
EVERY DOOR DIRECT MAIL
Step by Step Guide



GETTING STARTED
Every Door Direct Mail (EDDM)

Go to USPS website directly 
  • Click on https://eddm.usps.com/eddm/customer/routeSearch.action 
  • Enter store address 
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• Click on https://eddm.usps.com/eddm/customer/routeSearch.action 

• Enter store address 
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1. Go to USPS website directly 



Search for EDDM on USPS website or
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Or Search for EDDM on USPS website 



Select Radius Around Store2
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2. Select Radius Around Store 
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• Note: Selected neighborhoods will be highlighted in purple. When you 
scroll over the neighborhoods you will also get the demographics for 
that area – age, average household income, households and 
businesses in that area. Once you select the neighborhood, the delivery 
addresses are tallied as well as the postage count. You are only able to 
choose up to 5000 households/businesses per order.  
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3. Select Neighborhoods to Drop 

Demographics 

Click on 
neighborhoods 

Postage 
count 

Select Neighborhoods to Drop 
  • �Note: Selected neighborhoods will be highlighted in purple. When you scroll over the neighborhoods you 

will also get the demographics for that area—age, average household income, households and businesses 
in that area. Once you select the neighborhood, the delivery addresses are tallied as well as the postage 
count. You are only able to choose up to 5000 households/businesses per order. 

Demographics

Postage 
Count

Click on 
neighborhoods



Additional Notes

• If you choose zip codes covered by a different post office, this 
information will be shown in the post office’s drop-off section of the 
summary. This will also print out in the retail facing sheets at the end, 
which gives you a snapshot of the estimated cost and delivery postage 
and address for each post office.  

• If different zip codes are selected, you must drop them off at different 
post office locations.  
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Additional Notes 

• ��If you choose zip codes covered by a 
different post office, this information will 
be shown in the post office’s drop-off 
section of the summary. This will also 
print out in the retail facing sheets at the 
end, which gives you a snapshot of the 
estimated cost and delivery postage and 
address for each post office.

• �If different zip codes are selected, you 
must drop them off at different post  
office locations.
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Select Drop Off Date & Payment Options 
  • After you have selected the neighborhoods for your mailers, choose continue to sign up for an account. 
  • You can choose to pay online or at the post office. 

• After you have selected the neighborhoods for your mailers, choose 
continue to sign up for an account.  

• You can choose to pay online or at the post office.  
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4. Select Drop Off Date & Payment Options 



5 Save, Check Out & Print Slips 
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5. Save, Check Out & Print Slips 



6 Bundle EDDM Cards 
  • Bundle your EDDM postcards in stacks of 100 based on the delivery addresses on the facing slips. 

• Bundle your EDDM postcards in stacks of 100 based on the delivery 
addresses on the facing slips.  
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6. Bundle EDDM cards 

• Bundle your EDDM postcards in stacks of 100 based on the delivery 
addresses on the facing slips.  
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6. Bundle EDDM cards 



7 Take Bundles & Slips to Post Office 
  • �Take the bundles and facing slips with payment for postage (if you have not paid online) to the  

appropriate post office. 

• Take the bundles and facing slips with payment for postage (if you have 
not paid online) to the appropriate post office. 
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7. Take Bundles & Slips to Post Office 

• Take the bundles and facing slips with payment for postage (if you have 
not paid online) to the appropriate post office. 
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7. Take Bundles & Slips to Post Office 



INNOVATION DRIVEN
Spectra Print continues to be on the  

leading edge of productivity  
and technology.



715.344.5175  |  5000 Woodward Drive  |  Stevens Point, WI 54481

www.spectraprint.com
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