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P.A.G.E. On-Line Guide
OVERVIEW

What is PAGE? The United States Postal Service has a certification program for Periodicals
mail called PAGE — Periodicals Accuracy, Grading, and Evaluation. PAGE certifies
publishing and print planning software and the users of that software.

How does PAGE benefit you? With PAGE, Periodicals mailers no longer have to submit a
copy “Marked” for advertising for each issue. Also, the weight of the publication calculated in
PAGE is used by both the mailer and the Postal Service as the per-copy weight on postage
statements. This eliminates data input of the per-copy weights into the publisher’s system.

Who can apply?
e Publishing and print planning software developers.
e Publishers with an eligible proprietary publishing and print planning software program.
e Publishers who:
- Mail multiple editions for each issue of a publication.
- Drop-ship mail to multiple entry Post Offices.
- Submit a consolidated postage statement.

How does it work?
Certification and Authorization — PAGE certification is a three-stage process:

Stage 1: Certification and authorization of publishing and print planning software by
the Postal Service National Customer Support Center (NCSC) in Memphis,
Tennessee.

Stage 2: Certification of publisher’s program users by the NCSC.

Stage 3: After stages 1 and 2 are completed, the New York Pricing and Classification
Service Center (PCSC) authorizes publishers to submit production program-generated
weights and advertising percentages.

Mail Verification and Acceptance:

Mailpiece Weights — Postal Service business mail entry staff will sample a limited number of
editions from a mailing to verify the mailpiece weight on postage statements.

Advertising — Postal Service business mail entry staff will verify an electronic version of the
Periodicals mailpiece for the advertising percentage.

How to apply? For information and an application, call the National Customer Support Center
(NCSC) at 1-800-238-3150, or visit our website at http://ribbs.usps.qgov/files/page/.
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P.A.G.E. On-Line Guide

What does it cost? The cost varies depending on the application submitted and quantity:
Developers of the Software MUST submit the following forms:

- PAGEOO1.PDF: Developer Pre-Certification Questionnaire (must be submitted
with the form PAGE002.PDF) — PAGEOO1.PDF, no cost applies

-  PAGEO002.PDF: Developer’s Application:
* The annual cost/renewal is: $1,000 — Analysis conducted at NCSC site
$2,500 — Analysis conducted at Developer’s
site (initial cost for the first audit)
$1,500 — Re-Certification Analysis
conducted at Developer’s site (renewal of
certification audit on-site)

- PAGEO003.PDF: User’s Application:
* Examination Package (Exam Only) — Cost $25.00 (each)
* Optional PAGE Reference Kit (Includes PAGE CD — with Glossary,
Customer Support Rulings, and DMM References) - Cost $20.00 each
for a quantity less than 20, or $15.00 each for a quantity of 20 or more.
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P.A.G.E. On-Line Guide

Using the RIBBS Website

There are (3) portions of the certification exam: Portion #1 — The multiple choice on-line or
hardcopy examination; Portion #2 — The Marked Up Publication; and Portion #3 — The
Electronic Layout of the Marked Up Publication submitted. If a hardcopy exam was
completed then the user is to mail all (3) portions in together; but if the user takes the on-line
exam, then they should mail portions 2 and 3 in together on the day the on-line exam in
taken.

P.A.G.E. Application Forms:

On the internet, go to www.ribbs.usps.gov.

From the left menu bar, select PAGE.
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Select Forms.

P.A.G.E. Developer’s Pre-Certification Questionnaire — (PAGEQ01.PDF):

Click on PAGEOO1.PDF to view the Developer’'s Pre-Certification Questionnaire.
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Below is the PAGE Developer’s Pre-Certification Questionnaire (PAGEOOL1.PDF).
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P.A.G.E. Developer’s Application — (PAGEQ02.PDF):

Click on PAGEO02.PDF to obtain the PAGE Developer’s Application.
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This is the PAGE Developer’'s Application (PAGE002.PDF):
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P.A.G.E. User’s Application — (PAGEQ03.PDF)
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Below is the User’s Application form.
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NOTE: The user must complete and submit the PAGEO03.PDF form and payment for each
exam ordered to obtain a ‘Confirmation Number’. Each exam ordered will be given a different
‘Confirmation Number’ (i.e. 3 exams ordered, then 3 different confirmation numbers). The
“Program Contact” will be provided the confirmation numbers. They in turn will assign each
student a unique confirmation number.

Once the confirmation numbers are given to the contact person, the students have thirty (30)

days to complete all three exam portions including the marked up publication and electronic
layout and mail them to the PAGE Administrator.
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P.A.G.E. Application to Accept Publisher’'s Weights and Advertising (PS3599.PDF):

Click on PS3599.PDF to view the Application to Accept Publisher’'s Weights and Advertising
percentages for Periodicals Publications.
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Below is the Application to Accept Publisher's Weights and Advertising percentages for
Periodicals Publications.
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PAGE EXAMINATION — (On-Line Examination):

To access the on-line exam, go to the www.RIBBS.usps.gov/page and select PAGE
Examination.

Periodicals Accuracy,
Grading & Evaluation (PAGE)
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Enter the confirmation number, and then click “SUBMIT".
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If the user has any questions or problems accessing the on-line examination, they can call
1-800-331-5746 and ask for the PAGE department which will assist the user.
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Exam confirmation numbers will start either with an A, B, or U. “A” is for an Associate Level
exam, “B” is for an Executive-Bound exam, and “U” is for an Executive-Unbound exam.

If the user exists in the P.A.G.E. Database, they may select their name from the drop down
box. They should update any necessary information and click the “UPDATE” button.
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If the user does not exist, click on the “ADD STUDENT” button.

February 2008 Page 10



P.A.G.E. On-Line Guide

After the “ADD STUDENT” button is clicked the below screen will appear:
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The new student will enter their information and click the “add new student” button, then it will
put that student into the exam.

The examination screen will now appear reflecting the student’s name at the top.
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The user’'s name will appear at the top of the exam. The user has only has one chance to
pass the exam. If the user fails the exam, they will need to resubmit a new P.A.G.E. User
Application (PAGE003.PDF) with payment in order to obtain another confirmation number.

If the exam is started, but the user cannot complete the exam, then they should click the
“EXIT” button on the exam page and the system will prompt them “SAVE YOUR WORK —
YES or NO”. Naturally, the student should choose “Yes” to save the work they have done so
far.
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Important Note: Please DO NOT leave your system idle for longer than 30 minutes because
it will log the user off the system and they will lose any unsaved answers. Therefore, please
save your work periodically by exiting the exam and choosing “Yes” to save your work.

If the user clicks the “SUBMIT” button before completing the exam, the system will not grade
the exam. It will indicate which questions were left unanswered and prompt the student to
complete them before submitting the exam for grading and provides the unanswered
guestion numbers see the screen below.
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After the user has answered all the questions and is ready for the exam to be evaluated, click
“SUBMIT” and the system will instantly grade the exam. The results reflect the score (a
passing score is 90% or higher and a failing score is 89% or lower).

The screen shot below reflects a passing score.
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The screen shot below reflects a failing score.
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If the user tries to enter the same “Confirmation Number” after they have failed the exam,
they will receive the message “Exam has already been submitted!” see below.
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“Certified Products List” and/or “Certified Users List”:

The P.A.G.E. Certified Listings indicate which users and developers have been USPS
certified. Click on “PAGE Developers List” or “PAGE Certified Users”, then select either
“*HTML” or PDF” format.

Below is the “PDF” format of the “PAGE Developers List” which provides you the list of
software developers and their software product name and version.
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Below is the “HTML” format of the “PAGE Certified Users” which is a list of the users that are
certified using the software along with the publication name(s) for which they are responsible.
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PAGE PUBLICATION:

Click on “PAGE Publication”, and then click on one of the options (pubs, general info, or
forms) which are listed below. A brief description for each option will follow after the below
screen shot.
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PUBS consist of the “PAGE Technical Guide” which provides helpful information regarding
P.A.G.E. The PAGE On-Line Exam User Guide provides the user with information about the
on-line exam.

GENERAL INFO consists of “FAQS”, Frequently Asked Questions.
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PAGE PUBLICATION — (continued):

FORMS includes:

PAGEOO1.PDF is the P.A.G.E. Developer’'s Pre-Certification Questionnaire that must be filled
out with the P.A.G.E. Developer’'s Application PAGE002.PDF.

PAGEOQ002.PDF is the P.A.G.E. Developer’s application form. This must be filled out with the
P.A.G.E. Developer’s Pre-Certification Questionnaire PAGEO01.PDF.

PAGEOQ03.PDF is the P.A.G.E. User’s Application — This consists of a multiple choice
examination which may be taken on-line or hardcopy. Also the user must submit a Marked
Up Publication, and an Electronic Layout of the Marked Up Publication. These MUST BE
submitted together.

PS3599.PDF is the Application to Accept Publisher’'s Weights and Advertising percentages
for Periodicals Publications.

PAGE DEVELOPERS LIST — This file consists of the P.A.G.E. Developer’s Certified
Software Products List.

PAGE CERTIFIED USERS — This file consists of the P.A.G.E. Certified Users List.
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