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To initiate the customer registration process, new FAST users must access the
Business Customer Gateway. The Business Customer Gateway allows users to
register for services available through the Gateway as well as to access general

information and customer support links that are important in mail management.

FAST Customer Registration: New Users

To register for FAST:

* Navigate to www.usps.com and click the Business Customer Gateway
hyperlink in the bottom right corner to access the Business Customer
Gateway page (Figure A).

* On the Business Customer Gateway page, click the Sign Up button to proceed
to the New User Sign Up page (Figure B).
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Business Customer Gateway Login
Shipping and Mailing for Your Business

Existing Users

Please fill in the following

Welcome to the new Business Customer information:

Gateway! The Business Customer
Gateway gives you a single, unified
landing pointto access the Postal
Senvice's online business offerings.
These channels consist of the products
that support Intelligent Mail Full Service
Mailing. This includes PostalOne!, FAST

| # Reguired case sensitive: fields |

=Usermame:;

# Password:
| forgot my password

o _ i Sign In >
(Facility Access and Shipment Tracking),
CLDS (Customer Label Distribution

System), and Mailer IDs (MID).

New Users

Register now for USPS online
sernvices, and create a business

user account,
Sign Up >
|Design & Prepare | Mail & Transport | [ Track & Report Customer Support
| - Intelligent Mail Services - Centralized Account - ADWANCE - Mational Customer Support
- Mailer ID Fc;izess*smg e - Delivery Gonfirmation Center - RIBBS
i - Manage Mailing Activity - Service Updates
- Customer Label : EPtibwaiE
Distribution System - Product Performance : )
(CLDS) Repors - Business Sernvice Network
BSM) eSernvice
- Customer/Supplier - Track & Confirm B5N)
Agreements (CSAs] - Gateway Help Desk
- Electronic Data - Mews & Information
Exchange (PostalOnel) - User Responsibility
- Schedule a Mailing Agreement (PDF) (DOC)

Appointment {(FAST)

Figure A: Business Customer Gateway Page
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« Onthe New User Sign Up page (Figure B), create a valid username and
password in the Create a Password section.

=  Username: Minimum of 6 characters

= Password: Minimum of 8 characters and must include each of the following: 1
uppercase letter, 1 lowercase letter, and 1 number

FAST Customer Registration: New Users p

Complete the Password Hint section.

= Password Hint: Select a question to answer from the Question drop-down box and
enter the answer in both the Answer field and the Re-enter Answer field.

« Click the Continue button to proceed to the Profile Account Type page
(Figure C).
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HOME | SIGN IN

New User Sign Up

Please fill in the following informaton: (* Required case-sensitive fields)

Create a Password

* Usemame Minimunn & charsctes
" s Mirimum 8 characten. at least 1
Password uppercsse, 1 lowercsse, and T number

: Minimure 8 characten, st |ess 1
Re-enter Password S

uopercase, 1 lowercese, and | numioer

Password Hint
In case you forget your passward, we'll ask you the question below:.

Question | What is your mother's maiden name? v
* Angwer

" Re-enter Answer

(Signin>) Continwe >

Alrgady Registared™

Figure B: New User Sign Up Page
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«  On the Profile Account Type page (Figure C), select the account that best fits
your everyday mailing needs. Users requesting access to FAST MUST select
the “Business” account type. “Business” accounts provide all of the “Personal”
account services as well as additional capabilities, including:

» Ordering postage-paid Business Reply Mail
»  Providing customers with more robust tracking and reporting services

FAST Customer Registration: New Users p

« Click the Continue button to proceed to the Business Profile page (Figure D).
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Profile Account Type

Please select a personal or business account. A personal account is bestfor the everyday mailing needs of the
individual consumer, like buying stamps online, printing postage-paid labels with Chick-N-Ship®, and changing
your address. 4 business account meets all of these needs and offers additional business capabilities like
ordering postage-paid Business Reply Mail and providing customers with more robust tracking and reporting
sendces.

Please choose the appropriate account type below

{JPersonal & Business

Continme >

Figure C: Profile Account Type Page
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«  The Business Profile page (Figure D) allows you to create your company
profile, which consists of:
=  Contact Information
= Company Information

FAST Customer Registration: New Users p

« ltis extremely important for users wishing to affiliate to the same business
entity to enter the company name and address information accurately.

= A Customer Registration ID (CRID) is a Registration ID associated to a customer and
is assigned to a business name at an address.

» Too much variance in company information will result in different CRIDs, and
consequently, company users will not be linked to the same business entity.

» Business Service Administrators (BSAs) are the key contacts for the management of a
selected service for a specific location. For FAST, the BSA is the primary point of
contact for a location as displayed on the FAST Scheduler Profile.

= BSAs should ensure that their company users apply with the exact business profile
information that was previously entered for the desired location.

«  After completing the required fields, click the Continue button to proceed.

pre— |
R
. |

Bainmane Profia

Forare B o B blloman o i it

Lo e e T ta e

dar ey

Figure D: Business Profile Page
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Confirm whether you would like to use the address displayed or if you would
like to return to the Business Profile page to enter a new address (Figure E).

After selecting an address, click the Continue button to proceed to the

Company Profile Summary page (Figure F).
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Figure E: Confirm Address Page

The Company Profile Summary page displays your Company Account
Information, Company Profile Information, and Communication Preferences.

Click the Continue button to proceed to the Privacy Act page (Figure G).
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Company Profile Summary

Uapmpme yopstestd
First Hame CLAVER
Last Mame JAMES

Cosmapataty Prililin Infonmation
Carrpany Mame THE MAILIRG CORPANY
Addacs 1348 POSTAL STREET
City. BALTMIORE
Erate: MD
IP Cada™ H2M
Couniry. UKITED STATES
Businasa Fhone 4115023436
Emal spanmsaSaxampla. cen

amization Profarenoas

[ Ofeas USFS programs, prodecs, o s
[ Preducis of services ol USPS pamesss that you my lind of inmres

« Ede Cevtruw s

Figure F: Company Profile Summary Page
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Yes radio button to accept.

(Figure H).

 On the Privacy Act page (Figure G), read the Privacy Act and then select the

» Click the Continue button to proceed to the Select a Business Service page
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Privacy Act

understand and conseant by 1he {ems

Da you agrai b3 hass 1ems? Yas CiNo

Eeelrs migning up, wau must nead and acospt the follawing Privacy Acl. Accaptance means that yau

| Supplier Agreements (CSAs).

like to access.

Figure G: Privacy Act Page

 On the Select a Business Service page (Figure H), you will request access
for a FAST service: Schedule A Mailing Appointment (FAST) or Customer

« Under the Mail & Transport section, click the link for the service you would
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Select a Business Serdice
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Figure H: Select a Business Service Page
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« On the Select Business Locations page (Figure 1), click the check box(es) to
select the existing business location(s) to associate to the service.

FAST Customer Registration: New Users P’

« If you require this service for locations that are not listed, click the New
Business Location button to add additional business locations to your
profile.

»  Click the Next button to proceed to the Add a Service page (Figure J).
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TG ke IG 01BN Servic o Wil P T ADdi 10 0 @55 0o Rled Wil 016 OF TR DU Sd ries Do on s T pau
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Figure I: Select Business Locations Page

« The Add a Service page is a confirmation page which displays the service
being requested and the selected business locations for that service.

»  Click the Confirm button to proceed.
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Figure J: Add a Service Page
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FAST Customer Registration: New Users P’

Business Service Administrator

When you request access for a service at a business location, the system
verifies whether that service requires a Business Service Administrator
(BSA), the key contact for the management of the selected service at a
business location.

Note: If there is already a BSA for your selected location, you will bypass this step and
be immediately directed to the Business Customer Gateway page when you click the
Confirm button on the Add a Service page. Your request will await BSA approval.

« If a BSA has not been established, you will be notified of the BSA
requirements and asked whether you would like to assume the responsibility.

Note: Primary responsibilities of the BSA include approving all requests for computer
service access at your company location, activating and deactivating users’ logon IDs,
and assigning the appropriate access levels for users.

* Please reference the Business Service Administrator (BSA) Functionality job
aid for a complete explanation of BSA responsibilities.

« If you agree to become the BSA, the registration process continues. If you
decline, your service request will go into a pending status until a BSAis
designated for this service at the business location. The request is held for
10 days.




FAST Customer Registration: New Users P’

To Assume the BSA Role:

Administrator Approval page (Figure K).

To Decline the BSA Role:

your request will be pending.

« If you would like to assume the BSA role, select the check box next to the
service for which you would like to become the BSA on the Business Service

»  Click the Yes button to confirm and proceed to the Business Service
Administrator (BSA) Access Granted page (Figure L).

« Click the No Thanks button to decline the BSA responsibilities. The status of

*  You will receive an email message when your request has been approved.

UNITED STATES
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submission date.

Note: Your access request will expire if it is not approved within 10 days of the initial

in the Top Navigation Bar.

* You may check the status of your request by clicking the Request Status link

Business Service Administrator Approval

B POs Tl sEiice. D | DTS
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1 [EES S Hiim CRIC ARFEE -\.|I'|'
T | THERAE NG COUPaY 438 HE FIOTA CINEET ESLTRIIHE
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Figure K: Business Service Administrator Approval Page
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. I(1;: you acI:_c;ept the BSA privilege, the Apply for BSA FAST Service page displays
igure L).

FAST Customer Registration: New Users p

UNITED STATES
’ POSTAL SERVICE Home

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Apply for BSA FAST Service

Please confirm that

Corporate Location
Company Hame: THE MAILING COMPANY
Corporate CRID: 10000703
Address 1: 201 POSTAL STREET
City: BALTIMORE
State: MD
2P Code: 21224

should be associated o

Mailer Location
Company Hame: THE MAILING COMPANY
CRID: 10000703
Address 1: 201 POSTAL STREET
City: BALTIMORE
State: MD
ZIP Code: 21224

Clicking Confirm will associate the business entity as a location of the above corporate office and you will be retumed
to the Business Cuslomer Gatewsay. Clicking Cancal will refem you to the Business Customer Gateway, requiring you
to restar the application process

Cancel Confiray

Figure L: Apply for BSA FAST Service Page

«  Click the Confirm button to proceed to the Apply For BSA FAST Service page
(Figure M).

Note: For Customer/ Supplier Agreements (CSAs), you will proceed directly to the
Business Customer Gateway page (Figure P) when you click the Continue button. The
Apply For BSA FAST Service pages do not apply to Customer / Supplier Agreements.

. I(f you acc;ept the BSA privilege, the Apply for BSA FAST Service page displays
Figure L).
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FAST Customer Registration: New Users p

UNITED STATES
POSTAL SERVICE - Home

Faciity Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Apply for BSA FAST Service

Some of the companies yeu are applying for access toare nol currently using FAST senvices. If you would like any of
these companies to serve as the headguartersicorporate office, click on the Create Corporation button. if you want to
associate one of these companies to an existing corporation in FAST, dick on the Locate Corporation button, When
this process |s-complete you will be returned to the Business Customer Galeway.

1 resuk

CRID Company Name Address Locate Creats
10000703 THE MALNG COMPANTY 201 POSTAL Locate Corporation | | Creale Corporation
STREET BALTIMORE,
WD 21224
1 result

Figure M : Apply For BSA FAST Service Page

*  You may click the Locate Corporation button to associate the company to an
existing corporation in FAST

*  You may click the Create Corporation button to allow the company to serve as
the headquarters/corporate office in FAST.

» Click the Create Corporation button on the Apply For BSA FAST Service page
(Figure M) to allow the company to serve as the headquarters/corporate office in
FAST.

» After you click the Create Corporation button, a confirmation page will display
(Figure N).

. ?Iick the ?onfirm button to proceed to the Business Customer Gateway page
Figure P).
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FAST Customer Registration: New Users

UNITED STATES

POSTAL SERVICE. —
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Facility Access and Shipment Tracking (FAST)

Apply for BSA FAST Service

Please confinm that

Corporate Location
Company Name: DERCORP INTERMATIOMAL
Corporate CRID: 4433047
Scheduler Corp ID: 990000000080
Address 1: 801 D ST NE
City: WASHINGTON
State; DC
ZIP Code: 20002-6125

should be associaled to

Mailer Location
Company Name: MAILING COMPANY 87
CRID: 10000797
Address 1: 987 POSTAL STREET
City: BALTIMORE
State: MD
ZIP Code; 21224

Clicking Confirmn will associate the business entity as a location of the above corporate office and you will be returned
1a the Business Customer Galeway, Clicking Cancel will return you 1o the Business Customer Gateway, requining you
to restart the application process.

< Back Cancel Confirm

Bilw bxp Cntomer Seryiog Forny Ooy'l Serpices Ty Prvacy Policy Tems of Lss Byprgss Cosbomner Sateapy

Figure N: Apply For BSA FAST Service Page
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FAST Customer Registration: New Users P’

Click the Locate Corporation button on the Apply For BSA FAST Service page
(Figure M) to associate the company to an existing corporation in FAST

» To associate the company to an existing corporation, enter the corporation’s Customer

Registration ID (CRID) and click the Search button on the Apply For BSA FAST Service
page (Figure O).

Click the Confirm button to proceed to the Business Customer Gateway page (Figure P).

UNITED STATES
POSTAL SERVICE =

Homs

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Apply for BSA FAST Service

Please enter the exad Customer Registration Id (CRID) of the corporate entity using FAST senices to associate the
currently selected entity to

Company Name: THE MAILING COMPANY
CRID: 10000703
Address 1: 901 POSTAL STREET
City: BAL TIMORE
State: MD
ZIP Code: 21224

A CRID is a numenc idenlifier up 1o 15 digits.
* Customer Registration 1D

< Back Search »

Figure O: Apply For BSA FAST Service Page
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* On the Business Customer Gateway page (Figure P), services including: CAPS,
CLDS, CSAs, PostalOne!, and FAST may be accessed.

FAST Customer Registration: New Users

* Click the Schedule a Mailing Appointment (FAST) hyperlink to proceed to the
FAST homepage (Figure Q).
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Profile Request Accass Requast Siatus

Business Customer Gateway Your Account Settings
This Is the navigation page to access the sepice options Welcome JANE
offered through the Business Customer Gateway, These Profile
opticns will assist you in the steps of your mailing, from
design and prepare to ransport and tracking - Profile
= Request Access

When you select a sendce you do nothave access to, the ~ Reguest Stalus

syslam will give you the option lo Add a Senice.

Accounts Design & Prepare
- Manage Parmits (PostalCnel) - Intefigent Mail Sendcas
= MaileriD
Mail & Transport Track & Report Customer Support
- Centralized Account Processing System - ADVEMCE : gah&na'ggﬁgm“ Suppont
B il L
(CAPS) - Audit Mailing Activity (PestalOonal) =
. - . ’ .
Fcuféasn?e; Label Diskribution System - Balance & Fees (PosiaiOne!) Senice Updates
[ ) " : = eFubwalch
- CustomeanSupplier Agreements (CSas) Defrvery Confirmation N R —
- Electronic Data Exchange (FostalOnel) = Mail Tracking & Reparting (BSM) eSenice :
- Postal Wizard (PostalCnel) - Mailing Reports (PostalCnel) =
i E_gl;her;ule a Mailing Appeintment (F 23T)] ~ (Mahagh BOCIONE RN ACMBFRSE) = Mews & Infarmation
- Manage Electronic Verification Acthity il
(eV5) = User Responsibility
- Signaturs Confirmation Agreement (PFDF) (DOC)

= Track & Confirm

Figure P: Business Customer Gateway Page
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« The FAST homepage is displayed below.

« Be aware that after completing the customer registration process, you may not
have access to all FAST functionality immediately. Please be patient as your new
service request is processed.
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e Facility Access and Shipment Tracking (FAST)

Welcome 1o FAST

. - FAST in a Fasial Sardce™ niiaie thal impegees e drop shipmenk ansd Qrigin Endry
3-"‘-“-“_-'-'"" S P TAT T Sech e [ Cici s 5 A G e avalabiiy and
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such as name, address, and contact infarmation ’ )

» Reports

Reports contains functionality to obtain infermation about facilities, schedules,  "ggs)
appointments, and performance. : .

Resources

Resources contains functionality to download and link to various resources such [ Gos |
as the Drop Shipment Product files and the Domestic Mail Manual. In addition,
Resources provides links to the Message Board and Whals New,

-

» FAST Origin Entry

FAST Origin Entry contains ene-time appaintment management, recurring " Go>)
appointment management, and reporting capabilities for Crigin Entry
appaintrments. Facility and resource informatien is also available

To register for CSA:
Flease navigate to the Business Customer Gateway.

Figure Q: Welcome to FAST Page

* Note that some FAST functionality is available without signing into
the system.

» To access FAST functionality without signing in, navigate to www.fast.usps.com.
* You may access the following functionality by clicking the links on the Left Navigation Bar:

Facilities — Functionality to view physical and operating characteristics of USPS Facilities
Reports — Functionality to view reports available within the FAST system
Resources — Functionality to download and link to various FAST resources

Origin Entry — Functionality to view the Closeout Data Report

* However, in order to access all FAST functionality, you must be logged into
the system.
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