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1.0 Introduction

1.1 FAST Background

The Postal Service has identified the need to replace the Drop Shipment Appointment System (DSAS)
and greatly enhance the appointment scheduling capabilities with the creation of the Facility Access and
Shipment Tracking System (FAST). The main objective of FAST is to improve the dock efficiency time.
FAST will provide advance naotification of inbound mail volumes to Surface Visibility and will use scan
data from Surface Visibility to automatically close and track appointments. FAST will also integrate with
other USPS systems such as the Drop Ship Product and Facilities Database for a more streamlined data
maintenance and distribution process to improve the current data latency and discrepancy issues that
exist.

1.2 About This Guide

This guide describes how to use the FAST functions. The guide provides an explanation of search fields
and reports, detailed instructions for completing searches and viewing report details, and helpful notes
that will assist the user in maximizing FAST capabilities. This section describes the common conventions
used throughout the guide and includes:

1.2.1 Icons
1.2.2 User Guide Font Indicators

1.2.1Ilcons

Several icons are used in this guide to aid the user in quickly locating specific information. The icons and
their associated references are shown below:

Look for the magnifying glass icon to identify where page descriptions begin. Page
descriptions provide explanations of the search fields, buttons, and report columns found on
each new page.

Look for the computer mouse icon to identify where step by step instruction begins. These
steps detail the action the user must take to complete search fields and view detailed report
information.

—_ Look for the paper and pen icon to identify additional notes. These notes provide
—_— reminders, alternative options, or helpful tips for using FAST.

1.2.1 User Guide Font Indicators

Throughout this guide the user will see several instances where selected words are bolded. These words
are bolded to bring user attention to the key phrases.

Italicized words are used for all section and page titles, where no action is required by the user.

Additionally, capitalized words represent an action the user may take within the application. Some
examples of capitalized words are ‘CLICK’, ‘SELECT’, and ‘ENTER'.
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1.3 Common Application Features

There are several tools and processes that are common across the FAST application. The following
section provides detailed instructions for these practices which include:

1.3.1 Procedures
e Navigation
e Top Navigation Bar
e Left Navigation Bar
e Go> Buttons
e Previous Screen Hyperlink

e Help Hyperlink «
e Tables

e Sorting Data
e Pagination
e View Printable Version
e Downloading to Excel
1.3.2 Fields and Buttons
e Select Date Range
e Drop-Down Boxes
e Search Button
e Submit Button
e Cancel Button
1.3.3 Error Messages

1.3.1 Procedures

Navigation

There are several ways to navigate through the FAST application. The Top Navigation Bar allows the
user to enter the USPS Home area, to enter the FAST Home area, and to sign out of the FAST
application. The Left Navigation Bar allows the user to choose any functional area within the entire FAST
application, as well as navigate between sections within the functional area they are currently using. The
Previous Screen hyperlink, located within the report pages, allows the user to return to the page that
brought them to the current page. More detailed information about navigation is found below.

Top Navigation Bar

The Top Navigation Bar allows the user to enter the USPS Home area, to enter the FAST Home area,
and to sign out of the FAST application. The Top Navigation Bar is displayed below.

UNITEDSTATES
POSTAL SERVICE - Home | Sign Out

Facility Access and Shipment Tracking (FAST]

e CLICK the Facility Access and Shipment Tracking (FAST) link to return to the FAST Home area.

The USPS Home area features the USPS logo, a Home link, and a Sign Out link. This menu bar is
highlighted below.

June 26, 2011 FAST Customer User Guide Page 8
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UNITED STATES
POSTAL SERVICE

Home | Si:

Facility Access and Shipment Tracking (FAST)

e CLICK the USPS logo or the Home link to open the United States Postal Service website:
USPS.com.

e CLICK the Sign Out link to sign out of the FAST application.

Note:

The Sign Out button is displayed once logged into FAST.

Left Navigation Bar

The Left Navigation Bar allows the user to choose any functional area within the entire FAST application,
as well as navigate between sections within the functional area they are currently using. The name of the
page that the user is currently on will be highlighted on the Left Navigation Bar. If there is more than one
option under a menu choice in the Left Navigation Bar, each choice will be listed. In this example, the
user is on the Appointments Landing page and the Appointment link is highlighted on the Left Navigation
Bar. The Left Navigation Bar is highlighted below.

E UNITED STATES
POSTAL SERVICE Home | Sian Out

Eaclfy Access and Shipment Tracking (FAST
Facility Access and Shipment Tracking (FAST)

Welcome to FAST
s FAST is 3 Postal Senice™ iniiatie that improves the rop shipment and Origin Entry
e appointment scheduling proces ses through allocating appointment availability and

Origin Entry decreasing dock waittimes. FAST is designed o interface with other pastal applications and
Customer / Supplier systems to enable ongoing transformation to an environment where the Postal Service and
Agreements customers have end-to-end visibilty of the mail product from entryto delivery.
TEM

» Appointments
Appointments contains functionality o create, manage, and closeout Go>
appointments. Uns cheduled armival functionalityis also available inthis module.

b Recurring Appointments

Recurring Appoiniments contains functionalityto create, manage, andreview (o>
recurting appointments.

» Faciliies

Facilties contains functionality to view and manage physical and operating Go>
characteristics of USPS Facilities.

» Profiles

Profies contains functionalityto view corporate and scheduler profile information (G >
such as name, address, and contact information

» Reports

Reports contains functionality to obtain information about falities, schedules,  (Gas
appointments, and performance

» Resources
Resources contains functionality to download and linkto various resources such ( Ga>
as the Drop Shipment Product files andthe Domestic Mail Manual.In addtion,
Resources provides links to the Message Board and What's New.

» FAST Origin Entry
FAST Origin Entry contains one-time appointment management, recurring Go>
appointment management, and reporting capabilies for Origin Entry
appointments. Facilty and resource information is also available.

» Customer/ Supplier Agreements

Customer/ Supplier Agreemers contains functionalitytoview and download (Ga»
Customer / Supplier Agreements,

» TestEnvironment for Mailers (TEM)
Test Environment for Mailers (TEM) TEM is a testing environment for mailers
who wil be partcipating i Full-Service. TEM provides mailers with a wayto test | Go>
appoiniment scheduling via Mail XHIL. For additional information, please
reference the Postal Senvice Mail XML Technical Specification for Appointment
Scheduling (FAST) located here.
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Left Navigation Bar options for each of the functional areas are listed below:

The Appointment link includes the following sub-links: Create New Appointment, Manage
Existing Appointment, Create Stand-Alone Content, Manage Stand-Alone Content, Manage
Closeout Information, Manage Unscheduled Arrival

The Recurring Appointment link includes the following sub-links: Request New Recurring
Appointment, Manage Recurring Appointment/Request

The Facility link includes the following sub-link: Facility Profile
The Profile link includes the following sub-link: Corporate Profile

The Report link includes the following sub-links: Scheduler Report, Scheduler Performance
Report, Appointment Calendar, Appointment Status Report, Appointment Rating Analysis Report,
Closeout Data Report, Corporate Rating Report, Holiday and Contingency Report, Mail Direction
Search, Recurring Appointment Performance Report, Slot Availability Report

The Resource link includes the following sub-links: Reference Documents, Drop Ship Product
File Download, Label List File Download, Message Board, What's New Board, View CIN List,
View CIN Group List, MTE Returns

The TEM link directs the user to Testing Environment for Mailers, where mock appointments can
be created in order to test the application.

Go> Buttons

FAST displays a Go> button to the right of each functional area on the FAST Login page and FAST
Landing pages, that takes the user to the appropriate page. Use the Go> button and other navigation
tools described in this section instead of using the Internet browser's Back and Forward buttons. Using
the Internet browser buttons may result in incorrect information.

In the example displayed below, the user is on the Appointment Landing page as indicated on the Left
Navigation Bar. CLICKING the Go> button takes the user to the corresponding page.
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E UNITED STATES
POSTAL SERVICE»

Origin Entry

Customer / Supplier
Agreements
TEM

Previous Screen Hyperlink

Home | Sign Qut

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointments

Appointments contains all appeintment management functionality. Appointment creation,
modification, closeout functions, and management of Stand-Alone Content are available in
this module

-

-

-

-

-

-

-

Create New Appointment
Displays the Create New Appointment page.

Manage Existing Appointment
Displays the Manage Existing Appointment page.

Create Stand-Alone Content
Displays the Create Stand-Alane Content page

Manage Stand-Alone Content
Displays the Manage Stand-Alone Content page

Manage Closeout Information
Displays the Manage Closeout Information page.

Create Unscheduled Arrival
Displays the Create Unscheduled Arrival page

Manage Unscheduled Arrival
Displays the Manage Unscheduled Arrival page

User Guide

FAST displays a Return to Previous Screen hyperlink at the top of the pages that takes the user back to
the last page viewed.

Use the Return to Previous Screen hyperlink and the other navigation tools described in this section
instead of using the Internet browser’s Back and Forward buttons. Using the Internet browser buttons
may result in incorrect information.

In the example displayed below, the user is on the Appointment Calendar page as indicated by the title.
CLICKING the Return to Previous Screen link takes the user to the Appointment Calendar Selection
page, which will contain the search criteria previously entered.

June 26, 2011
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] YD STATES
POSTAL SERVICE«
e ————— e r—

Eacility Access and Shipment Tracking (FAST)

Home

Facility Access and Shipment Tracking (FAST)

Appointment Calendar

Selected Criteria

Facility: SPRINGFIELD BMC (01Z)
Date Range: 03/01/2008 - 03/28/2008
Mail Class: All-Separated by Mail Class
Mail Class Code Legend : P5-Fackage Senices, PER-Feriodicals, STD-Standard

For best resuits, dovmioad this report into Excel and print in ‘Landscape’ mode.

E D ad into Excel | B View Printable Version

5 Last updated: 42:57:38 €T
o % Mail . ka‘m;m'a’ﬁtlmg ’_ETLSD?LCDMEWRQ R Bcdltfased IIPE -
Bale 8o iass parcet savc 1rovs Punctes Toat porcels. secks Trevs sunctes Tota Parcetsacks reavs pundies 91

03/26/2008 2 Al 33 0 0 4 37 0 0 0 0 0 558 0 o 0 588

PS 33 0 0 0 33 0 0 0 0 0 559 0 o 0 559

STD 0 0 0 o o 0 0 0 0 0 ] 0 o 0 0

PER 0 0 0 4 4 0 0 0 o 0 o 0 o 0 0
03/28/2008 1 Al 0 3 0 o 3 0 0 0 0 0 o 3 o 0 3

Ps 0 1 0 o 1 0 0 0 0 0 ] 1 o 0 1

STD 0 1 0 o 1 0 0 0 0 0 L] 1 o 0 1

PER 0 1 0 0 1 0 0 0 0 0 ] 1 0 0 1
Total 3 = 3 o0 4 e o0 o0 0 1 o = s o o s

| Total (2 results) |

cel |8 view

For best resuits, dovmioad this report into Excel and print in ‘Landscape’ mode.

*Carrier Route Pallets, 5-Digit Carrier Route Pallets, and 5-Digit Schema "LO01" Pallets will be counted as Cross
Dock only when pallet presort levels are provided for all pallets within the appointment via Web Senvices. Cross Dock
pallets do not count against facility volume constraints,

Note:
Any data that had been entered on the previous page is saved when the user clicks
the Return to Previous Screen button.

Help Hyperlink

FAST displays a Help hyperlink on each page which redirects the user to the appropriate FAST Job Aid
located in the Refernce Documents section.
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Tables
Sorting Data
Each table displayed within FAST allows the user to sort data. Data may be sorted by CLICKING the

column headers, with the first CLICK sorting in ascending order and the second CLICK sorting in
descending order. All column headings that are underlined may be sorted in this manner.

ascending order. The header will change from a blue underlined font to a red underlined
font indicating the report has been sorted.

TOQ Pallets Bedloaded Units
Date  Sehd. Containing Containing Containing Containing Containing Containing Containing o Total - - . .
Appts, Total Pa Trays e ot S els . B \nits PAItels Sacks [Trays Bundles
03/30/2005 1 144 36 36 36 36 120 30 30 30 30 a o o 0 o
0373172005 1 148 3T 37 37 37 g0 20 20 20 20 a a a 1} a
0372822005 1 178 44 44 44 44 g0 20 20 20 20 a a a [t} a

2. CLICK the heading of the column by which data is to be sorted a second time to sort data
in descending order. The column heading will remain in the same red underlined font,
but the report will be re-sorted.

Bedloaded Units

Total Pallets
Date  Sechd. Containing Containing Containing 1Containing Containing Containing Containing o Total - - i i
Appts. 12 "parcols Trays Bundles 2 “parcels Trays Bundles Units Fatels Sacks Travs Bundles
03s2: o5 1 178 44 44 44 44 g0 20 20 20 20 a a a [t} a
0373172005 1 148 37 37 37 37 g0 20 20 20 20 a a a [t} a
03302005 1 144 36 36 36 36 120 30 30 30 30 0 1} 1} ] 1}

Note:
A sort on a particular column includes any data that is on a different page due to

pagination.

Pagination
Reports in FAST may provide more data than may be displayed on one page. When this occurs, the user

has the ability to view the other pages of the report. The total number of items displayed will also be
shown.

\
N
3 @?1. CLICK the First link, Prev link, Next link or Last link to navigate to multiple pages, OR:
- 7 2. CLICK the hyperlinked page number in order to jump to the page. In the example on the

following page, the user may CLICK the number 2. The page number that the user is
currently on, number 1 in the example displays as a bold number.
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Scheduler Performance Report

Reumt:
Sakictia Crileria
Date Range: 100420081 1102004
Facikty Neme: VERRICK
Facaty ¥ 10018
]
eduber . o L0 ool | e s Ungcheieg
i T ks, M <aenrs Siny LS he
0 Pamel 0 [Meme Amptskouesl % (Gont| % G| % foues 5 | S
Uawe 100U UIRECK B 3 IGETR 3 1A 1 sHs 1
L10000007 Upkr IDDEVERSCK 3 7 GAETR 0 % 0 % b G ]
Atbit Ve WIEUERBEK 3 1 MMM 4 M 0 4 b B ]
1
A0 Vaker IOV UERRKK 3 1 W 0 4% D 0N b 00w '
n
AIEOOOOILS Uk IDDTSUERRKK 3 @ GGETR O 0% D % 1 WM 0
15
AN Vel IDNEVERRCK 3 B W% 0 M 0 W
GUMEUERBIK 5 b BN 0 MIN 0 % b M '
i IO UERRKK £ 3 W 0 00% 1 METR 1 TR '
GMIUIRRCK 6 3 NS @ 9% 0 D% 1 I6EE 2

Firzt| Prev |Page 1, 2 Next | Last Total (15 results)

a
Note: ‘:
Pagination only occurs in the report pages. The Facility Profile Selection page :
displays a list as a scrolling window. E

Viewing a Printable Version and Printing

The user has the ability to print information provided by the FAST application. The user may view a
version suitable for printing that removes the navigation bars and shows all the data that the report
contains.

\

N
3 1. CLICK the View Printable Version link. There are two links for View Printable Version,
@, above and below the report table. The example may be found on the following page.
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UNITED STATES
POSTAL SERVICE= Home | Sign Out

|| Facility Access and Shipment Tracking (FAST)|
Facility Access and Shipment Tracking (FAST)

Appointment Calendar
Returnto 7

Selected Criteria

Facility: SPRINGFIELD BMC (012)
Date Range: 04/14/2008 - 04/18/2008
Mail Class: All

For best results, download this rej intin * mode.

8 View Printable Version

Export options: Download Into Excell (0 bRt
Total  Count dsileiisiiieteimistienll s Dock Containing Bedloaded Units
Date  Schd. otal
Appts, Barcels Sacks Era;s Bundies Em\ Parcels |sacks Era;s Bundies Ema\ Parcels [sacks Era;s Bundies &
04182008 1 2 s 12 124 0 o 0 0 03 7 s 3o
| Total 1 2 s 12 1 24 0 0 0 [l [ 3 7 e 3 2z |
Total (1 resull) |

Export options: Ds

For best results, download this report into Exs Iscape’ mode.

*Carrier Route Pallets, 5-Digit Carrier Route Pallets, and 5-Digit Schema "L001" Pallets will be counted as Cross
Dock onlywhen pallet presort levels are provided for all pallets within the appointment via Web Serices. Cross Dock
pallets do nat count against facility volume constraints.

itz M Contact Us Foms Govt Servipss

Euvzoy Foior Tems of Use

A new window appears, displaying a version suitable for printing.

An example of a printable version is displayed below.

E UNITED STATES
POSTAL SERVICE & print

Appointment Calendar

Return to Frevious Screen
Selected Criteria

Facility: SPRINGFIELD BMC (017)
Date Range: 04/14/2008 - 04/18/2008
Mail Class: All

For best results, download this report into Excel and print in 'Landscape' mode.

Total Count of Pallets Containing Cross Dock Containing Bedloaded Units
Date  Schd. otal
s, [Parcels Sacks [Travs jBundies (Total Parcels |sacks (Travs Bundies Total [Paroels Sacks (Travs jBundies E
041182008 1 2 2 12 % 24 0 0 0 0 0 3 7 4 3 2
| Total 1 2 2 12 1 24 0 0 0 [} 0 3 17 4 3 w

For best results, download this report into Excel and print in 'Landscape’ mode.

*Carrier Route Pallets, 5-Digit Carrier Route Pallets, and 5-Digit Schema "L001" Pallets will be counted as Cross Dock only when pallet
presort Ievels are provided for all pallets within the appointment via Web Services. Cross Dock pallets do not count against facility volume
constraints.
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The user has two options for printing the report.
To print using the Print hyperlink:

1. CLICK the Print hyperlink.

To print according to the settings on the individual computer:

1. CLICK File from the browser menu bar.

2. SELECT Print... from the File menu and print according to the settings on the individual

computer.

Fi= |8
New »
Open... Chrl+0r
Save s, .
Page Setup...
Print Preview
Send 3
Import and Export...
Properties
Close

Printed reports are almost identical to what is seen online in the printable version, with just two
differences. First, printed reports do not show the Internet browser bar that is visible online. Second,
reports print out in a clear format that does not display row shading.

Note: |
View Printable Version includes any data that is on a different page due to
pagination. It may be a lengthy report and print several pages.

CLICKING the Return to Previous Screen hyperlink, on the printable version, will
return the user to the Selection page.

Note: )
If the printed report does not fit on a portrait page, change the orientation to landscape :
by CLICKING the File menu, selecting Page Setup..., and selecting the Landscape !
radio button. !

Downloading to Excel

Several FAST Report pages allow the user to download information shown on the page into Microsoft
Excel in order to manipulate and save data.

(Y 1. CLICK the Download to Excel link. There are two links for Download to Excel, above

% i and below the report table.
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UNITED STATES
POSTAL SERVICE=

Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointment Calendar

Returnto 7
Selected Criteria
Facility: SPRINGFIELD BMC (01Z)
Date Range: 04/14/2008 - 0411812008
Mail Class: All
For best res: to Excel and printin ‘Landscape’ mode.
Bxporto <l | Eien
-Ou ‘allets Containing Cross Dock Containing Bedloaded Units
Date A !'. IParce\s ‘Sacks rays IBunﬂ\Es otal |Parcels ‘Sﬂcks - ra;s [Bundies [Total |Parcels |Sacks ; ra;s Bundles ﬁ
o4/1872008 1 2 g 12 1 24 0 0 0 o o 3 7 4 3 27
Total 1 2 9 12 1 24 0 0 0 0 o £ 7 4 3 27 ‘
| Total (1 result) |

cel | liew P
s report into Excel and print in "Landscape’ mode.

*Carrier Route Pallets, 5-Digit Carrier Route Pallets, and 5-Digit Schema "L001" Pallets will be counted as Cross
Dock onlywhen pallet presort levels are provided for all pallets within the appointment via Web Serices. Cross Dock
pallets do nat count against facility volume constraints.

itz Map Contact Us Foms Govt Servipss = Fuze,

Foii

Copyright® 1999-2007 USPS. All Rights Reserved.  No FEARAGEEODsts  FOIA

Note:

Download to Excel includes any data that is on a different page due to pagination.

2. A new window appears, prompting the user to either open the Excel report in a new

window or save it to their computer.

a) CLICK Open to open a new window showing the report data in an Excel spreadsheet.

b) CLICK Save to select a directory on the computer to save the Excel spreadsheet.

o

Q

save this file.

File name:
File type:
From:

...intmentCalendarContent. xis
Microsoft Excel Worksheet
170,248.232.40

Some files can ham your computer. i the file information below
looks suspicious, oryou do not fully trust the source, do not open or

Would you like to open the file or save it to your computer?

[ Cpen

) (

Save

][ Cancel ][ More Info

Always ask before opening this type of file
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If the user decides to save the report, the Save As window opens, prompting them to select the location
on their computer in which to save the Excel spreadsheet. The Save As window is displayed below.

\ Save As: % J Q1
Save in: @ Desktop [ + = M-

.ﬂ My Documents

'J _(’ My Computer

Recenrt "3M\c’ Metwork Places
C)DATA
?.;:_ @Corp Rating2.xls
£y @Corp Rating.xls

Desktop lFAsT

My Documents

2
]
3
My Computer

My Network | Save as type: Microscft Excel Worksheet &

An example of a report that has been downloaded to Excel is displayed below.

A | B L c| D E F G L H| | J | K L | M [ N | O|P| @ |
1 |Appointment Calendar Report

3 |Selected Criteria
4 |USPS NASS Code: CINCINNATI (11001)
5 |Date Range: 03/27/2005 - 0410172005

B

7 Pallet Cross Dock Bedloaded Units

8 | Date | Total Schd. Appts. | Total| Containing Parcels| Containing Sacks|Containing Trays | Containing Bundies Total] Containing Parcels| Containing Sacks| Containing Trays| Containing Bundles |Total Units| Parcels|Sacks| T

9 13/28/2005 1 176 | 44 44 44 A4 ] 20 20 20 20 a a [i] [i] o

il 005 1 148 ‘ 37 37 37 37 LE] 20 20 20 20 a a 1] 1] o

11 (373072006 1 144 % % ] 3 1 Eil Eil Ell Ell i 0 [olao i

2 |Total EIEEE 117] 117] "7 117] 0] 70] 70 70] 70 [i] 0] [i] [i] 0]
B

1.3.2 Fields and Buttons
Select Date Range

Many pages use a date range as one of the search criteria. The date range search criteria include a Date
From field followed by a Date To field. All dates must be entered in MM/DD/YYYY format, as seen
below, and the Date To may not be earlier than the Date From. Some pages may only allow the user to
select one particular day.

Select Date Range: [18/23/2004 | Select Date | [J5/27/2004 | Select Dato

\ J L J
hd Y
Date From Date To
e Note: E
e In the FAST functional areas, date range limitations differ depending upon the report. '
— More detailed information about the date range is provided in the specific module. !
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Dates may be typed directly in the Date Range fields or selected from the date picker, as displayed
below.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

sl Facility Access and Shipment Tracking (FAST)

Appointment Calendar

Choose Search Criteria
Please enter in the following information (* =

ismd Eialde )
@ hitpy/56.224.61.111/ - C.. .= 5 [

The Start Date may not exceed 90 days prjor ti
14 days from the current date.

End Date
There are two options to search for a facilty.

1. Search for the facility using the "State™
Cities™. Cities and Facilities withinfthe
their respeciive dropdowns. [fthe ity iS
Facilities within the selected city v;lll bel

2. Enterthe NASS Code for the facility. IFtf = =
|z v |4 |5 ] e A
18 18 20 21 22 23 24
State: — SelectOne—  ~ [ View Citi 28.:4:20) Z7 | 28 poR. 30| B
Resources City: Close Window >
L Origin Entry *Facilit. 01Z - SPRINGFIELD BMC
Customer / Supplier
Agreements
TEM " o . > =
ReportView: Date Range Viely ~ | Submit >

* Select Date Range: 09/08/2009 [ = 1o: 09/22/2009

* Mail Class:

Using the Calendar
W
) 1. CLICK the Calendar icon to bring up the Date Picker. The current date will be selected
= @/ on the calendar. The Calendar icon is displayed below.
VERIFY that the current month corresponds to the desired date range criteria.
3. If not, CLICK the arrows next to the month field. The left arrow shifts the calendar to the
previous month, and the right arrow shifts the calendar to the next month. The calendar
shifts in chronological order when using these arrows, meaning that the year

automatically changes when navigating from December of one year to January of the
next.

4. VERIFY that the current year corresponds to the desired date range criteria. If not, select
the year to be entered in the Date field by CLICKING the arrows next to the month.

5. SELECT the desired day by CLICKING the number of the day to be entered into the Date
field. Once the date is clicked, the full month, day, and year selected will display in the
Date field.
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Drop Down Boxes

Several pages in the FAST application use drop-down boxes to provide choices for the user to select as
search criteria. Drop-down boxes show all available options for a particular field. The user is limited to
one choice for each drop-down box. In the example below, the State drop-down box may be used to
search for only one of the following: California, District of Columbia, lllinois, Indiana, Kentucky, Nevada, or

Virginia.

State: | — Select One — + | [ View Cities >

City:

Note:
For most of the FAST application the drop-down lists are defined by what facilities
are available for Drop Ship.

CLICK the arrow on the right side of the box. This will display all available choices for
that drop-down box.

Place the cursor over the desired word or phrase so it is highlighted and CLICK. The
selection then displays in the field.

Note:

For a user more experienced with FAST, the keyboard shortcut for making
selections from drop-down boxes is to type the first letter of the selection. This
highlights the first option in the drop-down box beginning with that letter. The
arrow keys may then be used to scroll up and down in the list.

In addition to the State drop-down box, there are many drop-down boxes found in FAST some include:
District, Area, Report View, and Scheduler ID. Examples of these drop-down boxes are displayed on the

following page.

June 26, 2011
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Area ID: D SchedulerID:| - Select One — D
— SelectOne —
All Areas AT0000000007 - Mailer 1
10 - Virginia [A10000000001 - Mailer 2
20 - Washington
30 - Midwest
4C - Eastemn
50-MNevada
90 - Southern California
District ID: [+
All Districts
101 - Northern Virginia * ReportView: | District Summary D'ﬁ
201 - Northwest Aresg Summary
301 - Southside Area Detail
400 - Kentuckiana District Summa
501 - Northern Nevada District Detail
901 - Bay Area BMCs
Plants
Delivery Units

Search Button

FAST displays a Search button on the Selection pages. The Search button is used to retrieve
information corresponding to the selected search criteria. It may be found next to a drop-down box, next
to atext box, or at the bottom of the page.

In the example displayed on the following page, the user is on the Appointment Calendar Selection page
as indicated on the Left Navigation Bar. CLICKING the Search button next to the city retrieves all of the
facilities associated with Virginia and populates the Facility drop-down box. Additionally, CLICKING the
Search button next to the NASS Code retrieves all of the facilities associated with the ID and populates
the Facility drop-down box.
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E UNITED STATES.
POSTAL SERVICE » Home | Sian Out

Facility Access and Shipment Tracking (FAST

I seieed  Facility Access and Shipment Tracking (FAST)

Eacilities

Ll Appointment Calendar
Reports

App i Rating Analysis Choose Search Criteria
Please enter in the following information { * Required Fields )

There are two options to search for a facility

1. Search for the facility using the "State” and/or "City” field. Select a state and click "View
Cities™. Cities and Facilities within the selected state will be available for selection in
their respective dropdowns. Ifthe city is known, select the city and click "Search™.
Facilities within the selected city will be available for selection in the facility dropdown

2. Enterthe NASS Code for the facility. Ifthe NASS Code is not known, use option 1

sHale NY. ~ [ View Cities > ) | NASS Code (Search>
City: Al Cities - ( Search> )
* Facilit. 100 - NEW YORK -
Resources
Origin Entry - - =
Customer / Supplier * Report View: Calendar View v [ Submit>
Agreements
TEM
* Select Month: October =4
'@.' -{.‘;ﬂm>_;

Customer Service Forms v 4 s ares erms of Use ustomer Gateway

Submit Button

FAST displays a Submit button on the Selection pages. The Submit button is used to retrieve
information corresponding to the selected search criteria or to save new data entered into FAST. It may
be found next to a drop-down box, next to a text box, or at the bottom of the page.

In the example displayed on the following page, the user is on the Scheduler Report Selection page as
indicated on the Left Navigation Bar. CLICKING the Submit button next to the Report View retrieves the
facility search box.
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UNITED STATES
POSTAL SERVICE » Home | Sign Out

Facility Access and Shipment Tracking (FAST

el Facility Access and Shipment Tracking (FAST)

Recurring Appointments

Scheduler Report

Choose Search Criteria
Please enter in the following information ( * Required Fields ):

The dates entered must be no more than 90 days in the past and span no more than 45 days.
The End Date may not exceed 14 days in the future.

Hoidey And Conten * ReportView. — Select One — ~ [ Submit> )
Constraint Repo + Customer
Registration ID —SelectOne - i
SelectDate | ———— el
10/06/2009 Too 10j06/2009 ER
Range
* Mail Class
Al
Resources [7] Package Senices
M [T Periodicals
Customer / Supplier
Agreements [Tl standard
TEM
(Greate>
Customer Service Fomms Carsars Privacy Polict Terms of Uss Bugingss Customer

Cancel Button

FAST displays a Cancel button on the Selection pages. The Cancel button is used to return to the
associated Landing page. It may be found at the bottom of the page.

In the example shown above, the user is on the Scheduler Report Selection page, as indicated on the
Left Navigation Bar. CLICKING the Cancel button on the bottom of the page returns the user to the
Reports Landing page.

1.3.3 Error Messages
Throughout the FAST application error messages may be displayed when the user enters incomplete or

erroneous data. Some examples of generic error messages may be found on the following page. For
more detailed error message information the user should go to the corresponding module.
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e The “start” date may not be after the “end” date

UNITED STATES
POSTAL SERVICE » Home | Sign Out

Facility Access and Shipment Tracking (FAST) |

Recusting E Facility Access and Shipment Tracking (FAST)

Scheduler Report

Choose Search Criteria
Please enterin the following information ( * Required Fields )

The dates entered must be no more than 90 days in the past and span no more than 45 days.
The End Date may not exceed 14 days in the future

The “start” date may not be after the “end” date

* Report View: All Facilities - '-_35&;53 )
* Customer 2
Registration ID: Mailer. 1 - §1I047 bt
Select Date
Range: 10/13/2009 To: 10/06/2009
* Mail Class:
] A
Customer [ Supplier [T Package Senvices
Agreements
TEM [ Periodicals
[T] standard
(< Cancei; ) ( Create> )

Terms of Use Busi stomer Gatowsy

Forms

e Start Date — Not a valid date. Dates must be in MM/DD/YYYY format.

June 26, 2011 FAST Customer User Guide Page 24



Facility Access and Shipment Tracking

User Guide
E UNITED STATES
POSTAL SERVICE » Home | Sign Out

Eacility Access and Shipment Tracking (FAST)

o Facility Access and Shipment Tracking (FAST)

Facilities

Profiles Scheduler Report
Reports

Choose Search Criteria
Please enter in the following information ( * Required Fislds X

The dates entered must be no more than 90 days in the past and span no more than 45 days.
The End Date may not exceed 14 days in the future.

Start Date - Mot a valid date. Dates must be avalid calendar date and must bein a

MM/DOYYYY format.
* Report View: All Facilities - ":599‘1',"?,’-1\'
* Customer
Registration ID: Matlenl =425k i
Select Date E
o 1042008 To: 10/06/2009
et * Mail Class:
Origin Entry
Customer / Supplier [&] all
A te
S [ Package Semvices
TEM
[7] Periodicals
[T standard
(< Cancel ) Croate> )
Site Map Forms Gov't Services Cateers Privacy Paiicy Terms of Use

1.4 Helpful Hints

e The user will be logged out of FAST after fifteen minutes of inactivity.

e Throughout FAST the Scheduler ID drop-down box will only populate with those IDs associated
to the user.

e The Left Navigation Bar is not displayed within the Reports section in order to give the user
greater visibility to the displayed report. An example is displayed on the following page.
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E UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST]

Facility Access and Shipment Tracking (FAST)

Appointment Calendar
Return to Previous Screen

Selected Criteria

Facility: Merrifield P & D Center
Date Range: 10/15/2004 - 100152004

Exportoptions: Download into Excel | BY View Printable Version

Total Pallets Cross Dock Bedloaded Units
Date  Schd. ini ini ini iningl] ini i g S | it
e Sehd. Containing (Containing Containing Containing 1 [Containing Containing Containing (Containing [t 1 b o1 b ooice reaye Bundies 1218
Appts.| Parcels | Sacks || Iravs || Bundies P88 parcels | Sacks || Iraye || Bundies [Lotal i [dravs f Units
10152004 15 3 1" 7 0 2t 3 3 & 12 LI s 0 3 12
[ Tota 15 3 1" 7 0 2t 3 3 & 12 ] s 0 3 12 |
| Tatal (1 resut) |

Expart options: Download into Excel | &) able Version

Cnly considered Cross Dockwhen pallet presaort levels are provided through Web Services. Presort levels must be
provided for all pallets associated with an appointment, otherwise all pallets count against facility volurme constraints

e * Asterisks on a Selection page designate a required field. In the example displayed below, the
user is on the Appointment Calendar Selection page. The required fields on this page are date
range and facility.
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UNITED STATES
POSTAL SERVICE » Home | Sign Qut

Facility Access and Shipment Tracking (FAST) |

Hermrii E Facility Access and Shipment Tracking (FAST)

Facilities

Appointment Calendar

Choose Search Criteria
Please enter in the following information ( * Reguired Fields )

There are two options to search for a facility

1. Search for the facility using the "State” and/or "City” field. Select a state and click "View
Cities”. Cities and Facilities within the selected state will be available for selection in
their respective dropdowns. If the city is known, select the city and click "Search”™.
Facilities within the selected city will be available for selection in the facility dropdown.

2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1.

State: NY + [ ViewCities > ) | NASS Code ( Search > )
City: Al Cities - ;
* Facilit: 100 - NEW YORK !

Resources

Origin Entry ) 3 =
Citomer ] Supplic * Report View: — Select One — v (| Submit> )
Agreements
Ten (< Cancel ) ( 7{.‘;93!9)'_ ]

Terms of Use stomer Gatewsy

e The Create button may be found on all Report Selection pages. In the example displayed below,
the user is on the Appointment Calendar Selection page. After entering in the required fields the
user will CLICK the Create button to display the corresponding report.
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UNITED STATES
POSTAL SERVICE«

Home | Sign Out

Eacility Access and Shipment Tracking (FAST,

Eocurrhig : Facility Access and Shipment Tracking (FAST)

Appointment Calendar

Choose Search Criteria
Please enterin the following information ( * Required Fields )

There are two options to search for a facility

1. Search for the facility using the "State” andior "City” field. Select a state and click "View
Cities”. Cities and Facilities within the selected state will be available for selection in
their respective dropdowns. If the city is known, select the city and click “Search™.
Facilities within the selected city will be available for selection in the facility dropdown

2. Enter the NASS Code for the facility. Ifthe NASS Code is not known, use option 1.

State: NY + (ViewCities> ) || NASS Code:

City: All Cities - ( Search> )

* Facility: 100 - NEW YORK -
Resources

Origin Entry )
Customer / Supplier * Report View: - Select One - - L
Agreements
TEM [ EL'ﬂm:nJ: ]
Customer Service Forms Gou't Services Privacy Policy

e The Facility drop-down box will not automatically be populated. The user may search for a
specific facility using the State, State and City, or NASS Code search options. An example with
the facility search box highlighted is displayed below.
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UNITED STATES
POSTAL SERVICE«

Home | Sign Out

Eacility Access and Shipment Tracking (FAST) |

Recurrin%ppi Facility Access and Shipment Tracking (FAST)

Facilities

Appointment Calendar

Choose Search Criteria
Please enter in the following information { * Required Fields )

There are two options to search for a facility.

1. Search for the facility using the "State™ andfor "City" field. Select a state and click "View

Cities”. Cities and Facilities within the selected state will be available for selection in

their respective dropdowns. Ifthe city is known, selectthe city and click "Search”.

Facilifies within the selected city will be available for selection in the facility dropdown.
2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1

State: NY ~ [ View Cities > ) | NASS Code: ((Search> )
City:
* Facility
~ . L i o grix { 7 )
Customer / Supplier Report View: - Select One v, \ e
§ < Cancel ) { _[:‘-rgale;_ )
Site Map Customer Servioe Forms Bov't Services Careers Privasy Polioy Tems of Use Business Customer Gateway

June 26, 2011 FAST Customer User Guide Page 29



Facility Access and Shipment Tracking
User Guide

This page has been intentionally left blank.

June 26, 2011 FAST Customer User Guide Page 30



Facility Access and Shipment Tracking
User Guide

2. Pre-Login

FAST users have information available to them without logging into the FAST application. The Pre-Login
section includes:

2.1 Facilities
2.2 Reports
2.3 Resources
2.4 Origin Entry

The FAST Pre-Login Welcome Page is displayed below:

UNITED STATES
POSTAL SERVICE« Home

Eacility Access and Shipment Tracking (FAST)

Beeetod  Facility Access and Shipment Tracking (FAST)

O“‘*j""i‘éml"s Welcome to FAST
gin Entry

FAST is a Postal Service™ initiative thatimproves the drop shipment and Origin Entry
appoiniment scheduling processes through allocating appointment availability and
decreasing dock wait times. FAST is designed to interface with other postal applications and
systems to enable ongoing transformation to an environment where the Postal Service and
customers have end-to-end visibility of the mail product from entry to delivery.

Facilities

-

Facilities contains functionality o view physical and operaling characteristics of | “gq >
USPS Facilities.

-

Reports

Reports contains ful to obtainii ion about facilities, 3 Go>
appointments, and performance. :

-

Resources

Resources contains functionality to download and link to various resources such | Go >
as the Drop Shipment Product files and the Domestic Mail Manual. In addition,
Resaurces provides links to the Message Board and What's New.

-

FAST Origin Entry

FAST Origin Entry contains one-time appointment management, recurring Go>
appointment management, and reporting capabilities for Grigin Entry
appointments. Facility and resource information is also available

To register for FAST or CSA:
Please navigate to the Business Customer Gateway.

2.1 Facilities

The Facilities section contains functionality to view physical and operating characteristics of USPS
Facilities. The following section is available pre-login to FAST:

2.1.1 Facility Profile — Describes how a user may view the Facility Profile information.

2.1.1 Facility Profile

Facility Profile information consists of the drop shipment contact information, physical characteristics and
processing responsibilities for a given facility. The pre-login user may only view the information.

The Facility Profile section describes the processes for viewing the facilities information.
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A pre-login user begins the process from the FAST Welcome page. The user CLICKS the Facilities link
located in the “Important Information” section. The user is taken to the Facilities Landing page (described
in module 4.0 - Landing pages) where the user may select the Facility Profile link, or associated Go>
button to display the Facility Profile Selection page.

The Facility Profile Selection page will provide three different search options. The user can search for
facilities by areas, districts, or by facility.

The fields and buttons on the Facility Profile Selection page are described below. A snapshot
of the page is displayed after the field description.

* Search By; Drop-down box containing search options.

Submit button Retrieves the search option to find a facility.

Search button Retrieves the facility associated with the search option and displays it in the results
table.

Cancel button Navigates user to Facilities Landing page.

Return to

Previous Screen | Navigates user to previous screen.

The Facility Profile Selection page is displayed below.

LINITED STATES
POSTAL SERV

L] Hor

Facility Acceas and Shipmesn Trecking [FAST)

Facility Access and Shipment Tracking (FAST)

Facility Profile Selection

Reumin
Choose Search Criterio

Thire re thiea oplions 10 seanch for taciltias: by tacikly, by deicl o by ama

Tamich by ares will alge display coensl infermation Tor he Ares Coordinalans)

* SRarch By - Sales Oné - = | Sulwits
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The Facility Profile Selection page contains three search options and is outlined below:

2.1.1 Search by Facility
2.1.2 Search by Area
2.1.3 Search by District

2.1.1 Search by Facility

To view the profile of a facility, search for a facility by one of the following three ways:

1\. SELECT “Facility” from Search by drop-down box and CLICK the Submit button

// 1. SELECT a state from the State drop-down box
2. CLICK the View Cities button
3. SELECT acity from the City drop-down box
CLICK the Search button to populate the table with the retrieved facilities

»

To search by NASS Code:
1. INPUT the three to five character NASS Code in the NASS Code text box

2. CLICK the Search button to populate the table with the retrieved facilities

To search by Facility Name:

1. ENTER the facility name in the Facility Name text box

2. CHECK Exclude Delivery Units checkbox, if applicable

3. CLICK the Search button to populate the table with the retrieved facilities

The Facility Profile Selection page refreshes with the facility associated to the specified
search criteria displayed in a table. The additional fields and buttons on the page are
described below. A snapshot of the page is displayed after the field descriptions.

Formatted: Indent: Left: 0.65",
Hanging: 0.25", Numbered + Level:
1 + Numbering Style: 1, 2, 3, ... +
Start at: 1 + Alignment: Left +
Aligned at: 0.65" + Tab after: 0.5"
+ Indent at: 0.95", Tabs: Not at
0.5"

NASS Code The three to five character NASS Code associated with requested facility (Only
shown for Facilities active in FAST).

Facility Name Name of the facility. Each name is a hyperlink to the Facility Profile Information page,
column where the user may view the facility’s drop shipment contact information.

Facility Type Displays the type of facility: NDC, Plant, Delivery Unit, Annex.

column

Dropsite Key Displays dropsite key of the facility.

Address Street of where the facility resides.
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City column

City where the facility resides.

State column

Two character state code where the facility resides.

ZIP column Nine-digit ZIP Code where the facility resides.

Drop Ship Displays Name, Phone Number and Email for the Drop Ship Coordinator.
Coordinator

Information

24 Hour Number

24 Hour phone number for the facility (Not required for delivery units).

Active in FAST
column

Displays if the Facility uses FAST to accept drop shipments (Yes); does not use
FAST to accept drop shipments, (No); in the process of determining if the facility will
use FAST to accept drop shipments (Pending).

Return to
Previous Screen

Navigates user to previous screen.

The Facility Profile Selection section is displayed on the following page. Clicking on the Facility Name
hyperlink will bring you to the complete facility profile.
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EUMTED STATES
POSTAL SERVICE o
Facility &ceuas and Shipmeent Tracking [FAST)
Facility Access and Shipment Tracking (FAST)
Fagilitv Profile Selection
Resaurces [
Cirigi i
Crigin Emiry Cloose Seaich Criteria
Thers 4 fee options 10 seanch for tasiies; by ecibty, by gl o by Bea
Eearch By area will also display corfacinfermation for the Area Coondinalans)
* Search By District w | Fabor o
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User Guide

Once the search results are displayed on the Facility Profile Selection page, the user can click on the

facility hyperlink to access additional information for the facility such as: alternate drop ship coordinator
information, holidays, and additional information on type of mail the facility is accepting and redirecting
(reference section 2.1.4 — Facility Profile).
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2.1.2 Search by Area

A user can search for a facility by an area from the Facility Profile Selection page. The user will navigate
the Search By drop-down box and select an area from the Area ID drop-down box. A snapshot of this
page is displayed below.

W
~ 7N
- @ >To search by Area:
- ( a. Select “By Area” in the Search By drop-down box

b. CLICK the Submit button
Select an area from the “Area ID” drop-down box
d. CLICK the Search button to populate the table with the retrieved facilities

A snapshot of the page is shown below.

) Note
—
-_— A user can exclude Delivery Units from the search by checking the Exclude Delivery
=4  Units checkbox.

A user choose to only view BMEU Facilities by checking the Only Show BMEU Facilities
checkbox

Area Coordinator contact information will be displayed when user searches by Area.
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EUMTEDSMTEE
POSTAL SERVICE» Eotrn

Besaurces
Drigin Entry

Facility &eseas and Shipmen Trecking [FAST)
Facility Access and Shipment Tracking (FAST)

Facility Profile Salection

Hetumio ¢
Choose Search Criteria

Trnere are eea oplions 1o seanch sortacifies: by tacikty, by destncl of by anes

Saaich By ared will alse display contssl infermation Tor the Aréa Codrdinalansy

" Search By Area w | Sabuwi s

“Areallr 4B - Morheast [B) ¥

Exciude Delrery Unils

Qinly Shaw BHEL! Faciktias

The Facility Profile Selection page refreshes with the facility associated to the specified
search criteria displayed in a table. The additional fields and buttons on the page are
described below. A snapshot of the page is displayed after the field descriptions.

NASS Code

Three to five character NASS Code associated with requested facility.

Facility Name
column

Name of the facility. Each name is a hyperlink to the Facility Profile Information page,
where the user may view the facility’s drop shipment contact information.

District column

District where the associated facility is located.

Facility Type
column

Displays the type of facility: NDC, Plant, Delivery Unit, Annex.

Dropsite Key

Displays dropsite key associated with facility.

column
Address Street where the facility resides.
City column City where the facility resides.

State column

Two character state code where the facility resides.

ZIP Code column

Nine-digit ZIP Code where the facility resides.
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Drop Ship
Coordinator
Contact Info

Displays Name, Phone Number and Email for the Drop Ship Coordinator.

24 Hour Number

24 Hour phone number for the facility (Not required for delivery units).

Active in FAST
column

Displays if the Facility uses FAST to accept drop shipments (Yes); does not use
FAST to accept drop shipments, (No); in the process of determining if the facility will
use FAST to accept drop shipments (Pending).

The description bel
by Area.

ow describes the Area Contacts Grid. It is displayed only when searching for a facility

Name

Displays name of Area Contact

Phone Number

Displays phone number of Area Contact

E-Mail

Displays e-mail of Area Contact

Return to
Previous Screen

Navigates user to previous screen.
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2.1.3 Search by District
A user can search for a facility by district from the Facility Profile Selection page.
\\
D, ’Q "\ To search by District:
= @ 7 1. Select “By District” in the Search By drop-down box
2. CLICK the Submit button
3. Select a district from the “District ID” drop-down box
4. CLICK the Search button to populate the table with the retrieved facilities
/ 2] )
: —_— Note: E
Pl — / By checking the Exclude Delivery Units Box, a user can exclude Delivery Units E
i from the search. '

A snapshot of the Facility Profile Selection page is displayed on the following page.

EUMTEDSTMES
POSTAL SERVICE et

Facility Acseas and Shipmeenl Tracking IFAST)
Facility Access and Shipment Tracking (FAST)

Facility Profile Selection

Relumito ¢
Chaeose Search Criteria

Thners are e ophions 10 seanch fordaciflies: by tacibty, by desiicl or by ama

Tz o By ared will alas display cortssd mlsrmation Tor the Arsa Conprdinabans)

' Search By Disirct = | Sabuwi s

* Disinct e 006 - Caibbsan -

Emdiude Delrery Units

2Nty Show BHEL Faciities

The Facility Profile Selection page refreshes with the facility associated to the specified
search criteria displayed in a table. The additional fields and buttons on the page are
described below. A snapshot of the page is displayed after the field descriptions.

June 26, 2011 FAST Customer User Guide Page 40



Facility Access and Shipment Tracking

User Guide

NASS Code

Three to five character NASS Code associated with requested facility.

Facility Name

Name of the facility. Each name is a hyperlink to the Facility Profile Information page,

column where the user may view the facility’s drop shipment contact information.
Facility Type Displays the type of facility: NDC, Plant, Delivery Unit, Annex.
column

Dropsite Key

Displays dropsite key associated with facility.

column
Address Street of where the facility resides.
City column City where the facility resides.

State column

Two character state code where the facility resides.

ZIP Code column

Five- or nine-digit ZIP Code where the facility resides.

Drop Ship
Coordinator
Contact Info

Displays Name, Phone Number and Email for the Drop Ship Coordinator.

24 Hour Number

24 Hour phone number for the facility (Not required for delivery units).

Active in FAST
column

Displays if the Facility uses FAST to accept drop shipments (Yes); does not use
FAST to accept drop shipments, (No); in the process of determining if the facility will
use FAST to accept drop shipments (Pending).

Return to
Previous Screen

Navigates user to previous screen.
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From the Facility Profile Selection page, the user may view the contact information for a drop shipment
facility by CLICKING on the Facility Name hyperlink.

2.1.4 Facility Profile

From the Facility Profile Selection page, the facility profile can be accessed by clicking the hyperlink of
the facility. The facility profile information includes: facility information, drop ship coordinator information,
alternate drop ship coordinator information, hours of operation, drop ship hours, directions, holidays, and
other important information. The fields and buttons on the page are described below. A snapshot of the
page is displayed after the field description.

Facility Information Section

Holiday button | Retrieves facility holiday information.

Additional Retrieves additional information about the facility, including default processing
Information responsibilities and redirections.

button

Return to Navigates user to previous screen.

Previous

Screen

Name The full name of the facility.

Address The street address of the facility.

City The city where the facility resides.

State The state code where the facility resides.

ZIP + 4 Nine-digit ZIP Code where the facility resides.

District The code and name of the district where the facility resides.

Area The code and name of the area where the facility resides.

Locale Key The locale key of the facility.

Surface Indicates Yes if the Surface Visibility will be used at the Site and No if it will not be used
Visibility Site at the site.

Facility Rating Indicates Yes if appointments and schedulers are subject to rating at that facility and No
On if they are not.

Active in FAST | Indicates Yes if the facility active in FAST or No if the facility is not active in FAST.
NASS Code The three to five character NASS Code of the facility.

Drop Shipment Contact Information

Contact Name | Name of the primary contact person of the drop shipment facility.

Hours of Time range to reach the drop shipment contact person.

Availability
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Phone Number

Phone number at the facility for the contact person.

FAX Number

FAX number at the facility for the contact person.

Email Address

Email address of the contact person.

Alternate Drop Shipment Coordinator Information

Contact Name

Name of the alternate contact person of the drop shipment facility.

Hours of
Availability

Time range to reach the alternate contact person.

Phone Number

Phone number at the facility for the alternate contact person.

FAX Number

FAX number at the facility for the alternate contact person.

Email Address

Email address of the alternate contact person.

Alternate Drop Ship Contact Information

24 Hour
Number

Phone number to reach the facility at any time of the day.

Drop Shipment

Hours and Hours of Operation

Day Day of the Week for Drop Ship Hours and Hours of Operation
Date Date of Drop Ship Hours and Hours of Operation

Drop Ship Hours the facility accepts drop shipments for each day of the week
Hours

Hours of Hours the facility is open and staffed for each day of the week
Operation

Supplemental Facility Information

Facility Directions to the Facility.

Directions

Comments Any additional information relevant to the facility.

Facility Dock Height, width, and depth of the facility dock.

Facility Yard Truck length a facility can accommodate and the truck maneuverability within the facility
Information (length, width, surface type).

The Facility Profile page is displayed on the following page.
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EUMTEOS'MTES
POSTAL SERVICE. e
Facility A cseaz and Shipmen Tracking [FAST}

Facility Profile

Hame:
Addrass:

2IP = d:

District:

Area

Locale Key:

Swriace Wisibility Site:
BIEL:

Facilty Rating On:
Aceept Diop Shipmenls:
HASS Code:

Drop Ship Cocedinator iformation
Contact Hame:

Hours of Avaitabiity Test

Fhone Rumber:

FAX Huiber:

Email Addross:

Facility Access and Shipment Tracking (FAST)

Fetuin o Pradous Soreen

Halifays =
Adkfitiznal falameatisa
Criicai Enlry Thmes »

W YORK
341 9TH SVE RM 015

T MEW YORK
: MY

101908704
e k.
Hortha ast (B)
w1160

Yes

e

Iris Mussafs

0200 1600
£12-330-3161
212-320-3127

Ins.5 mustatagusps. gov

Alernate Drop Ship Conlact information
Contact Name: Patrasse McFarlana
Hours of Awailability: 07.00 - 1330
Phone Humber: 212.330.3400
FAX Humber: 212-330-3127
Email Address: pafrease.mcla ane@usps.gov
Fd-Hour Telsphone Humber: 712.320-2770

BAEY Contact istormation
BMEU Mamager: FERCIVAL FRINCE
BMEU Manager Phone Number: 2123304227
BMEU Supervisar JANE TOREIMNIK]
BMEY Supenvisar Phone Number: 2123302100
BUEY Public Phose Number(s): 2123304122

2123304125
BMEU ARernate Phone Number; 2123304122
ey Ot Elz:sm g;“e::u?;ns mﬂx'”'
Friday OBI2E2010 08:00-17:00 00.00- 2368 Closed
Saturday OBRE2010 08:00-17.00 00.00- x5 Closed
Swunday OBETZ010 08.00-17:00 00.00- 2359 Closed
Monday 05282010 08:00-17.00 00:00- 2359 Closed
Tuesday 0822010 08.00-17.00 00.00- Zx &2 Closed
Wednesday 08302010 08.00-17:00 00:00- 2359 Closed
Thursday OF0NZDT0 08:00-17:00 00:00- 2550 Closed

Facikty Directions
Thete are no directions availatle for Mis faclity 2 ihis ime.

The Deeck 15 Incated on 106 Ave Cstwaen Vgt 251h & Wiest 300
Comamenes: 2 bays 1024 thru 1042, IFFaller i= 537 feel, érver must go
across G Ersdge.

Facibty Dock
Helghtd % Bin
WidihcB % Qin.
DepthcE0R On

Facikty Yard Infcermation
Maminum Tisck Lenghesa i
Truck Manewverability:
Lengthesn £
Widihed0 1t
Surface Type:Concrebe

Halifaps >

Asditianal hnfarrmatia |
< Back Ceitiea Enry Thmas »

Eurvacy By
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additional information about the facility.

The table below describes the fields and buttons found on the Facility Profile—Additional
Information page. Following the table and a note is a snapshot of the page for facilities

additional information.

From the Facility Profile page, the user may CLICK the Additional Information button to view

Facility Name

Name and ID of Facility provided.

" Facility Name” is the main processing facility for:

Default processing responsibilities for the facility.

ZIP/Carrier Route
Serviced
"Facility Name” is also accepting the following mail:
CIN Group Lists the CIN Group or Groups that are redirected to this facility from other facilities.
Y = Yes, redirection applies to palletized mail.
Pallet Code o ) ) )
N = No, redirection applies to non-palletized mail
Discount Lists the destination discount associated with the redirection.
ZIP/Carrier Route | List of ZIP/Carrier Routes that the redirection applies to for the given CIN Group and
Serviced Discount.
Effective Dates Lists effective dates of the redirection.
Truck Length Indicates if the redirection applies only to specific truck lengths.
" Facility Name” is directing mail to the following facilities:
Facility Name Displays name of facility to which mail is being redirected.
CIN Group See above.
Pallet Code See above.
Discount See above.
ZIP/C;arner Route See above.
Serviced
Effective Dates See above.
Truck Length See above.
Return to Previous . .
Navigates user to previous screen.
Screen
FAST Customer User Guide Page 46
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) Note:
— The ZIP/Carrier Route Serviced column only includes ZIP/Carrier Routes that are within the
- effective date range. If the effective end date for the specific ZIP/Carrier Route has passed, it will
= & not be displayed regardless of whether it is within grace period. If the current date is before the
effective start date for a specific ZIP, the ZIP will not be displayed for the ZIP/Carrier Routes
Serviced.

The Additional Information page is displayed on the following page:
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Additional Note:

— NDC Homepage.
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If the facility is a NDC, and there are no directions provided, the user will be given a link to the

If the facility is a DDU, and there are no directions provided, the user will be given a link to the

USPS Post Office Locator homepage.

FAST Coordinators may also enter directions in the comments section.

User Guide
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2.2 Reports

The Reports section allows the user to create and view USPS reports. The following sections are
available pre-login to FAST:

2.2.1 Appointment Calendar — Describes how a user may create and view an Appointment Calendar
report.

2.2.2 Closeout Data Report — Describes how a user may create and view the Closeout Data Report
2.2.3 Mail Direction Report — Describes how a user may create and view the Mail Direction Report

2.2.4 Holiday and Contingency Report — Describes how a user may view which facilities have holiday
or contingency constraints defined and what facilities may be impacted by those constraints.

2.2.1 Appointment Calendar

The Appointment Calendar displays all appointment count data for a selected facility and scheduled drop
date. The Appointment Calendar section describes the processes for viewing the Appointment Calendar.

The Appointment Calendar is accessible from two points in FAST, from the Welcome page (pre-login) and
from the Reports Landing page (post-login). A pre-login user begins the process from the FAST
Welcome page. The user CLICKS the Reports link located in the “Important Information” section. The
user is taken to the Reports Landing page (described in module 4.0 - Landing pages) where the user may
select the Appointment Calendar link, or associated Go> button to display the Appointment Calendar
Selection page.

The fields and buttons on the Appointment Calendar Selection page are described below. A
snapshot of the page is displayed after the field description.

State Drop-down box containing state options.

View Cities Retrieves cities within the selected state and populates the cities in the City drop-

button down box.

City Drop-down box listing all cities within the selected state with postal facilities.

Search button Retrieves the facilities located in the selected state and city and displays them in the
table.

NASS Code Textbox to input the three to five character NASS Code of the requested facility
(NASS Code search is only available for facilities active in FAST).

Search button Retrieves the facility associated with the NASS Code and displays it in the results
table.

*Facility Drop-down box containing the facility(s) located in the specified city and state.

*Report View Drop- down box containing two options to view report.

Submit button Retrieves the appointment count data for the specific date range based on the
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entered criteria and displays the Appointment Calendar.
Cancel button Returns user to Reports navigation page.
Create button Retrieves Appointment Calendar report based on selected criteria.
The Appointment Calendar Selection page is displayed below.
UNITED STATES
POSTAL SERVICE » Home | Sign Out

\H//

Eacility Access and Shipment Tracking (FAST)

peemesee  Facility Access and Shipment Tracking (FAST)

Recurring Appointments
E 2

Appointment Calendar

Choose Search Criteria
Please enter in the following information ( * Reguired Fields )

There are two options to search for a facility

1. Search for the facility using the "State” andior "City” field. Select a state and click "View
Cities”. Cities and Facilities within the selected state will be available for selection in
their respective dropdowns. Ifthe city is known, selectthe city and click "Search”
Facilities within the selected city will be available for selection in the facility dropdown

2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1

State: —SelectOne~ - ( View Cities> ) | NASS Code: ( Search >

City:

* Facility:
Resources

Origin Entry ) !
Customer / Supplier * ReportView: - SelectOne — v [ Submit>
Agreements
TEm ("< Cancel Create >

Site Map Customer Service Forms Gov't Services Carears Privacy Pokic Tems of Use stomer Gatewsy

From the Appointment Calendar Selection page, the user may view the appointment
information depending on two views; Calendar View and Date Range View.

To search by Calendar View:

\
@9 1. SEARCH for a specific facility by one of the following two ways:
4

To Search for a Facility by State and City:
a. SELECT a State from the drop-down box
b. CLICK the View Cities button
c. SELECT a city from the City drop-down box
d. CLICK the Search button
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To Search for a Facility by NASS Code:

a. ENTER the three to five character NASS Code in the text box
b. CLICK the Search button

2. ENTER the Selected Month

3. CLICK the Create button

The Appointment Calendar — Calendar View page opens, displaying appointment and pallet
counts in a calendar view for the selected facility. The fields and buttons on the page are
described below. A snapshot of the page is displayed after the field description.

Month A month with an arrow that allows the user to switch months.

Calendar A calendar is used to display appointment and pallet counts in a calendar
view.

Total Appts The total number of appointments for the facility.

Palletized The total number of palletized appointments for the facility.

Bedloaded The total number of bedloaded appointments for the facility.

Total Pallets The total number of pallets for the facility.

Periodicals Appts

The total number of Periodicals appointments for the facility.

Perishable Appts

The total number of Perishable appointments for the facility.

Cross Dock Pallets

The total count of cross docked pallets for the facility.

Recurring Appts

The total number of Recurring appointments for the facility.

Return to Previous
Screen

Navigates user to previous screen.
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UNITED STATES
POSTAL SERVICE =

Home

Access and Shipment Track

FAST

Facility Access and Shipment Tracking (FAST)

Appointment Calendar
Return to Previous Screen
Selected Criteria

Facility: BILLINGS (590)
Date: 0952212006
Please note: All figures represent totals and represent planned amounts, not actuals.

For best results, download this report into Excel and print in ‘Landscape’ mode.

ons=. Download into Excel IE “Wiew Printable Version

< sSeptember 2006 [»

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Tokl Appls Tokl Appli 3
]
10
5
H
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To search by Date Range View:

a.
b.
c.
d.

1. SEARCH for a specific facility by one of the following two ways:
To Search for a Facility by State and City:

SELECT a State from the drop-down box
CLICK the View Cities button

SELECT a city from the City drop-down box
CLICK the Search button

To Search for a Facility by NASS Code:

a.
b.

o U s N

ENTER the three to five character NASS Code in the text box
CLICK the Search button

Report view to Date Range View
CLICK Submit button

ENTER the Date Range
SELECT Mail Class(es)

CLICK the Create button

User Guide

Note:
The Start Date may not exceed 30 days prior to today’s date.

appointment creation (14 days in the future).

The End Date value must be between today’s date and the maximum threshold for

The Appointment Calendar page opens, displaying the appointment count data for the
specified facility and date range. The fields and buttons on the Appointment Calendar page
are described below. A snapshot of the page is displayed after the field description.

Date

Displays the selected date of the appointments.

Total Scheduled
Appointments

The total scheduled appointments on a given date.

Mail Class

Displays details by specified mail class.

Count of Pallets
Containing- Parcels

The total scheduled count of pallets containing parcels.

Count of Pallets
Containing- Sacks

The total scheduled count of pallets containing sacks.

Count of Pallets
Containing- Trays

The total scheduled count of pallets containing trays.
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Count of Pallets
Containing- Bundles

The total scheduled count of pallets containing bundles.

Count of Pallets
Containing- Total

The total scheduled count of pallets.

Cross Dock Containing-
Parcels

The total scheduled count of cross docked pallets containing parcels.

Cross Dock Containing-
Sacks

The total scheduled count of cross docked pallets containing sacks.

Cross Dock Containing-
Trays

The total scheduled count of cross docked pallets containing trays.

Cross Dock Containing-
Bundles

The total scheduled count of cross docked pallets containing bundles.

Cross Dock Containing-
Total

The total scheduled count of cross docked pallets.

Bedloaded- Parcels

The total scheduled count of parcels on the bedload appointment.

Bedloaded- Sacks

The total scheduled count of sacks on the bedload appointment.

Bedloaded- Trays

The total scheduled count of trays on the bedload appointment.

Bedloaded - Bundles

The total scheduled count of bundles on the bedload appointment.

Bedloaded- Total Units

The total scheduled count of units on bedload appointments.

The Appointment Calendar page is displayed on the following page.
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UNITED STATES.
POSTAL SERVICE s Home

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointment Calendar
Return to Previous Screen

Selected Criteria

Facility: SPRINGFIELD BMC (01Z)
Date Range: 03/01/2008 - 03/28/2008
Mail Class: All-3eparated by Mail Class
Mail Class Code Legend : PS-Package Services, PER-Periodicals, STD-Standard

For best resuits, dowmload this report into Excel and print in ‘Landscape’ mode.

" Excel | &Y
Total . Countof Pallets Containing Cross Dock Containing Bedloaded Units
Date  Schd. .- I Total
Aspts, 1888 Parcels |sacks Travs Bundies Total|Parcels (Sacks Troys Bundies Total Parcels |Sacks Trays [Bundies [jec
DIER008 2 AN 3 0 0 I 0o 0 0 0 ss 0 0 0 sss
pg 3 0 0 0 om0 0 0 0 0 se o o 0
s 0 00 ] o0 0o 0 0 o 0 0 0 0 0
PER o [ 4 4 0 [ 0 0 0 © 0 0 0
0azE2008 1 Al 0 3 0 ] 3 10 o 0 0 o 0 3 0 0
ps o 10 ] 1 0 o 0 0 0 0 1 0 1
st 0 10 ] 1 0 [ 0 L 1 0 1
FER 0 10 ] 1 0 o 0 0 o 0 [ 0 1
[ Total 3 33 3 0 4 @ 0 0 0 0 0 559 3 0 0 se2

Total (2 resuts
5 ownload into Excel | &k table
For best resuilts, download this report into Excel and print in ‘Landscape’ mode.

*Carrier Route Pallets, 5-Digit Carrier Route Pallets, and 5-Digit Schema "LO01" Pallets will be counted as Cross
Daock only when pallet presart levels are provided for all pallets within the appointment via Web Services. Cross Dock
pallets do not count against facility valume constraints.

2.2.2 Closeout Data Report

The Closeout Data Report displays the appointment information for the entered appointment IDs. The
Closeout Data Report section describes the processes for viewing the Closeout Data Report.

The Closeout Data Report is accessible from two points in FAST, from the Login page (pre-login) and
from the Reports Landing page (post-login). A pre-login user begins the process from the FAST Login
page. The user CLICKS the Reports link located on the sidebar. The user is taken to the Reports
Landing page (described in module 4.0 - Landing pages) where the user may select the Closeout Data
Report link, or associated Go> button to display the Closeout Data Report Selection page.

The fields and buttons on the Closeout Data Report Selection page are described below. A
snapshot of the page is displayed after the field description.

Drop-down box containing two methods to retrieve reports: By appointment or

. )
Search By: facility.

Submit button Retrieves the search option to create a closeout data report.
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Cancel button

Displays the Reports Landing page.

Create button

Retrieves the appointments’ closeout information.

A snapshot of the Closeout Data Report Selection page displayed below.

UNITED STATES
POSTAL SERVICE =

Appointments
Recurring Appointments

Resources
Origin Entry
Customer / Supplier

Agreements
TEM

Home | Sign Out

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)
Closeout Data Report
Choose Search Criteria

Please selectthe search method and enter the required appointment
information

* Search by: — SelectOne - -\ _5"“"555

< Cancel Create>

The fields and buttons on the Closeout Data Report Selection page are described below
when searching by appointment ID. A snapshot of the page is displayed after the field
description.

Appointment ID

Provides a field for the user to enter the desired Appointment ID(s). Up to 10
appointment IDs or Shipper Appointment Request (SARs) can be entered.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the appointments’ closeout information.
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UNITED STATES
POSTAL SERVICE» Home | Sign Out

Eacility Access and Shipment Tracking (FAST)

fewemeedl  Facility Access and Shipment Tracking (FAST)

Closeout Data Report

Choose Search Criteria

Please select the search method and enter the required appointment
information

To view appointment data enter the Appointment Number or Shipper Appointment Request
(SAR) ID and click the Create bution. { * Required Fields )

* Search by. Appointment v ((Submit>

Appointment ID:

Appointment ID:

Resources
Origin Entry

Appointment ID:

Customer / Supplier
Agreements
TEM

Appointment ID:
Appointment ID:
Appointment ID:
Appointment ID:
Appointment ID:
Appointment ID:

Appointment ID:

< Cancel Create >

~
= @ 7 The user may view closeout information by performing the following steps:

ENTER Appointment ID in the field next to the first Appointment 1D
REPEAT until the desired number of Appointment IDs are entered
CLICK Create

wN e

The Closeout Information Report page opens, displaying the closeout information for the
specified Appointment IDs. The fields and buttons on the Closeout Data Report Selection
page are described below. A snapshot of the page is displayed after the field description.
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Appointment ID

The Appointment ID for which you wish to view closeout information.

Status

The Appointment Status
CA = Cancelled

CL = Closed

NS = No Show

O =Open

R = Rejected

U = Unscheduled

Facility Name

The Facility Name associated with the appointment.

NASS Code

The three to five character NASS Code associated with the facility name.

Appointment Date
and Time

The Scheduled Appointment Date and Time.

Arrival Data and
Time

The Actual Arrival Date and Time.

Unload Start Date
and Time

The Unload Start Date and Time.

Unload End Date

The Unload End Date and Time.

and Time
Mail Integrity One or multiple irregularities associated with the load.
Content The difference between the scheduled volume and the actual volume.

Discrepancy

Surface Visibility
Placard Scans

Identifies if content in the appointment was scanned by Surface Visibility.

Closed by Surface
Visibility

Indicates if Appointment was closed by Surface Visibility.

Scheduled Pallet
Count

Identifies the number of pallets expected to arrive on an appointment.

Actual Pallet Identifies the actual number of pallets recorded at closeout of an appointment.
Count
Scheduled Identifies the number of bedloaded mail pieces/units expected to arrive on an

Bedload Count

appointment.

Actual Bedload
Count

Identifies the percentage of actual to scheduled bedloaded mail pieces/units
recorded at closeout of an appointment.

A snapshot of the Closeout Data Report page is on the following page.

June 26, 2011

FAST Customer User Guide Page 58




Facility Access and Shipment Tracking

User Guide
UNITED STATES
POSTAL SERVICE« Home | Sign Out

|| Eacility Access and Shipment Tracking (FAST |

Facility Access and Shipment Tracking (FAST)

Closeout Data Report
- Hellm o Bievigiisisaean

| Selected Criteria

Facility Name: NEW YORK

NASS Code: 100
Status Code Legend : CA = Cancelled, CL = Closed, NS = Mo Show, O = Open, R =Rejected, U =
Unscheduled

Mail Integrity Code Legend : AF = Altered Required Field on Form, B = Braken Pallets, C = Container Counts Do
Mot Match Form, D = Damaged Mail, DR = Driver Refused to Assist, IA = Incorrect
Appointment Type, IM = Incorrect Class of Mail, 10 = Incarrect Entry Office, IP =
Incorrect Processing Category, L = Load Unsafe, M = Mailings Not Separated by
Destination, MF = Missing Required Mailer Field on Form, ML = Multiple Appts
Associated to Load, MS = Missing Origin Signature andfor Round Stamp, NF = No
Form with Shipment, NN = Missing Appointment Number, O = Other, P = Pallets
Too Tall, PD = Pastin Home Date, PS = Photo Copy of PS Form, VS = Vehicle Size

Mail Class Code Legend : PS-Package Services, PER-Periodicals, STD-5Standard, N/C-MNo Content

For best results, download this report into Excel and printin 'Landscape’ mode.

Export options: Download into Excel IE View Printable Version

Appointment ¢, _ oo Scheduler Scheduler Mail  Mail Publication Facility NASS Appointment  Arriy
1D ——— 1D Name Owner Preparer Hame Name Code
Date |Time |Date [i
Export options: D ad inta Excel IE View Printable Version
< | n | 3
For best results, download this report into Excel and printin "Landscape’ mode.
Site Map LCustomer Sarvice Forms Gov't Servipes Careers Privacy Policy Tems of Use Business Customer Gatewsy

Inspectors

- . = Postal 3
Copyright® 2010 USP 5. All Rights Reserved. Mo FEAR Act EED Data FOlA - . Preserving the Trust
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2.2.2.2 Create Report by Facility
A user can also view the closeout data of all appointments

The fields and buttons on the Closeout Data Report Selection page are described below
when searching by facility. A snapshot of the page is displayed after the field description.

*Search By: | Drop-down box containing Appointment ID and Facility.

Submit Refreshes the Closeout Data Report Search Criteria page with the appropriate fields.

State Drop- down box containing state options.

View Cities Retrieves cities within the selected state and populates the cities in the City drop-down

button box. Only cities with postal facilities that show in FDB will be returned.

City Drop-down box listing all cities within the selected state with postal facilities that show in
FDB.

Search Retrieves the facilities located in the selected state and city and displays them in the

button table.

*Facility Drop-down box containing facilities for a selected city.

NASS Code | Textbox to input the three to five character NASS Code of the requested facility.

Search Retrieves the facility associated with the NASS Code and displays it in the results table.
button

Cancel Displays the Reports Landing page.

button

Create Retrieves the closeout information.

button
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UNITED STATES
POSTAL SERVICE« Home | Sign Qut
Facility Access and Shipment Tracking (FAST)
A intment: HH - .
N wsewmeed  Facility Access and Shipment Tracking (FAST)
Eacilities
Profiles
Reports Closeout Data Report
Appointment Calendar
T Ly Choose Search Criteria
Please selectthe search method and enter the required appointment
> information
: There are two options to search for a facility.
Constraint Report
Mai Direction 1. Search for the facility using the "State™ and/or "City” field. Select a state and click
TSR R R . “View Cities™. Cities and Facilities within the selected state will be available for
selection in their respective dropdowns. Ifthe city is known, select the city and click
“Search”. Facilities within the selected city will be available for selection in the facility
dropdown
2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1.
* Search oy. Facility - "éﬁm}i,_
Origin Entry
Customer / Supplier Cus_tomer -
o e Registration 1D:
TEM
State: ~ SelectOne~ v ( ViewCities> ) | NASS Code: ( Search>
City:
* Facility:
< Canpet ) Sranty >
Site Map Forms Gov't Services Privacy Policy Tems of Uss
\\
3 To view by facility, search for a facility by one of the following two ways:
= 7 )
To search by state and city:
SELECT a state from the State drop-down box
2. CLICK the View Cities button
3. SELECT acity from the City drop-down box
4. CLICK the Create button to populate the table with the retrieved facilities
To search by NASS Code:
1. INPUT the three to five character NASS Code in the NASS Code text box
2. CLICK the Search button
3. CLICK the Create button to populate the table with the retrieved facilities
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The Closeout Information Report page opens, displaying the closeout information for the
specified facilities. The fields and buttons on the Closeout Data Report Selection page
are described below.

Appointment ID

The Appointment ID associated with the selected criteria.

Status

The Appointment Status
CA = Cancelled

CL = Closed

NS = No Show

O =Open

R = Rejected

U = Unscheduled

Facility Name

The Facility Name associated with the selected criteria.

NASS Code

The three to five character NASS Code associated with the facility name.

Appointment
Date and Time

The Scheduled Appointment Date and Time.

Arrival Data and
Time

The Actual Arrival Date and Time.

Unload Start
Date and Time

The Unload Start Date and Time.

Unload End
Date and Time

The Unload Start Date and Time.

Mail Integrity

One or multiple irregularities associated with the load.

Content
Discrepancy

The difference between the scheduled volume and the actual volume.

Surface Visibility
Placard Scans

Indicates if the appointment had containers that were scanned by Surface Visibility.

Scheduled Pallet
Count

Identifies the number of pallets expected to arrive on an appointment.

Actual Pallet Identifies the actual number of pallets recorded at closeout of an appointment.
Count
Scheduled Identifies the number of bedloaded mail pieces/units expected to arrive on an

Bedload Count

appointment.

Actual Bedload
Count

Identifies the percentage of actual to scheduled bedloaded mail pieces/units
recorded at closeout of an appointment.
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2.2.3 Mail Direction Search

The Mail Direction Search is used to search for destination discount drop entry points. Users can search
based on three report views that include Default and Redirections View, Drop Entry Point View, and Label
List View. The Default and Redirections View gives users the ability to search for default drop entry
points as well as redirections. The Drop Entry Point View allows users to search for drop entry points that
are not distinguished by default drop entry facilities and redirections. The Label List View allows users
the ability to search for drop entry points for a single label or for multiple labels within a single Label List.

The Mail Direction Search is accessible to users both pre- and post-login. The user CLICKS the Reports
link located on the sidebar or the Reports Go> button located in the main window. The user is taken to
the Reports Landing page (described in module 4.0 - Landing pages) where the user may select the Mail
Direction Search link, or associated Go> button to display the Mail Direction Search Criteria page. The
user is then able to choose a Report View Option from a drop down menu that includes Default and
Redirections View, Drop Entry Point View, and Label List View. After the user has made their selection,
and CLICKS the Create button, the page is refreshed with the selected report view.

The fields and buttons on the Mail Direction Criteria Search page are described below. A
snapshot of the page is displayed after the field description.

*Report View Drop-down box containing the three options for viewing the Mail Direction Search
including Default and Redirections View, Drop Entry Point View, and Label List View.

Cancel button Displays the Reports Landing page.

Create button Displays the Mail Direction Search Report based upon the chosen Report View.

A snapshot of the Mail Direction Search Criteria page is displayed below.

UNITED STATES
POSTAL SERVICE= Home | Sign Out

Facility Access and Shipment Tracking (FAST)

jiasemmseed  Facility Access and Shipment Tracking (FAST)

Recurring Appointments
Eaciliti

Mail Direction Search Criteria

Choose Search Criteria
Please enter in the following information ( * Required Fislds ).

There are 3 options for viewing Mail Direction Search results:

1. Selectthe Default and Redirections View to view results for both default and
redirection facilities.

2. Select Drop Entry Point View to view results for Drop Entry Points only.

3. SelectLabel List View to view results for a specific Label List.

* ReportView: - SelectOne — gl
< Cancel Create>
Resources

Origin Entry
Customer / Supplier
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2.2.3.1 Default and Redirections View

The Default and Redirections View gives the users the ability to search for default drop entry points as
well as redirections. After selecting Default and Redirections as the Report View on the Mail Directions
Search Criteria Page, the Mail Direction Search — Default and Redirections View is displayed. On the
initial load of the page, the criteria will default to predetermined values. The user is then able to enter
search criteria with the results displayed in the table when the user clicks on the Search button.

The fields and buttons on the Mail Direction Search — Default and Redirections View page are
described below. A snapshot of the page is displayed after the field description.

*Modified

Drop-down box containing date range options in which the default entry point or the
redirection was last modified.

*Effective Date
Range

Drop-down box containing date range options in which the redirection is at least partly
active or in grace period.

Content Zip Code

Textbox to input the Content ZIP Code.

*Discount Type Multiple-select box containing the different discount types allowing the user to choose
one or more discount types to display on the report.

*Mail Class Multiple-select box containing the different mail classes allowing the user to choose
one or more classes to display on the report.

*Mail Shape Multiple-select box containing the different mail shapes allowing the user to choose
one or more shapes to display on the report.

*Palletized Drop-down box allowing user to search for redirections based on whether the mail is

palletized, bedloaded, or both.

Show Default
Address

Checkbox to choose if the address for the Default Facility will be shown on the report.

Show Redirect

Checkbox to choose if the address for the Redirection Facility will be shown on the

Address report.
Show Combined | Checkbox to indicate if the ZIP Codes and Carrier Route IDs (CRIDs) will be grouped
ZIP/CRIDS for display or will be listed on individual lines.

*Show Results
For

Drop-down box allowing the user to choose to display only default drop entry points,
only redirections, or both.

Show Truck
Length
Redirections Only

Checkbox to indicate whether to display truck length requirements for redirections.

Search button

Retrieves the mail direction data for the entered criteria and displays the Mail
Direction Search view name and report.

Cancel button

Displays the Reports Landing page.
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A snapshot of the Mail Direction Search — Default and Redirections View page is displayed on the
following page.

E UNITED STATES
POSTAL SERVICE Home

: || Easility Access and Shipment Tracking (FAST)|

Facility Access and Shipment Tracking (FAST)

Mail Direction Search - Default and Redirections View
Return o Previous Screen

Select all applicable search criteria:

* Modified: ‘ Lagt 7 Days v| = Mail Class ALL

* Effective Date Range ‘ Any Current or Future "| ﬁéﬂﬁg:igi (Mews)

Content ZIP Code: 300* Standard

[

" Ifleft blank, all applicable ZIF Codeswill  * Mail Shape:

be retieved
* Use an asterisk (%) for wild card searches Flats
atthe end of 3-Digits Iregular Farcels
= Distount Type: Letters
= Palletized: Both o
* Show Results For:| Default and Redirections e
] show Default Address
Show Truck Length 0
[[]show Redirect Address Redirections anly

Show Facility ZIP/CRID Ranges

(Search>) (Cancel )

Export options: Download into Excel Ia\fiew Printahle YWersion

Content Information Default Facility Redirection Facility Effective Dates
Effective | 2Ft€ Grace  Truck Modified
IP/CRIDs Discount | CIH Group  Pallet Eacility HASS Eacility iAsS | EEE fp o~ | Period Length Date
Start Date End Date
‘ End Date
307 SCF StencarcFlasts M CHATTANOOGS 373 MOWTGOMERY 360 0100172011 014562011 DBI262012  Mis 0572602012
PEDC
307 SCF  StendardFletz Y CHATTANOOGE 373 MOWTGOMERY 360 0102011 01AS2011 DBIER012  MiA  05/26/2012
PEDC
307,374 SCF Default CHATTANOOGS 373 0gmz2omo 03:21/2011 DB042011  MiA - 030472012
PaDC
Tatal (3 results) |
Expart options: Download into Excel | ) view Printable Version
Site hiap Coract Us Forms Dov't Services Jobs Priwacy Polic Terms of Use Hational & Premier focounts
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The Content Zip Code will allow wildcards if the user wants to search for 5-digit ZIP
Codes by 3-digit prefix. . For example, if the user enters “154*”, the results will contain
ZIP 154, as well as 15400, 15401...15499.

If the Show Facility ZIP/CRID Ranges checkbox is unchecked, the ZIP and possibly (if
DDU discount is included) a separate CRID for each default and/or redirection record will
be displayed.

If the Show Default Address checkbox or the Show Redirect Address checkbox is
checked, the Address, City, State and ZIP Columns will appear on the resulting table.

2.2.3.2 Drop Entry Point View

The Drop Entry Point View gives the user the ability to search for drop entry points. This view will return
results as drop entry points instead of default drop entry points and redirections. After the user has
selected Drop Entry Point View from the Mail Directions Search Criteria and CLICKS the Create button,

the Mail Directiol

n Search — Drop Entry Point View Page will display. The results table will be pre-

populated with the results of the search according to the default criteria. The user is then able to enter
search criteria with the results displayed in the table when the user clicks on the Search button.

The

fields and buttons on the Mail Direction Search — Drop Entry Point View page is

described below. A snapshot of the page is displayed after the field description.

*Modified Drop-down box containing date range options in which the drop entry point was last
modified.

*Effective Date Drop-down box containing date range options in which the drop entry point is at least

Range partly active or in grace period.

Content Zip Code | Textbox to input the Content ZIP Code.

*Discount Type Multiple-select box containing the different discount types allowing the user to choose
one or more discount types to display on the report.

*Mail Class Multiple-select box containing the different mail classes allowing the user to choose
one or more classes to display on the report.

*Mail Shape Multiple-select box containing the different mail shapes allowing the user to choose
one or more shapes to display on the report.

*Palletized Drop-down box allowing the user to search for drop entry points based on whether the
mail is palletized, bedloaded, or both.

Show Address Checkbox to choose if the address for the Facility will be shown on the report.

Show Combined | Checkbox to indicate if the ZIP Codes and Carrier Route IDs (CRIDs) will be grouped
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ZIP/CRIDS for display or will be listed on individual lines.

Search button Retrieves the mail direction data for the entered criteria and displays the Mail
Direction Search view name and report.

Cancel button Displays the Reports Landing page.

A snapshot of the Mail Direction Search — Drop Entry Point View page is displayed below.

UNITED STATES
POSTAL SERVICE « Home

Facility Access and Shipment Tra: a (FASTY

Facility Access and Shipment Tracking (FAST)

Mail Direction Search - Drop Entry Point View

Returnto Previous Screen

Select all applicable search criteria:

* modified: Last 7 Days w | T Mail Class:

* Effactive Date Range Any Current or Future

Content ZIP Code: 374
™ If left blank, all applicable ZIF Codeswill = Mail Shapa:
be retrieved i
* Use an asterisk () farwild card searches =
at the end of -Digits Ireqular Parcels

* Discount Type: Letters >
S5CF = = .

Palletized: |Yes B

ADC ~

[Ishow Address

Show Facility ZIPFCRID Ranges

Export options: Download into Excel Ia\f'iew Printahle Yersion
Content Information Facility Effective Dates
[ ; [ Grace Truck Modified
IP/CRIDS Discount|  CIil Group allet | Faciliy  nass Hiectie |Effedive | poyoy fongn  pate
art Date | End Date
End Date
307,374 SCF PerindicalzFlats Yo CHATTAWGONES 373 09022010 03/21/2011 06042011 KA 03042012
P&DC

307,374 SCF Periodicalsrrecular Y CHATTANGOGE 373 09/02/2010 03/21/2011 0604:2011  MA - 030472012
Parcels PADC

307,374 SCF PetiodicalsLetters Yo CHATTAMOOGA 373 09/0212010 03/21/2011 050452011 M 03042012
PaDC

307,374 SCF  Periodicaledachinsble Y CHATTANOOGA 373 08022010 03212011 06042011 WA 030402012

Parcels P&DC
307,374 SCF PeriodicalsMon- o CHATTAWOOGR 373 09/02:2010 03/21/2011 0604:2011  MA 030472012
Machinzshle Parcels PADC

| Total (3 results) |

Export options: Download into Excel | &l view Printable Version
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Note: \
The Content Zip Code will allow wildcards if the user wants to search for 5-digit ZIP
Codes by 3-digit prefix. . For example, if the user enters “154*", the results will contain
ZIP 154, as well as 15400, 15401...15499.

If the Show Facility ZIP/CRID Ranges checkbox is unchecked, the ZIP and possibly (if
DDU discount is included) a separate CRID for each default and/or redirection record will
be displayed.

If the Show Address checkbox is checked, the Address, City, State and ZIP Columns will
appear on the resulting table.

Drop Entry Points for the same mail at different locations will be grouped together in ;
shades of grey. S

2.2.3.3 Label List View

The Label List View gives users the ability to search for default drop entry points or redirections for a
single or multiple Labels within a single Label List where destination discounts can be claimed. After the
user selects Label List View from the Report View on the Mail Direction Search Criteria Page and Clicks

Create, the Mail

Direction Search — Label List View is displayed. On the initial load of the page, the user

must select the search criteria. The user must select the applicable Label List from the drop-down menu
and click the submit button so that the Label drop down menu is populated with the corresponding Labels
for the Label List.

The

fields and buttons on the Mail Direction Search — Label List View page is described

below. A snapshot of the page is displayed after the field description.

*Label List

Drop-down box containing Label List options which include the Label List Name and
Code.

Submit button

Button used to populate the Label drop-down list for a selected Label List option.

*Label

Drop-down box containing Label options that correspond to the Label List option
selected.

Show Default
Address

Checkbox to choose if the address for the Default Facility will be shown on the report.

Show Redirect
Address

Checkbox to choose if the address for the Redirection Facility will be shown on the
report.

Search button

Retrieves the mail direction data for the entered criteria and displays the Mail
Direction Search view name and report.
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The Mail Direction Search can produce a large number of results. Large reports will
require more time to process, more time to load, and more time and paper to print. Users
are encouraged to utilize the appropriate search criteria. .

User Guide
A snapshot of the Mail Direction Search — Label List View page is displayed below.
E UNITED STATES
POSTAL SERVICE s Heme | Sian Out
KA |
F il 15hi kil
Facility Access and Shipment Tracking (FAST)
Mail Direction Search - Label List View
Return to Previous Screen
Select all applicable search criteria:
 Lahel List: | L005 - 3-Digit 2IP Codle Prefix Groups - SCF Sortation v | (Submit>)
* Label i SCFALBUQUERCUE MK 670: 870-672, 675; 05/07/2008-05/07/2010 (05/07/2011) b
((Search >')
[ show Default Address
[ show Redirect Address
Discounts available are dependent an eligibility standards as preseribed in the Domestic Mail Manual
Export options: Download into Excel |Ewew Frintable Yersion
Content Information Default Facility R";’:;I'i’t‘;"" Effective Dates
Bl T Truck Modified
- ! Grace |[Hemeeii
iscount ?e Clll Group me |Fm:i|m¢ LASS Eacility  1IASS :gf"’::; Poriod [EEEIE RS
= E End Date
ADC 22 Default RIO 87124 0507 /2009 05072010 05072011 N 0507/2009
RANCHD
BMmC an Defautt RIO 87124 050772009 05072010 05072011 M8 050772009
RANCHO
BMC 871  PetiodicalsFlats Y RIO 87124 SHREVEPORT 710 05i07/2009 0507/2009 05/07/2010 05072011 Ni&  0507/2009
A MCH:
SCF am Detfautt RIQ 87124 050772009 05072010 050772011 NAs 050772009
RANCHD
| Total (4 results) |
Export options: Download into Excel | &k view Printagle Version
Site hiap Contact Us Farmz Gov't Services Jobs Privacy Polic: Terms of Use National & Premier Accounts
Note N
‘
. 1
The Label drop-down menu is sorted by Content ZIP Code. '
— ‘
—-_— Users should consider alternate printing options such as printing in Landscape mode or
- use larger paper to account for the large number of fields potentially displayed. ‘
ll
1
ll
ll
1
1
ll
U
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2.2.4 Holiday and Contingency Constraints Report

The Holiday and Contingency Constraints Report identifies which facilities have holiday or contingency
constraints defined and what facilities may be impacted by those constraints. The user is asked to select
a date range and report view in order to see holiday and contingency data.

The fields and buttons on the Holiday and Contingency Constraints Report Selection page
are described below. A snapshot of the page is displayed after the field description.

*Select Date
Range

Selects the date range for the holiday and contingency constraints. The start date may
only be greater than or equal to the current date. The end date may not exceed 7 days
from the current date.

*Report View

Drop-down box listing the report views to choose from: By Area, By District, and By
Facility.

Submit button

Triggers the application to show the variable drop-down: Area ID, District ID, Facility
ID and search fields.

*Area ID

If the user searches by Area: Drop-down box listing all area options.

District ID

If the user searches by District: Drop-down box listing all district options.

Exclude Delivery
Unit checkbox

Only displayed when searching by Area or District; Check the box to exclude Delivery
Units from the generated report.

State

Only displays when user searches by Facility: Drop-down box listing all state options.

View Cities button

Only displays when user searched by Facility: Retrieves cities within the selected state
and populates the cities in the City drop-down box. Only cities with postal facilities will
be returned.

City

Only displays when user searched by Facility: Drop-down box listing all cities with
postal facilities within the selected state.

Search button

Only displays when user searched by Facility: Retrieves the facilities located in the
selected state/city and populates the Facility drop-down.

NASS Code

Only displays when user searched by Facility: Textbox to input the three to five
character NASS Code of the requested facility.

Search button

Only displays when user searched by Facility: Retrieves the facilities associated with
the NASS Code and populates the Facility drop-down.

Facility

Only displays when user searched by Facility: Drop-down box listing all facilities
associated with the selected state/city or NASS Code search criteria.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the holiday and contingency cons