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NOTE: Existing users can jump to Existing Users that have an account can Log on the Business Customer
Gateway (BCG

This guide provides step-by-step instructions for submitting electronic mailing information into the USPS
for Full-Service letters & flats.

Customers can electronically send detailed information to the PostalOne! system using the mailing
industry's standardized Mail. XML format. Mail. XML is an XML-based IDEAIlliance® specification for Web
Services. Web services uses simple HTTP(s) protocol to communicate data over the Internet, bypassing

technology-specific restrictions and avoiding network-related security rules. For further information, see
the IDEAlliance Mail. XML specifications at http://www.idealliance.org



http://www.idealliance.org/

Log onto the Business Customer Gateway

New User Registration on the Business

Customer Gateway (BCG)

(https://gateway.usps.com/eAdmin/view/signin)
1. First time users must register prior to accessing
the mailing information.
2. New users must click Register for free to begin
the registration process.

Complete Registration Form to create a new account
1. Create a user name and password.

Answer the two security question.

Enter all of your business information.

Review the Privacy Policy.

Confirm the email address provided.
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Terms and Conditions for new users

1. The first user to register will become the
Business Service Administrator (BSA) in charge
of managing who can and can not use a service
at the business location.

2. Users must agree to the terms and conditions.

3. User can click Continue to move to the
confirmation page.
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should check this box
The first user at a business
location will become the
Business Service
Administrator (BSA) for a
USPS business application
or “service”, in charge of
managing who can and
cannot use a service at a
business location. This can
be changed later, if
someone else needs to be
made BSA.

CRID 1 : sasasa0s
All users must agree to the
terms and conditions,
which can be viewed (and
printed, if desired) from the
link here
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Clicking Continue takes
the new user to a
confirmation page

To establish a new
account, create a user
name, password and two
security questions
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Enter name, business
information, phone number
and email address

After reviewing the Privacy
Palicy, click on “Create
Account” and a confirmation
email will be sent to the email
address you provided
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https://gateway.usps.com/eAdmin/view/signin

Confirmation Page
1. Users will automatically be registered to use
the popular business applications and services.
2. To begin to use the Business Customer
Gateway the user must click Continue.

New business users will
be enrolled to use

popular business
applications or “services”

Clicking Continue
completes the process
and takes the new user to

| the home page E
el BENNER

When a new business account is mer Gateway

Customer Registration IDs (CRID) and Mailer IDs (MIDs)

1. New Users registering will create a new Do ey
business account will be given a Customer
Registration ID (CRID) automatically.

2. Through the same process the system will
automatically assign a Mailer ID (MID).

Your Business Location:

LOPEZ CONSULTING SERVICES LA
1612 GLENDON AVE

LOS ANGELES, CA 90024-5704
UNITED STATES

During registration, new
business locations will
automatically be assigned
a Mailer ID

CRID 2 : 20517317

% We have automatically assigned yod a
ID (MID): 900014076

Gelrway | USPScom | Help

Existing Users that have an account can
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https://gateway.usps.com/

The BCG Homepage

1. Business Services are located under Mailing
Services link, Shipping Services link, or Other
Services link.

2. Users will receive alerts on any pending
services through the BCG Messages.

3. The users can bookmark the services they use
most.

Favorite Services
1. Allows the user a quick and easy way to
access services they most commonly use.
2. Users may edit which services they wish to
have displayed for their profile by clicking the
Edit Favorites button.

Accessing the Mail. XML Web Services Description
Language (WSDL) files
1. Select Mailing Services located on the left
menu to get to the Electronic Data Exchange
(EDE) link.
2. This link will allow the user to gain access to
the EDE where the Mail. XML WSDL link is
located.
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Business Customer Gateway

Welcome, Randy

Welcome to the NEW
Business Customer
Gateway!

Inbox

[ Maiting services

Shipping Services

Use the menu on the left
to navigate the site.

i’ Learn More |-

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Other Services
Support

Manage Account

Within this site, you will find Business Senics tools that you will need to monitor,
track. and manage your mailing and shipping activities. You can access these
Business Senvices using the tabs on the left. When you know which senices are
useful to your business, you can add them as your favarite senices using the panel on
your right

Netifications and Alerts

The Postal Service had proposed the Technology Credit
Promotion as a way to help mailers defray some of the initial costs
associated with converting to full-service. However, in light of the
Postal Regulatory Commission's June 10 decision regarding the
price cap treatment of the Technology Credit Promotion. and the
Postal Service's present financial condition, we have determined
not to proceed with the promotion

Gateway.

USPS com Help Logout
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Electronic Data Exchange
1. The user will locate the Electronic Data
Exchange Service on the page.
2. The user will need to click the Go To
Service button located on the Electronic
Data Exchange Service line.

Testing & Using Mail. XML

L~ Mailing online services will help you manage day-to-day activifies from design
and preparation of your mail to tracking your mailings in the mail stream. The
semices currently available are listed below. You may access services directly from here

Mailing Services thatyou have been approved for and request access to those you de not

Shipping Services

Other Services
Support
| Automated Business Reply Mail
Manage Account Automated Business Reply Mail® (ABRM) website. an online, self-senvice tool that allows Reply Mail customers
to create approved USPS camera-ready artwork for domestic Reply Mail pieces in just a few steps

Balance & Fees (PostalOne!) | so 1o serwice |
Monitor Balances & Fees associated to permit or publication accounts
Customer Label Distribution System (CLDS) | so 1o serwice |

The Customer Label Distribution System (CLDS) provides mailers with the capability to create. edit. and submit
bulk, collated or DMIM Intelligent Mail tray label orders online

CustomeriSupplier Agreements (CSAs)

Customer/Supplier Agreements are used to approve acceptance times and describe separation and
containerization standards requested of a mailer that are not covered in the optional containization requirements
described in the Domestic Mail Manual (DMIM)

u Dashboard (PostalOne!)

The PostalOne! Dashboard allows users to submit. search for and view jobs submitted electronically.

Electronic Data Exchange (PostalOne!)

PostalOne! establishes an electronic link between customers and the Postal Senvice. which helps MENG0E SVery
point of the business mailing process for time-efficient and cost-efiective mailings

Mailers who are interested in testing Mail. XML Pull and Push methods must complete some preparatory work prior to entering TEM,
such as developing or purchasing Mail. XML software, acquiring a signed certificate from a Certification Authority (if doing the Push
method), obtaining the USPS-provided schemata i.e., Web Services Description Language (WSDL) and XML schema document and
templates (XSD) used to ensure conformity and standardization of data exchange between the PostalOne! system and customers.

When programming to create Mail. XML software, developers must use USPS-provided Web Services Description Language (WSDL)
and XML schema document and templates (XSD). This ensures conformity and standardization of data exchange between the
PostalOne! system and customers. As Mail. XML technical specifications develop, WSDLs and XSDs will be revised, replaced or made

obsolete. Take care to use the correct WSDLs.

There are many technical guides available to assist in creating/using Mail. XML.
1. Mail. XML Technical specification document (https://idealliance.org/specifications/mailxml)

2. Full Service Authorization Mail. XML.

https://ribbs.usps.gov/electronicdoc/documents/tech guides/TEMGuides/eDocFullServiceAuthorizationMailXMLVend

or.pdf

3. The users can download the
Mail.xml.WSDL files by selecting the link
located under the Mail. XML Support for
Test Environment for Mailers.
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Go to PostalOne! & Review Mailing Job

1. Toview the job’s postage statement, log-

in to the Business Customer Gateway.

X

Maiters

Sarve timee and m

mailings onl
whers yola ne

Direct Mail

Small Busimess Tool 1o
tream and manmae y

mai

Log in using your username
Gate

Save time

with automation, online ardering and anline tools

=
Save money
SPS

with Automation Discounts and

I A

Start mailing

“My order amved the day before | expected, in perfect condition!”

Eatoit pasiion?

niess Cusiomes

Hogiter Tos frie.

Ih Parcel Return

Service, use ine Electronic

Verification System to save pape
ge Wiih eSecironic

shippers

Business

(<]

managing your

g USPS Promotions and
Incentives, save Y with
Automation Discounts and unlock ihe
power of your Mailer 1D (MID)

ine

o.go
& e Intedl

H

2. Select the Dashboard link located under

Favorites (Favorites will have a default
list of services). You may edit your
Favorites to your desired choices by
selecting the Edit Favorites link).
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Shipping Services

Other Services

Manage Account

track

Welcome to the NEW
Business Customer
Gateway!

Use the menu on the left
‘to navigate the site.

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Within this site. you will find Business Service toals that you will need to monitor.
Business Services using the tabs on the leR. When you know which senvices are
useful to your business, you can add them as your favorite senices using the panel on
your right

Notifications and Alerts

Hello, Randy, Gateway USPS com Help. Logout

Business Customer Gateway

Ilcome, Randy

Favorite Services
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MAILER ID

( WAILING REPORTS
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Learn More ( POSTAL WIZARD
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and manage your mailing and shipping activities. You can access these

The Postal Service had proposed the Technology Credit
Promotion as a way to help mailers defray some of the initial costs
associated with converting to full-service. However, in light of the
Postal Regulatory Commission's June 10 decision regarding the
price cap treatment of the Technology Credit Promotion, and the
Postal Service's present financial condition, we have determined
not to proceed with the promotion

Are you ready for Full-Service
IMb adoption?

3. Select the Dashboard link
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4. Locate the job’s postage statement by
entering the Job ID and appropriate date
criteria. Make sure Statement Status is
set to ALL and the Include Closed Jobs
box is checked.

5. Open the job’s postage statement by
selecting the job’s Postage Statement ID.

6. The job’s postage statement will appear.
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7. Click on the mailing Job ID to view the AT, SEACE, e .
Qualification Report.
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8. Qualification Report view = .

Review & Compare

Compare the electronic postage statement and qualification report displayed on the dashboard with the postage statement and
supporting documentation that was previously submitted.

Total pieces, weight, permit, should be the same. Total postage may be different in that the electronically submitted job will be Full-
Service while the original may not have been.

Resolve Issues

If you encounter issues with your test, please contact the Help Desk at 800-522-9085. Be prepared to supply the job ID that you
submitted.

Complete Test

If the review of your postage statement is successful, please send an email to the Help Desk at PostalOne@usps.gov with your
Company name & address, CRID, Job ID, and a message that your electronic information populated correctly.

Visit the RIBBS website at https://ribbs.usps.gov/index.cfm?page=electronicdoc to obtain instructions on how to migrate your
mailings to production.
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