixed batch, you combine different types of mail items. This is the difference between ‘Mixed’ and ‘Mixed 

extra’: 

• Mixed: you only have mail items in the small and large formats. 

• Mixed extra: you also have mail items that are heavier than 350 g, thicker than 10 mm, larger than C4, or 

have contents or packaging other than paper. 

 

Product details 
Number of items: total number of mail items. 

Total weight in grams: this is not mandatory, because we determine the weight when the batch is handed over to us. 

 

Coding mail items 
Choose from the following options: ‘No’, ‘Coding line + 2D matrix or letter code’ or ‘Sorted’. 

 

No – no coding or sorting 

What does it mean? You do not do anything extra: no code and no sorting. 

+ Advantage: quick and simple, you can continue immediately. 

− Disadvantage: no discount and no digital extras such as track & check or digital returns. 

 
 

https://www.postnl.nl/zakelijk/klantenservice/partijenpost/voormelden/
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Split delivery for discount 

Do you have a mixed batch of 2,500 items or more? Then you can receive a discount if you hand over this batch in split 

form. This is how you do it: 

• If you choose ‘Mixed’ when coding and sorting: split by format Small and Large (red and blue containers). 

• If you choose ‘Mixed extra’: split by format Small and Large (red and blue containers) and also by format 

Special (blue containers). 

 

Place everything in the correct containers and materials. This ensures you meet the drop‑off requirements and receive 

an advantageous price. 

 
 

Conditions 

By ticking this box, you confirm that your batch meets the correct conditions. If you are certain that you are only 

sending paper items up to a maximum of the ‘Groot’ format, then choose ‘Gemengd’. If there is anything else 

included, such as larger or thicker items, then choose ‘Gemengd extra’ to avoid surprises and additional costs. 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.postnl.nl/postaanleveren
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Coding line + 2D matrix or letter code – coding only 
You add a code to your mail items: a letter code (line under the address) or a 2D matrix (square code with extended 

information). After uploading an address file via the address check, we enrich the addresses with a unique code per 

item, which you print on the mail items. 

+ Advantage: you receive a coding discount, your mail is processed more quickly, and you can use digital 

extras such as track & trace, Mijn Post in the PostNL app and digital returns. If the code is not sufficiently 

legible, your discount will expire and PostNL may apply corrections to your invoice. 

− Disadvantage: 

o Letter code: you need a special font (KIX) and your layout must meet our guidelines. 

o 2D Matrix: you need software to print the code. 

 
 

Split delivery for discount 

Do you have a mixed batch of 2,500 items or more? Then you can receive a discount if you hand over this batch in split 

form. This is how you do it: 

• If you choose ‘Mixed’ when coding and sorting: split by format Small and Large (red and blue containers). 

• If you choose ‘Mixed extra’: split by format Small and Large (red and blue containers) and also by format 

Special (blue containers). 

 

Place everything in the correct containers and materials. This ensures you meet the drop‑off requirements and receive 

an advantageous price. 

 

https://www.postnl.nl/postaanleveren
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Conditions 

By ticking this box, you confirm that your batch meets the correct conditions. If you are certain that you are only 

sending paper items up to a maximum of the ‘Groot’ format, then choose ‘Gemengd’. If there is anything else 

included, such as larger or thicker items, then choose ‘Gemengd extra’ to avoid surprises and additional costs. 

 
 

Note: your coding discount expires if the 2D matrix or letter code does not meet the conditions or is not legible. 

 

Read more about sorting and coding 

https://www.postnl.nl/zakelijk/klantenservice/partijenpost/voormelden/
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3.5 Digital returns 
You can use digital returns if you uniquely code your batch. You will then receive a digital file containing the address 

details of the returned mail item. Would you also like to receive your returns physically? This is possible at an 

additional charge. 

 

Digital 

• You only receive a digital return file. If something goes wrong with the coding, we will still return your mail 

physically.  

• Paid option: when uploading your address file, in a next step, you specify whether you want to receive 

additional information. These are paid options:  

o With reason for return 

o With text on the mail item and reason for return 

  

Digital and physical 

• You receive the return file and the physical mail item on the next delivery day.  

• Physical returns are a paid option. 

 

Physical 

• You only receive the physical mail item, without a digital overview.  

• Physical returns are a paid option. 

 

3.6 Tracking your batch 
Would you like to know what happens to your mail after you have handed it over? If you code your batch using a 

coding line and 2D matrix code or letter code, you can choose free additional digital services. 

 

Track & check 

• Track your mail items until they are processed by our sorting machines. You can see how many letters have 

been scanned and when the first sorting took place. 

• Note: this option is not available for sorted batches. 

 

Mijn Post in the PostNL app 

• This is an additional digital touchpoint on the physical mail item. This increases interaction and enhances the 

visibility of your mailing.  

• This option is available for both coded and sorted batches. 
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3.8 Logistic details 
This ensures that your batch is processed correctly. Fill in these details carefully, so everything is accurate and your 

mailing goes through our system without delay. 

 

3.8.1 Dimensions and thickness in mm 
Always check whether the entered dimensions and thickness match the selected product. Only enter the correct 

measurements. Example: if you choose Small, do not enter A4 format. Are you unsure? Scroll back up and check the 

product requirements. 

3.8.2 Packaging 
You can choose from: 

• Plastic wrap: protects against moisture, lightweight and economical, but less sustainable. 

• Unwrapped: inexpensive and sustainable, but no protection. 

• Band: bundles mail, saves material, but offers little protection. 

• Paperwrap: paper wrapping, environmentally friendly, but heavier and more expensive. 

• Transparent paperwrap: protection and visible contents, but more expensive and less sturdy when exposed 

to moisture. 

• Self-mailer: folded document without an envelope, light and economical, but limited protection. 

• Envelope: full protection, professional, but additional weight and cost. 

• Card: sturdy and simple, but without protection and limited in size. 

 
 

3.8.3 Addressing 
For some types of packaging, we need to know how the items are adressed: 

• Cheshire label: separate label under plastic wrap, must be attached securely. 

• On white strip (plastic wrap): address printed on a white strip of plastic wrap, suitable for automated 

processing. 

• On insert/separate address sheet: separate sheet included with the mailing, must be attached securely. 

• Directly on mail item: address printed or written directly on the mail item. 
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3.8.4 Hand over at 
Enter the processing location here. Select a PostNL point or sorting centre. Tip: Check the location finder first. Not 

every PostNL point processes bulk mail consignments. 

 

 

3.9 Finish: pre-alert or hand over your consignment 
At the bottom of the screen, you can choose from several options to complete your consignment: 

1. Save as favourite: do you send the same type of batch more often? Then save it as a favourite. This way you 

will have less to fill in next time. 

2. Set up: choose this option if you want to save the batch as a draft. You can still adjust or add details later. 

3. Submit: ready to send? Choose ‘Submit’. This registers the batch with us definitively. 

 

Note: after submitting, you cannot change anything. You will now move on to the next step of the registration 

process: checking the address file. 

 
 

 

 

 

https://www.postnl.nl/en/locationfinder/
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4. Check and sort your address file 
Before you can hand over your consignment, we will check whether the addresses in your file are correct. We will 

show you how to upload your file, select the correct settings and correct invalid addresses. This helps ensure that your 

mail is delivered successfully. 

4.1 Check settings 
In this step, you specify how you would like us to check and sort your address file. Depending on the choices you made 

earlier in the registration process, you may or may not be able to select options for the following three questions. 

 

 

4.1.1 What would you like to do? 
Choose whether you want to check only for errors, or also sort immediately. 

• Check: we check your addresses for errors. With this option, you can choose to have your address file 

automatically sorted by postcode. 

• Check and sort: we check and sort your file automatically in the order that best fits our processes. 

4.1.2 Sort the checked file by postcode 
• Yes: we return your addresses in ascending postcode order (from 1000 AA to 9999 ZZ).  

• No: we maintain the order you uploaded. Sometimes, we adjust the order for optimal processing in our 

logistics. 

 

This option is especially useful if you want to monitor or divide your production by postcode area.  

4.1.3 Send unrecognised addresses anyway? 

Sometimes an address is ‘undeliverable’. Select: 

• No: we exclude these addresses. These addresses will not receive coding. The number of mail items in the 

order is adjusted accordingly, and you do not pay for them. 

• Yes: mail items with ‘undeliverable addresses’ are still submitted (and invoiced). The likelihood that these 

mail items are returned immediately is very high. 

 

Note: with the option ‘Yes’, the mail items receive a code without logistic value. 
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4.2 Uploading the address file 
In this step, you upload your address file, indicate how you want to receive your returns, and if applicable generate 

the letter code. 

4.2.1 Digital returns (charged service) 
You can use digital returns if your consignment is assigned a unique code. You will then receive a digital file containing 

the address details of the returned mail item. If you would also like to receive your returns physically, this is available 

as a paid service. You can choose from the following 3 options: 

• None: return without reason 

• With reason for return 

• With text on the mail item and reason for return 

 

4.2.2 Select file 
Click ‘Select file’ and choose your address file. 

4.2.3 Generate letter code 
Indicate whether you are using a letter code. 

• Yes: you use a coding line in combination with the letter code. This code is written in KIX font. 

• No: you use a coding line in combination with a 2D matrix code. 



   

 

Manual bulk mail - Pre-alert in Mijn PostNL Zakelijk  Version January 2026 20 

 

 

4.3 Specify the file format 
In this step, you specify how your address file is structured. There are 2 ways to do this: 

1. Automatic set-up using column examples 

This is the fastest and easiest method. You choose which data belongs in which columns, and we complete 

the rest automatically for you. 

2. Manual set-up 

Prefer to define everything yourself? Then you can manually link columns to the correct data. 

  

Tip: do you often use the same file format? Save it as a favourite. This way, you will not need to set it again next time. 
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4.4 Result 
View the result of the address check and adjust your address file if necessary. 

 

Note: download your files now, because this will not be possible later. 
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5. Hand over your consignment 
You have completed all the steps and your consignment is ready. You can now choose what you would like to do with 

it: save it as a favourite, pre-alert it or hand it over straight away. Below, we explain what each option means. 

5.1 Using favourites 
Do you send the same type of batch more often? Then save your settings as a favourite. This way, you will have less to 

fill in next time and you can work more quickly. 

5.2 Final submission 
You have 2 options: 

1. Set up 

With this option, you save your batch as a draft. You can adjust or add details later. 

2. Submit 

Have you checked everything and are you ready to send it? Then choose ‘Submit’. This registers the batch 

with us definitively. 

  

Note: check everything carefully before submitting. After submitting, you can no longer adjust or download your 

files. 
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We are always available 

Contact customer service for our business customers via 

www.postnl.nl/zakelijk/klantenservice/ 
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