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PostSort – Create sub-batches in Posti Sorting Service 
 
This is a brief tutorial on how to create sub-batches when using Posti Sorting Service. 

Reason 
The reason to use this function is when Posti regulations won’t accept an address file to be 
processed with selected service due to number of address being too small. PostSort’s 
support for sub-batches will enable you to have several batches that together will qualify for 
desired service. Note that all products will use the same setup (name, delivery date, weight, 
size +++). 

Requirements and limitations 
To enable this feature, all files must be imported into the same database. You will then have 
to define what addresses belong together using the Selection-function in PostSort. All 
addresses will be exported to the same target file. So, if you want them in separate files, 
then you will have to split the file outside of PostSort. 

Step by step instruction 
 
Step 1 - Importing the address file 
If you already have each batch in a separate file, then the easiest way is to tag each address 
with a batch identity. So in last step of importing the file, you add a new text field with some 
information identifying what batch the addresses belong to. 
 

1. Add a new text field 

 
2. Add some text to identify this sub batch 

 
3. Change the field name to a more appropriate 

 
 
Step 2 – Define groups 
Whether or not you performed step 1, we now need to let PostSort know that we have 
addresses that belong together. For this we use the selection-functionality. If you don’t 
know how to create groups then contact our support.  
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1. Select ‘Create selections’ 

 
2. PostSort normally wants the zipcode-field to evaluated, but this time we skip that. 

 
3. Setup how groups are to be created, and assign each address to a group 

 
 
Step 3 – Sorting 
PostSort can now be instructed to use the sub-batch functionallity in Posti Sorting Service by 
checking that option. 

 
 

1. Check to create sub-batches 
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2. Specify what groups to include  

 
 
Step 4 – Production 
All addresses will end up in the same file, but each batch will have its own set of containers. 
Batches will be produced in the same order as they were defined. In our example “Sub-batch 
1” will be produced before “Sub-batch 2”. The production report will help you determine 
where each batch begins and ends.  
 

 


