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These are the changes from the 17.0 version to the 18.0 version.

Page # Title Description
8, 12 Help Link Section Added Help Link section and updated screenshot.
128, 130 Facility Profile — Updated Facility Profile Section and screenshot to reflect the
Hours of Operation | following:
e Early Bird Hours
131-133 Facility Profile — Updated Facility Profile Redirections section and screenshot to
Redirections display the following:
e Redirection Effective Date
246 Recurring Update Recurring Appointment table of contents to reflect the
Appointment — following:
Table of Contents
e Creating Multi-Stop Recurring Appointment
e Manage Multi-Stop
260-280 Recurring Added Multi-Stop section to Recurring Appointments chapter.
Appointments —
Multi-Stop
387-388 Mail Direction Updated Default and Redirections view to display the following:
Search — Default
and Redirections e Renamed Effective Date Range to Effective Date in chart
View e Added updated screenshot of search results to display
Effective Date
389-390 Mail Direction Updated Drop Entry Point view to display the following:
Search — Drop Entry
Point View e Renamed Effective Date Range to Effective Date in chart
e Added updated screenshot of search results to display
Effective Date
392 Mail Direction Updated Label List view to display the following:
Search — Label List
View Renamed Effective Date Range to Effective Date in chart
Added updated screenshot of search results to display
Effective Date
436-437 Download e Added Mail Direction File v3 to chart

Resources — Mail
Direction File v3

e Update screenshot to reflect download of Mail Direction
File v3
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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 notification 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

1.2.1 Icons

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.

steps detail the action the user must take to complete search fields and view detailed report

B/ @? Look for the computer mouse icon to identify where step by step instruction begins. These
4 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
Left Navigation Bar
Go> Buttons
Previous Screen Hyperlink
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.

UNITED STATES
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.
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UNITED STATES
POSTAL SERVICE» Home | :

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 | Sign Out

Appointments

Recurring Appoi s
E

Profiles

Reports

Resources

Origin Entry

Customer / Supplier

Agreements

TEM

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Welcome to FAST

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

» Appointments
Appointments contains functionality to create, manage, and closeout Go>
L armival is also available in this module
» Recurring Appointments

Recurring Appointments contains functionality to create, manage, and review s
recurring appointments.

Facilities

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

Profiles

Profiles cantains functianalty to view corporate and seheduler profile information | go»
such as name, address, and contact information

Reports
Reports contains functionality to obtain information about facilities, schedules, | Go»
appaintments, and performance

Resources

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

FAST Origin Entry

FAST Origin Entry contains ene-time appointment management, recurring Go>
and reporting i for Origin Entry

appointments. Facility and res ource information is also available.

Customer { Supplier Agreements
Customer / Supplier Agreements contains functionality to view and download Go>
Customer / Supplier Agreements

Test Environment for Mailers (TEM)
Test Environment for Mailers (TEM) TEM is a testing environment for mailers

who will be participating in Full-Service. TEM provides mailers with away totest ( Go>
appaintment scheduling via Mail XUL. For additional information, please

reference the Postal Service 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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Recurring Appointments
Eacilities
Profiles

Reports
Resources

Origin Entry

Customer / Supplier
Agreements
TEM

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointments

Appeintments contains all appointment management functionality. Appointment creation,
madification, 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-Alone 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

Home | Sign Qut

Previous Screen Hyperlink

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.
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UNITED STATES
POSTAL SERVICE= Hom

"

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointment Calendar

I Return to Previous Screen I

Selected Criteria

Facility: SPRINGFIELD BMC (012}
Date Range: 03/01/2008 - 03/28/2008
Mail Class: All-Separated by Mail Class
Mail Class Code Legend : P3-Package Services, PER-Periodicals, STD-Standard

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

Ex D Excel | ) view Printable Version
Total Mail Count of Pallets Containing Cross Dock Containing Bedloaded Units
Date  Schd. o | A T e O S Ao T EREeE e e L 0 ot
Class parcels {Sacks Travs [Bundles [Total [Parcels |Sacks Travs [Bundies [Total [Parcels |Sacks Travs [Bundies (T2t
Appts. | jRcyley Tamemis e Do s Do il e pundieslunits
oazsiz008  z Al 32 ] 0 4 7 ] ] o 0 0 558 0 o ] S5
PS 33 ] 0 0 33 ] ] ] 0 0 559 0 0 (] 550
sTD 0 o 0 0 ] ] ] ] 0 0 o 0 o o 0
PER 0 o 0 o ] ] 0 0 o 0 o ] 0
03/28/2008 1 All 0 3 0 0 3 ] ] o 0 0 o 3 o ] 3
PS 0 1 0 0 1 ] 0 ] 0 0 0 1 0 ] 1
sTD 0 1 0 0 1 ] ] o 0 0 o 1 o o 1
PER 0 1 0 0 1 o ] o 0 0 o 1 o ] 1
| Total 3 33 3 [ 4 40 0 0 0 [} [} 558 3 [}] 0 sg2 |
| Total (2 results) |
Export options: Download into Exce |E iew Printable Version

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

*Carrier Route Pallets, 3-Digit Carrier Route Pallets, and 5-Digit Schema "L001" 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.

PLACEHOLDER IMAGE
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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.

\
:\ 1. CLICK the heading of the column by which data is to be sorted. This sorts data in
= @ ascending order. The header will change from a blue underlined font to a red underlined

font indicating the report has been sorted.

To& Pallets Cross Dock Bedloaded Units
Date Schad. Containing Containing Containing Containing Containing Containing Containing Containing [Total . - - -
Appts. Total Parcels Sacks Trays Bundles Lotal Parcels Sacks Trays Bundles Units Parcels Sacks Travs Bundiss
034530/2005 1 144 36 36 36 36 120 30 30 30 30 ] ] 0 0 ]
0303102005 1 145 3T 3r 3T 37 30 20 20 20 20 0 0 0 0 0
03252005 1 176 44 44 44 44 S0 20 20 20 20 o o a a o

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.

Total Pallets Cross Dock Bedloaded Units
Date Sehid. Containing Containing Containing Containing Containing Containing Containing Containing [Total - - - -
Appts. Total Parcels Sacks Trays Bundies 22" parcels Sacks Trays Bundles Units Fotels Sacks Travs Bundies
0328005 1 176 44 44 44 44 a0 20 20 20 20 ] ] 0 0 ]
02431/2005 1 148 kr) 37 a7 a7 a0 20 20 20 20 ] ] 0 0 ]
03430/2005 1 144 36 36 36 36 120 30 30 30 30 ] ] 0 0 ]

_______________________________________________________________________________________

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
By @?1. CLICK the First link, Prev link, Next link or Last link to navigate to multiple pages, OR:
- ¢ 2. CLICK the hyperlinked page number in order to jump to the page. Inthe 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
Rewm iz
Sabcted Critiria
Date Range: 100420044 1102004
Faciity Mame VERRICK
Faaty 10z 10013
&
Canies Cancel I
<hhrs iy LERATTES Unschetisd
_ . Canl
e Voemm
LA 7 Wader 1 WERSICH z e 0" o
12
AT Waier 10875 WERFS 1w o ]
2
A]100000] 34 Wader 10375 WERAKK 3 1 xXmns a o1% o s 1 =4 1
m
AILCOO0TYS Wader 10275 UIRRKCK 3 E - = a % o (o) 1 nus ]
1
GMEUERSIE 3 B M 0 0P 0 00N
975 MEREICK 3 & % g s o i) & 0N 1
......... Mader 1 WERFKK €& BN 1 2 ETS 1 15 1
1]
145 Usler 10315 UERSKCK 6 o [y 1 16 F
i
AN Unler 10015 UERSH K =gty o
Firzst | Prev | Page 1, 2 Mext| Last Total (15 resulis)
a
________________________________________________________________________________________ <
A}

Note:

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

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
By 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
Return to Fre

| selected Criteria

Facility: SPRINGFIELD BMC (012}
Date Range: 04/14/2008 - 04/18/2008

Mail Class: All
For best results, download this re i dntin| pe’ mode.
o into Excefl Bl View Pinizs 8
Total Count e Dock Containing Bedloaded Units
Date  Schd. otal
Appts, [Parcels |Sacks Trays Bundles [Total |Parcels |Sacks (Trays Bundles [Total |Parcels |Sacks Travs Bundies &
04/18/2008 1 2 8 12 1 24 ] 0 0 0 0 3 174 3 27
Total 1 2 8 12 1 24 0 0 0 0 0 3 17 4 3 Bl
" Total (1 resutt) ]

ol B view Printab i
For best results, download this report into Excel and print in 'Landscape’ mode.

Export options: D

*Carrier Route Pallets, 5-Digit Carrier Route Pallets, and 5-Digit Schema "L001" Pallets will be counted as Cross
Dock only when pallet presort levels are provided for all pallets within the appeintment via Web Services. Cross Dock
pallets do not count against facility velume constraints.

Bite sy Contzot Us Forms Gov't Servipes

Privacy Polic

CopyrightS 18982007 USPS. All Rights Reserved.  No FEAR At EEO Data  FOIA

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

An example of a printable version is displayed below.

UNITED STATES
POSTAL SERVICE = & print
Appointment Calendar
RelMAXEreAosSteal
Selected Criteria

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

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

Total ntaining Cross Dock Containing Bedloaded Units
Date  Sehd. |, oo sacks (Trays Bundies (Total Parcels [Sacks Er;s Bundles [Total Parcels |Sacks Era;s Bundles L2121
Appts. I T lUnits
2 s 1z 1 24 0 0 0 0 0 3 17 4 3 27

041872008 1

‘ Total 1 2 9 12 1 24 0 0 0 0 0 3 17 4 3 27

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 enly when pallet
presort levels are provided for all pallets within the appointment via Web Services. Cross Dock pallets do not count against facility velume
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.
File [

Mew 3
Cpen.. Chro

Save As...

Page Setup. ..

Print Preview. ..

Send 3
Impart 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.

e

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.

e

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.

O
< 1. CLICK the Download to Excel link. There are two links for Download to Excel, above
= @? 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
Return to Preic
Selected Criteria
Facility: SPRINGFIELD BMC (01Z)
Date Range: 04/14/2008 - 04/18/2008
Mail Class: All
For best res to Excel and print in 'Landscape’ mode.
Exg v Printable Version Plastupdated: 0411412008 07:42-39CT |
allets Containing Cross Dock Containi Bedloaded Units
Date Scm Appts, Parcels Sacks Erays Bundles IIotaI [Parcelsisacks Era;s Bundles lIotaI [Parceisisacks I;ra s Bundles |°:‘a'
04/18/2008 1 2 12 1 24 0 0 0 0 0 3 17 4 27
Total 1 2 8 12 1 24 0 0 0 0 0 3 17 4 3 El
[ Total (1 resut) ]

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 levels are provided for all pallets within the appeintment via Web Services. Cross Dock
pallets do not count against facility velume constraints.

Bite Map Contzot Us Forms Gov't Servipes Careers Frivaocy Folicy Terms of Use Natipnal' & Fremier Acoounts

Wmma? USPS. All Rights Reserved. Mo FEARAGEEO Data  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.

(=]

L ] Some files can ham your computer. If the file information below
h looks suspicious, or you do nat fully trust the source, do not open or
save this file.
File name: ...intmentCalendarContent.xls
Filetype: Microsoft Excel Worksheet
Fram: 170.248.232.40

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

[ COpen ] [ 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.

SHVE AS)
Savein: | [} Desktop
. )My Documents
,_J . _g’ My Computer
Recent € my network Places
CDaTA
F.-—I" 28| corp Rating2.xis
Ly @Corp Rating. xls
Desktop laaFAsT
My Documents
2
58
My Computer
“1 File name:
3
My Network Save as type:

Microzoft Excel Worksheet

[2]x]

Save
Cancel

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 | WM | N | O P[] Q |

1 |Appointment Calendar Report

2
3 |Selected Criteria:
4 |USPS NASS Code:  CINCINNATI (11001)
5 |Date Range: 03/27/2005 - 04/01/2008

6

7 Palles Cross Dock Bedloaded Units
8 | Date |Total Schd. Appts. |Total| Containing Parcels | Containing Sacks | Containing Trays | Containing Bundles | Total | Containing Parcels | Containing Sacks | Containing Trays | Containing Bundles | Total Units|Parcels Sncks"?mys Bundles
9 |3/28/2005 176 44 a0 2 2 A 2 0 a 0 a
03312008 148 7 7 Fid il 0 E E 2 E 0 0 0|0 0

1 [3/30/2005 144 ES ES E3 36 120 i i 0|0 i

2 | Total 3| 468 117 17 117 117] 280 70 70 70 70 0 0 0 0 0

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: IEIB,-"23,."2EIEI4 Select Date IEIB,J'Z?‘,."ZEIEM Select Date

Note:

N

AN

In the FAST functional areas, date range limitations differ depending upon the report.
4 More detailed information about the date range is provided in the specific module.

Date From Date To

S e -
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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

Facil'ig Access and Shipment Tracking (FAST) |

I v Facility Access and Shipment Tracking (FAST)

Eacilities
Appointment Calendar

Choose Search Criteria
Please enterin the following information {* icad Fislds |

J @ hitp//56.22461.111/ - €. .= [ B eS|

e = — =,

End Date

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

There are two options to search for a facilty.

1. Search for the facility using the "State”
Cities™. Cities and Facilities withinthe &

their respective dropdowns. Ifthe ity is 2 |z
Facilities within the selected city will be

2. Enterthe NASS Code for the failitf. IFtf E 8 I EE

YA AR | B AR

48 | voef 20 |24 22 | 23 | 24

L ceay iy R e =
State: —SelectOne—~  ~ ( View Citi L&z = AaA
Resources City- Close Window >
! SR S *Fadility: 012 - SPRINGFIELD BMC
Customer [ Supplier g
Agreements
IEM * Report View: Date Range Viely ~ | Submit> ]

* Select Date Range: 09/08/2009 [H + To: 09/22/2009 R

* Mail Class:

Using the Calendar

on the calendar. The Calendar icon is displayed below.

=

VERIFY that the current month corresponds to the desired date range criteria.

> @ 1. CLICK the Calendar icon to bring up the Date Picker. The current date will be selected
v

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, Illinois, Indiana, Kentucky, Nevada, or

Virginia.

State: | — Select One — w || 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

>N .
= @? that drop-down box.
- 4 2.

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

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.

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.

September 30, 2011
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Scheduler ID:| - Select One - D

Area lD: D
I
All Areas AT10000000007 - Mailer 1
10 - Virginia A10000000001 - Mailer 2
20 -Washington '
30 - Midwest
4C - Eastemn
50 - MNevada
90 - Southern California

District ID: v
]
All Districts
101 - Northern Virginia * Report View: | District Summary D[
201 - Morthwest Area Summary
301 - Southside Area Detal
400 - Kentuckiana
501 - Merthern Mevada District Detail
1901 - 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 a text 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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Home | Sign Out

Appointments
Recurring Appointments
Facilities

Resources
Origin Entry
Customer / Supplier

Agreements
TEM

Site Map Customer Service

Facility Access and Shipment Tracking (FAST.

Facility Access and Shipment Tracking (FAST)

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

State: NY v (View Cities> ) | NASS Code: (_Search>
City: Al Cities ~ ( Search>)
* Facility: 100 - NEW YORK -
* ReportView. Calendar View bl
* Select Month: October *
("< Cancel ) -E;L'x_E__-
Eorms Gov't Services Carsers Temms of Uss

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 | Sian Out

Facility Access and Shipment Tracking (FAST

Rl F Facility Access and Shipment Tracking (FAST)

Facilities

Profiles Scheduler Report
Reports
Appointment Calendar

L ; Choose Search Criteria
\ppointment Rating 4

Please enterin the following information { * Required Fields )

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

* Report View: - Select One — ~ [ Submit> )
* Customer
Registration ID; ~ SelectOne — i
SelectDate ———— P
’ 10/06/2009 [ To: 10/06/2009 [
Range:
*Mail Class:
[ An
Resources [T1Package Senices
St [l Periodicals
Customer [ Supplier
Agreements [ standard

IEM

| Create>

Customer Servics Forms Gov't Services Carssrs Privacy Policy Terms of Use

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»

Appointments

Recurring Appointments
Facilities

Profiles

Reports
Appointment Calendar

Resources

Origin Entry
Customer [/ Supplier
Agreements

TEM

Site Map Customer Servics

Home | Sign Cut

Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Scheduler Report

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

The dates entered must be no more than 80 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 Faciliies ~  ( Submit> )

* Customer
Registration 1D:
Select Date
Range:

Mailer 1-4433047 -

10/13/2009 To; 10/06/2009
* Mail Class:

=] Al

[ Package Senices
[T Periodicals

[Tl standard

{ Create> )

Forme Gow't Services Cargers

Business Customer Gatewa:

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

Profiles

Reports
Appointment Calendar

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Site Map

User Guide

Home | Sign Cut

Facility Access and Shipment Tracking (FAST)

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.

Start Date - Mot a valid date. Dates must be a valid calendar date and mustbe in a
MIW/DDYYYY format.

*Report View: All Facilities v (Submit>)
* Customer
Registration 1D:
Select Date
Range:

Mailer 1-4433047 -
10/2009 ] To: 10/06/2009

* Mail Class:

[¥] Al

|:|F'ackage Senvices
[l Periodicals

[T standard

(<Cansel) e

Forms Gow't Services Careers Privacy Policy

1.4 Helpful Hints

o 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:

L

Facility Access and Shipment Tracking (FAST)
Appointment Calendar
Selected Criteria

Facility: Merrifield F & D Center {)
Date Range: 10/15i2004 - 101 52004

Export options: Download into Excel | B) Wiew Printable Version

User Guide

Home | Sign Out

Facility Access and Shipment Tracking (FASTY

Total Pallets Cross Dock
Date  Schd. Containing Containing ‘Containi ontainin: |gon‘la|n|ng Containing I(_:untalnlng ontainin 5 Total
Appts. | Parcels | Sacks | Trays || Bundles F—| Parcels || Sacks || Iravs || Bundies |[Loid m acks |Tr Bundies |, o
10M15/2004 15 3 11 7 o 21 ] 3 5} 12 30 o g o 3 12
| Total 15 3 11 7 o 21 ] 3 g 12 30 o ] o 3 12 |
Total (1 resul) |

rintable Yersion

Export options: Download into Excel | B} Yiew

Only considered Cross Dockwhen pallet presort levels are provided through Web Serices. Presort levels must be
provided for all pallets associated with an appointment, otherwise all pallets count against facility volume constraints.

Site map

* Asterisks on a Selection page designate a required field.
user is on the Appointment Calendar Selection page. The required fields on this page are date

range and facility.

In the example displayed below, the
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Racusting E Facility Access and Shipment Tracking (FAST)

Eacilities

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” 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 (g

MASS Code: ( Search> )

City: Al Cities + ( Search>)

* Facility. 100 - NEW YORK -
Resources

Origin Entry ) . —
Customer | Supplier * ReportView: — Select One - v (| Submit > )
Agreements
TEN Ty (Croato> )
Customer Service Forms Gov't Services Carssrs Privacy Policy Terms of Uss

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

Facility Access and Shipment Tracking (FAST

prsemseed  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” andlor "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: NY - '-_l"??_'_"c"f-'-!’_-_‘_f‘_ ! MASS Code: )

City: Al Cities ~ ((Search>)

* Facility: 100 - NEW YORK -
Resources

Cimfomce ! Snpite: * Report View: — Select One - - | Submit> )
Agreements
TEM ( Ec.imm{_. ) __E;L‘_S!DE-_ )
Site Map Customer Service Forms Gow't Services Caresrs Privacy Policy Terms of Use Business Customer Gateway

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) |

Rl E Facility Access and Shipment Tracking (FAST)

Eacilities

Heil] | Appointment Calendar
Reports
.|:|i|'|t|'|1&.|'|tlF'..;iti|'.|| ,;:.,|-|a|u..-.5i5 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” andfor "City” field. Select a state and click "Wiew
Cities™. Cities and Facilities within the selected state will be available for selection in
their respective dropdowns. If the city is known, selectthe city and click "Search”.

ontingency 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.

State: NY + (View Cities>) | NASS Code: ( Seareh> )

City:

* Facility:
Resources

Origin Entry ) 3 i
Custamird Sipolics *ReportView: — Select One — - | | Submit> )
Agreements
IEM ("< Caneel ) f _!f;eau»-_ )
Customer Service Forms Gov't Services Caresrs Privacy Policy Terms of Use Businecs Customer Gateway

September 30, 2011 FAST Customer User Guide Page 29



Facility Access and Shipment Tracking
User Guide

This page has been intentionally left blank.

September 30, 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

Facility Access and Shipment Tracking (FAST)

el Facility Access and Shipment Tracking (FAST)

Eacilities
Reports

Resources Welcome to FAST
Origin Entry

FAST is a Postal Service™ initiative that improves the drop shipment and Crigin Entry
appointment 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 to view physical and operating characteristics of g5
USPS Facilities

=

=

Reports

Reports contains functionality to obtain information about facilities, schedules, 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,
Resources provides links to the Message Board and What's New.

=

FAST Origin Entry

FAST Crigin Entry contains one-time appointment management, recurring [ Go>
appointment management, and reporting capabilities for Crigin Entry i
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.

g LUTED STATES
POSTAL SERVICE. o

Facility Ac2dd and Shipmsil Trecking [FAST]

Facility Access and Shipment Tracking (FAST)

Facility Profile Selection

Besources

Relumi
Dirigin Endry clum ta

Chaase Seanch Critesin
Thare are thias aplions 10 seanch s tacilties: by tacikty, by desiic] of by ara 3

Sagch Dy area wib alsg display cormscdinformation for e Area Coordinalens)

*Zearch By -- Sales Jpe - - | Subuis
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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

@@ To search by state and city:
/ 1. SELECT astate from the State drop-down box

2. CLICK the View Cities button

\H//

3. SELECT a city from the City drop-down box
4. 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.

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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Facility Profile Selection

Resources
Crrigin Emdry

Ratumito
Choose Seanch Criteria

There e Mes oplions 10 Seanch fod tacifies; by tadibly, Oy dealvect of by area

Eearch by area will also display confact infermation for the Area Coordinalons)

* Gearch By, Distnct w | Fobwr >

*Hsmct D 100 - Mew Yook -

Enchuda Dalvery Units

Qnly Show BMEL Facifties
(=L Sparrh =
=]
HAES Epgfiay Drogese
Cod Eaciity Hame Teng BMEU Ky A City  Gtate ZIF Codh
ZIZLERONHLL  Dehwery Ho WOIRDAVE  HEW WY 10022595
SEER usi QFC rORE
26 FEDERE| Debwery Ho S00ES555 25 FECERAL PLZ HEW Ny INZTESTS
ELATE STATOW dei Lagy 1 oA
ALLERTON Deiwary Ho  SWVI1ETT ZEISWHIE BRONX Ny 10457355
Usk FLENKE RD

Ho  SW1GE0E 170 QOLUMDUE  HEW B I0RR25ES

EVE IR,
BEW YVORH Deireary Ho  PWI458E5 21 STH ANERN  HEW WY 10155559
Uek 3ue WORK
L1 i . Fiast  Wes EWIFIED 41 5TH ANE RN NIW Ry 10182570
18 WO
PEGH Sl Debwery He EVIS3LY 0 PECE SLP HEW B 0D3ENE
sTaion uri v
EEIER Deeery Ho 515371 S32E 14TH AT HEW WY 1000599
STUYWE SR KT Usit T
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irp thag Eantorer Sarvoy Eormy Sori | Sarveom Cwary Errepcy Foloy Iprpof Las Bawnw Cutory Cotwery

e
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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.

3 @? 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
- 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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User Guide

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 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.
District column District where the associated facility is located.

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

column

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).

by Area.

The description below 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.
To search by District:

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
E —_— Note: E
E —-_— By checking the Exclude Delivery Units Box, a user can exclude Delivery Units :
E from the search. I

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

E LINITED STATES
POSTAL SERVICE s Homw

Fagility Apgeaz and Shipmeem Teesking IFAST]
Facility Access and Shipment Tracking (FAST)

Facility Profile Selaction

Besaurces

Helumito ¢
Origin Eniry Aoty

Choose Seanch Criteria
There are heea ophions fo search & tacilies: by teciity, by dishicl o by aa

Bagch by area will alge display cortad infarmation for the Area Copntinalons)

* Sgarch By, Disinct - Fabwi 5

*DisiicID: 006 - Canibbean -

Enchude Delresy Unils
Oty Show BREL Faciitas

Eancel Srarih >

= | Sy} Sarveced f=r 1 | Erivecy Folc lprmof Lbe
- S R——— ;
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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.

September 30, 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
On

Indicates Yes if appointments and schedulers are subject to rating at that facility and No
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
Availability

Time range to reach the drop shipment contact person.
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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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From the Facility Profile page, the user may CLICK the Additional Information button to view
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.

Facility Name

Name and ID of Facility provided.

"Facility Name” is the main processing facility for:

ZIP/Carrier Route
Serviced

Default processing responsibilities for the facility.

"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
Serviced

List of ZIP/Carrier Routes that the redirection applies to for the given CIN Group and
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/(_:arrier Route See above.
Serviced

Effective Dates See above.
Truck Length See above.

Return to Previous
Screen

Navigates user to previous screen.
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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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If the facility is a NDC, 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.
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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.

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

Facility Access and Shipment Tracking (FAST

Rociiing : Facility Access and Shipment Tracking (FAST)

Facilities

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”™ 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.

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

Mail Direction Search

State: - SelectOne - v | View Cities> | = NASS Code: (" Search >

City:

* Facility:
Resources

Origin Entry :
* o
Customer / Supplier Report View: —-Select One — v | Submit>
Agreements
TEM < Cancel Create> )
Site Map Customer Service Forms Gov't Services Carears Terms of Use Business Customer 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:

\H//

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

Facility Access and Shipment Tracking (FAST)

Appointment Calendar
Return to Previous Screen
Selected Criteria

Facility: BILLINGS (5590}
Date: 09/22/2006

Please note: All figures represent totals and represent planned amounts, not actuals.

For best results, download this report imto Excel and print in ‘Landscape” mode.

port options: Download into Excel |E Wiew Printable Yersion

< September 2006 [

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Told Appls ]
Palle iz T
Bedloaded 1
Tokd Fall 150
Pefodleals App i o
Fershable #ppls: o o
Crotr Dock Pallelr: 33 | Cror: Deck P‘!Ie-lr: 2
Recuming 2ppl: o | Recuring Sppl: o
Taold Appls: 4 | Told sppl: = 10 | Toldl Appis: 20 | Told Appl: 25| Tol Applr: 10
Pallelzed: + Fallelzed: 3 k- Palle ized 1= Palle Ize a
Bedloasted o Bedloaded: 2 & Bedloaded 2 Bedloaded: 1
Tokd Pallels: 42 | Tokd Pallels 44 12+ | Tokd Palle s Tol alle 135
Perlcdlcals Applr: 0| Pedadicals Apple [:] 0| Pedodlealr Applr 1 Pefodleals Appls 1
Perishable Sppl: o Fedshable ~ppl o o o FPershable ~ppli; a o Fershable <ppl: o
Crosr Dock Palle b 0| Cross Dock Pallelr: 0| Crors Dok Palleic: @ | Crors Dock Palleir: 0| Crosr Dock Pallels: 22 | Cror: Deck F.!Itlr 2| Crorr Dock Pallels: 7
Fecuring &ppls: 0| Recuring fppls: 0| Recuring Sppl: 0| Recurrg ppls: o | Recurdrg Appls: o | Recumrg 2pph: o | Recunlrg Sppl: o
Tl Appl: 3| Told sppl: 0 10| Tol "bv Il 10 | Toll Appls 2| Told Appls: 9| Toll "J‘D |I 2
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Bedloasted o EBedloasded 2 2 2 Bedloasded 2 Bedloaed: 2 1
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Perishable Sppl: o Ferdshable ~ppls: o Ferlihable ~ppls 1] Ferslable Sppl: o Perzhable App i a Peml\.:l.;lr Apply a A o
Crorr Dock Palle b 0| Crors Dock Pallels: & | Crorr Deck Paleir: 0| Crosr Dock Pallel: & | Crosr Dock Pallelr: 0| Crogr Dock Pallels: o T Dok Palleir: o
Fecurming ~ppls: 0| Recuring Appls: 0| Recuring Appls: + | Recunirg 2ppls: = | Recurrg &ppl: + | Pecumng 2ppl: 5| Recunlng Apph: I
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For best results, download this report into Excel and print in ‘Landscape” mode.
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To search by Date Range View:

\

\H//

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

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

o g s w N

Note:

Report view to Date Range View
CLICK Submit button

ENTER the Date Range
SELECT Mail Class(es)

CLICK the Create button

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

appointment creation (14 days in the future).

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

User Guide

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.

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 _—

Facility 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-Separated by Mail Class
Mail Class Code Legend : P3-Package Senices, PER-Periodicals, STD-Standard

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

Excel | B vie
Totsl . Count of Pallets Containing Cross Dock Containing Bedloaded Units
Date  Schd, - = S s [ g B : : Total
Appts, Class [Parcels [Sacks Trays [Bundles Total |Parcels (Sacks [Travs [Bundles [Total [Parcels |Sacks Trays [Bundles F.22
vazEZO0E 2 Al [ 0 ¢ 0 0 0 =0 o o =ms
rs 2 ¢ 0 0 B0 6 0 0 o = 0 o v =
sTo 0 00 0 0 0 00 0 0 0 0 0 0 0
PER o ¢ 0 4 4 0 v 0 0 0 0 00 0 0
pazEE00E 1 Al 0 30 0 3 0 ¢ 0 0 0 0 35 0
rs 0 1 o 0 1 0 ¢ 0 o 0 0 1 0 0 1
sTo 0 1 8 0 1 0 00 0 0 0 1 0 o 1
PER 0 1 o 0 1 0 00 0 0 0 1 0 0 1
Total 3 33 3 0 4 40 0 0 0 0 0 9 0 I 62

Total (2 results
Exce \E g
For best results, download this report into Excel and printin '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 levels are provided for all pallets within the appointment via Web Senvices. 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« Home | Sign Out

Facility Access and Shipment Tracking (FAST.

reweemend  Facility Access and Shipment Tracking (FAST)

Closeout Data Report

Choose Search Criteria

Please select the search method and enter the required appointment
information

* Search by: — Select One — -l ﬁ"ﬁfﬁfﬁ
Constraint Report
Mail Directi arch

< Cancel Create >

Resources

Origin Entry
Customer [ Supplier
Agreements

TEM

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

Provides a field for the user to enter the desired Appointment ID(s). Up to 10

Appointment ID 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

Facility Access and Shipment Tracking (FAST)

Recu,,inﬁ‘”’i Facility Access and Shipment Tracking (FAST)

Eacilities
Profiles

Reports Closeout Data Report
Appointment Calendar

Choose Search Criteria

Please selectthe search method and enter the required appointment
infarmation

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

* earch by: Appointment v ([ Submit>

Appeointment 1D:

Appointment 1D:

Resources

Origin Ent Appointment 1D:

Appointment 1D:
Appointment 1D:
Appointment 1D:
Appointment ID:
Appointment 1D:
Appointment 1D:

Appointment 1D:

< Cancel Create >

>
E @ 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

wnh 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.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

|| Facility Access and Shipment Tracking (FAST) |

Facility Access and Shipment Tracking (FAST)

Closeout Data Report

Return to Previous Screen

Selected Criteria

Facility Name; NEW YORK

NASS Code: 100
Status Code Legend : CA = Cancelled, CL = Closed, N3 = No Show, O = Open, R =Rejected, U =
Unscheduled

Mail Integrity Code Legend : AF = Altered Required Field on Form, B = Broken Pallets, C = Container Counts Do
Mot Match Form, D = Damaged Mail, DR = Driver Refused to Assist, 1A = Incorrect
Appointment Type, IM = Incorrect Class of Mail, IQ = Incorrect Entry Office, IP =
Incorrect Processing Category, L = Load Unsafe, M = Mailings Mot Separated by
Destination, MF = Missing Required Mailer Field on Form, ML = Multiple Appts
Associated to Load, MS = Missing Origin Signature and/or Round Stamp, MF = Mo
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 : P5-Package Senvices, PER-Periodicals, STD-5tandard, M/C-Mo Content

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

Export options: Download into Excel |E View Printable Version

Appointment . o Scheduler Scheduler Mail Mail  Publication Facility NASS Appointment  Arri
1D ———— 1D Hame Owner Preparer Hame Name Code
Date |Time [Date |1
Export options: Download into Excel |E Wiew Printable Version

< | ] |

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

Site Map Customer Service Fomis Gov't Services Caresrs Privacy Poficy Tems of Use Business Customer Gaf

Copyright® 2010 USP5. All Rights Reserved. Mo FEAR AG EED Dsts  FOIA

September 30, 2011 FAST Customer User Guide Page 59



Facility Access and Shipment Tracking
User Guide

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 Out

Facility Access and Shipment Tracking (FAST:

Recu,,inﬁ‘lpi Facility Access and Shipment Tracking (FAST)

Facilities
Profiles

Reports Closeout Data Report
Appointment Calendar

Choose Search Criteria

Please select the search method and enter the required appointment
information

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

* Search by, Facility « [ Submit >
Resources
Origin Entry
Customer |/ Supplier _Customer =
Agreements Registration ID:
TEM
State: —SelectOne—  ~ [ ViewCities> || NASS Code: Y ook
City:
* Facility:
< Comend ) —
Site Map Customer Service Forms Gov't Services Carears Terms of Uss Businsss Customer Gatews

SR

@ To view by facility, search for a facility by one of the following two ways:
4

To search by state and city:

SELECT a state from the State drop-down box

2. CLICK the View Cities button
3. SELECT a city 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 Qut

Facility Access and Shipment Tracking (FAST'

Rokiseting E Facility Access and Shipment Tracking (FAST)

Eacilities

Profiles Mail Direction Search Criteria
Reports

Appointment Calendar i
= Choose Search Criteria

Please enter in the following information { * Required Fields ):
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

* Report View: - Select One - b
< Cancel Create >
Resources

Origin Entry

Customer / Supplier
Agreements

TEM
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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
Address

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

Show Combined
ZIP/CRIDS

Checkbox to indicate if the ZIP Codes and Carrier Route IDs (CRIDs) will be grouped
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 Malil
Direction Search view name and report.

Cancel button

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

UNITED STATES
POSTAL SERVICE« Home
; ] cility Access and Shl ment Tracki )|
Facility Access and Shipment Tracking {FAST}
Mail Direction Search - Default and Redirections View
Returnto Frevious Screen
Select all applicable search criteria:
* Modifed: Last? Days f " vailClass:
; Periodicals =
* Effective Date Range: Ay Current ar Future X : =
Periodicals (Mews)
Content ZIF Code: 300 Standard
* If left blank, all applicable ZIF Codeswill  * Mail Shape: ALL
be retrieved o i
® Use an asterizk (7) for wild card searches Flats _
atthe end of 3-Digits Iregular Farcels
* Discount Type: Letiers -]
* Palletized: Buoth i
= Show Results For| Default and Redirections hd
[CIshow Default Address
Show Truck Length
[Cshow Redirect Address Redirections Only O
Show Facility ZIP/CRID Ranges
( Search > ) [ Cancel )
Export aptions: Download inta Excel | B view Printable Version
Content Information Default Facility Redlrectlon Facility Effective Dates
- Grace Truck Modified
IP/CRIDs Discount | Clll Group Pallet| Facility IASS Facility  nAss [EMTECVE lpo ;o |EfectiVe | oo Lenath  Date
art Date End Date
End End Date
Date
SCF StandardFlats M CHATTAMOOGS 373 MONTGOMERY 360 01/01/2014 1M 52011 DB/26/2012 NI 05/26/2012
PADC
307 SCF StandardFlats ¥ CHATTAMOOGE 373 MONTGOMERY 360 01/01/2011 01452011 DB/26/2012 NI 0562602012
PaDC
307,374 SCF Defautt CHATTANDOGA 373 09/02/2010 0352172001 0604720011 i 030472012
PADC
Total (3 resuts) |
Export options: Download into Excel | E\fiew Frintahle Yersion
Site hap. Contact Us Formsz Gow't Senvices Jobs Privacy Policy Terms of Use Mational & Premier Accounts
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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 E

ntry Point View from the Mail Directions Search Criteria and CLICKS the Create button,

the Mail Direction 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
Range

partly active or in grace period.

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

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

*Discount Type

one or more discount types to display on the report.

Multiple-select box containing the different discount types allowing the user to choose

*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 Mall Direction Search — Drop Entry Point View page is displayed below.

UNITED STATES
POSTAL SERVICE = Home

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Mail Direction Search - Drop Entry Point View
Returnto Previous Screen

Select all applicable search criteria:

* Modified: Last? Days w | *Mail Class: ~
Effective Date Range: Ay Current or Future 7 Eeftiela News) =
Content ZIP Code: 374 Standard

* If left blank, all applicable ZIP Codeswill  * Mail Shape:
be retriewed

Flats
Irregqular Parcels

® Use an asterizk (%) for wild card searches
at the end of 3-Digits

* Discount Type: Letters L]
SCF = . L
Palletized: |“Yes w
ADC »
[Cshow Address
ShowFaciIityZIPICRIDRanges
(Soarch>)  ( Cancel)

Export options: Download into Excel | EView Frintahle Yersion

Content Information Facility Effective Dates
| . | Grace Truck Modified
IPICRIDs Discount CIH Group -.lllet| Facility  nass Sective |Effective | p oGy fength  Date
art Date | End Date
End Date
307,374 SCF Perindicals Flsts ¥ CHATTANOOGA 373 09022010 032172011 DBM42011  Nis 030412012

PEDC

307,374 SCF Periodicalzdrredular Yo CHATTAMOOGS 373 0900202010 0302172011 06042011 RS 03042012
Parcels PEDC

307, 374 SCF Periodicalzletters Y CHATTANOOGA 373 09022010 03212011 06042011 MWia - 0300472012
PEDC

307, 374 SCF  PeriodicalzMachinable v CHATTAWNCGOGA 373 09/02/2010 032172011 06042011 WA 030402012

Parcels P&DC
307,374 SCF PeriodicalsMon- Yo CHATTANCOGS 373 0900272010 0362172011 060472011 Mid 030472012
hiachinable Parcels PEDC

| Total (5 results)

Export options: Download into Excel | E\ﬁew Frintahle Yersion

Site Map Contact Us Forms Gow't Services Jobs Privacy Policy Termms of Use Mational & Premier Accounts
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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 Y
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
belo

fields and buttons on the Mail Direction Search — Label List View page is described
w. 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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A snapshot of the Mall Direction Search — Label List View page is displayed below.

User Guide

UNITED STATES
POSTAL SERVICE« Home | Sign Out

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

Mail Direction Search - Label List View
Returnto Previous Screen

Select all applicable search criteria:

* Label List | L00S - 3-Digit ZIP Code Prefix Groups - SCF Soration

*Lahel: i SCFALBUQUERQUE MM 870; 870-872, 875; 05/07/2008-05/07/2010 (05/07/2017)

( Search > )

[ show Default sddress
[ show Redirect Address

Discounts available are dependent on eligibility standards as prescribed in the Domestic Mail Manual

Export options: Download into Excel | E\Iiew Frintakle Yersion

Content Information Default Facility Res;:;t_:;on Effective Dates
| Default
: ZIP - e i |Effective | Grace |Effective Gm_ce
Discount CHH Group allet |Facility NASS | Facility IASS art Date | Period |End Date Period
End Date
End Date e
ADC a7 Default RO 87124 05072009 05702010 05072011
RAMCHD
BMC am Default R 87124 050742009 0572010 05072011
RAMCHC
BrC 871  PeriodicalsFlats Y R 67124 SHREYEPORT 710 05072008 05072008 05/07/2010 0540772011
RAMCHC
SCF &71 Default RO &7124 030752009 030772010 030772011
RAMCH

Truck Modified

Length Date

M

A, 0S72009

!

A, 05072009

!

A 05072009

!

& 03072009

Totsl (4 results) |

Terms of Use Mational & Premier Accounts

Site Map Contact Us Forms

The Label drop-down menu is sorted by Content ZIP Code.

——
g
-— use larger paper to account for the large number of fields potentially displayed.

|
'
I
Users should consider alternate printing options such as printing in Landscape mode or |
'
I
'

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.
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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 constraint data for the entered criteria and
displays the Holiday and Contingency Constraints Report.
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The Holiday

E UNITED STATES
POSTAL SERVICE Hoir

Resources
Oirigim Endry

User Guide

and Contingency Constraints Report Selection page is displayed below.

Eaility Aeseds and Shipmssnl Tracking [FAST]

Facility Access and Shipment Tracking (FAST)

Holiday and Contingency Constraints Report

Choose Search Criteria
Fleass enier in the Dabe Range i MILDONOYY formial [ Reqeired Fisids )

The Stam Cate musl be grealer han o #qual & the cumen dabe. The Dabe Range carnol
sxiaed T 2ys. Click e Treahe ullon 10 24y I8 repoit

* Select Date Range: 0652000 0F - 1o B6R252010 3
* Repod Weew. By Area = | Sabues
“Area i 28 - Nothesst (5] b

< Exgluds Dslivary Urpls

Note:

The Start Date must be greater than or equal to the current date.
The End Date may not exceed 7 days from the current date.

When searching by Area or District, the user can exclude the Delivery Units from the
generated report by checking the Exclude Delivery Unit checkbox.

From the Holiday and Contingency Constraints Report Selection page, the user may view the
holiday and contingency information by one of four ways:

To Search for holiday and contingency constraints information by Area:

1.

a p W N

ENTER the Date Range

SELECT ‘by Area’ from the Report View drop-down box
CLICK the Submit button

SELECT an area in the Area ID drop-down

CLICK the Create button

To Search for holiday and contingency constraints information by District:

1. ENTER the Date Range
2. SELECT ‘by District’ from the Report View drop-down box
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3. CLICK the Submit button
4. SELECT an district in the District ID drop-down
5. CLICK the Create button

To Search for holiday and contingency constraint information by Facility by state and city:
ENTER the Date Range

SELECT ‘by Facility’ from the Report View drop-down box

CLICK the Submit button

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

SELECT a facility from the Facility drop-down box

© ©® N O o0 kM w NP

CLICK the Create button

To Search for holiday and contingency constraint information by Facility by NASS Code:
ENTER the Date Range

SELECT ‘by Facility’ from the Report View drop-down box

CLICK the Submit button

ENTER the three to five character NASS Code in the text box

CLICK the Search button

SELECT a facility from the Facility drop-down box

N o g s~ 0w Dhd PR

CLICK the Create button

The Holiday and Contingency Constraints Report page opens, displaying the holiday and
contingency information and facility status for the specified search criteria. The fields and
buttons on the Holiday and Contingency Constraints Report page are described below. A
snapshot of the page is displayed after the field description.

NASS Code The three to five character NASS Code associated with the selected criteria.

Facility Name The Facility Name associated with the selected criteria.

Date Date of when Holiday and Contingency Constraint is in effect.

Constraint Type | The type of constraint (Holiday or Contingency).

Drop Shipment | The times the associated facility is accepting Standard and Package Service Drop
Hours Shipments.

Hours of The times the associated facility is open and staffed to accept Periodicals volume on
Operation that corresponding day.
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The Holiday and Contingency Constraints Report page is displayed below:

EUMI’EDST.&TE!
POSTAL SERVICE

Heim

m&w mmw d
Facility Access and Shipment Tracking (FAST)

Huoliday and Contingency Constraints Report

Fughum B Presioies Semen
Selected Crileria
Rgpar Type: Faclity
Dane Ramge: 0702010 - 0742070
Facility Mamie: SPRINGRIELD MOC
HASS Code: 012
LCansteaml Ty n
HASS Cocle Emcility Hamsé Dt T Mm Mw
0z SPARGEELD MDC LER P Coling sy Cleed Chesoel
| CTolmi 1 resul; |

" Hoyrs digplayed am polantially available ¥ip skd hows

N
~
= @ A user may view the Facility Profile page (described in module 5.1 — Facility Profile) for the
-~ ¥ selected facility by CLICKING the Facility Name hyperlink.
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2.3 Resources

The Resources section contains functionality to download and link to various resources such as the Drop
Shipment Product files and the Domestic Mail Manual. In addition, Resources provides links to the
Message Board and What's New. The following sections are available pre-login to FAST:

2.3.1 Reference Documents — Describes how a user may access the FAST User Guide, Customer Web
Based Training, PS Forms 8125, Publication 804, and Domestic Mail Manual.

2.3.2 Drop Ship Product File Download - Describes how a user may download the different Drop Ship
Product Files.

2.3.3 Label List Files Download - Describes how a user may download the Label List Files.
2.3.4 Message Board — Describes how a user may access the FAST Message Board.

2.3.5 What’s New Board — Describes how a user may access the What's New Board.

2.3.6 View CIN List — Describes how a user may access the View CIN List page.

2.3.7 View CIN Group List — Describes how a user may access the View CIN Group List page.

2.3.8 Mail Transport Equipment Returns Request — Describes how a user may access the MTE Return
Request page.

The user may access the processes associated with the above sections from the FAST Login page
(described in module 4.0 - Landing pages) before logging into the application.

2.3.1 Reference Documents
The Reference Documents section describes the following processes:

2.3.1.1 Release Notes

2.3.1.2 Customer Job Aids

2.3.1.3 Customer Web based Training
2.3.1.4 Mailer Rating Information
2.3.1.5 Download User Guide

2.3.1.6 Link to Publication 804

2.3.1.7 Link to Domestic Mail Manual
2.3.1.8 Link to PS Forms 8125

The user may access the processes associated with the above sections from the FAST Welcome page by
CLICKING the Resources link. The Resources link takes the user to the Resources Landing page
(described in module 4.0 — Landing pages) where the user may CLICK either the Reference Documents
link, or the associated Go> button to display the Reference Documents page.

2.3.1.1 Release Notes

The Reference Documents section includes links to release notes, allowing the user to download release
notes for a specific date.

The Reference Documents page is displayed below with the Release Notes section highlighted.
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UNITED STATES
POSTAL SERVICE»

Home

Login to FAST
Eacilities
Reports
Resources

Drop Ship Product Fiie Download

View CIN Group List
WTE Retums

Origin Entry

Eacility Access and Shipmen

Facility Access and Shipment Tracking (FAST)

Reference Documents

» Release Hotes:

Release Notes 05/23/2010
Release Motes 08/15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Post-Relzase Notes 03/28/2010
Release Notes 03/14/2010
Release Motes 11/15/2009
Release Notes 10/18/2009
Release Motes 08/16/2009

» Customer Job Aid:

Creating Oriqin Entry

Guide (PDF)

Facility Profile Information (PDF!

Manaqing Drop Ship Guide (PDF)

Managing Origin Entry Guide (PDF)

FAST Container Quick Reference Guide

(FDFY
Appointment Shell (PDF)

Formatting and Printing Reports (PDF]

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (POF!

Preferred Publications (PDF)

Resolution and Internet Browser Seftings (PDF)

Web Semwvices Overview (PDF)

Customer / Supplier Agreements (PDF)

Business Customer Gatewa - Dock Handout (PDF]
Business Customer Gateway - New Users (PDF)

Business Customer Gateway - Existing Users (PDF!

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP’
To open the Customer Web Based Training file you must have WIN ZIP. To
begin, save the Customer Drop Ship Web Based Training fil to your deskiop.
Please note this may take several minutes to save. Once the fie is saved, click
the close button and navigate to your desktop. From your desktop EXTRACT
the zip fie. To EXTRACT the file, right-click on the zip file and select "Extract to
Hera®. Once the filsis extractsd to your desktop open the Customer Web
Based Training folder and seleet the "Start Here” (named Start here.ntm ) file
to begin the course
Note: The Customer Web Based Training is best viewsd using Internet
Explorer or Netscape 6.2 or X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP)
To open the Customer Web Based Training fils you must have WIN ZIP. To
begin, save the Customer Origin Entry Web Based Training fil to your
desktop. Please note this may take several minutes to save. Once the fie is.
saved, click the close button and navigale fo your deskiop. From your deskiop
EXTRACT the =i fie. To EXTRACT the file, right-click on the zip il and select
“Extract to Hers™ Onoe th fils s extracted ta your desktop open the
Customer Web Based Training folder and select the "Start Here” (named Start
here htm ) file to begin the course.
Note: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or X web browsers.

» Mailer Rating Information:
Mailer Rating Intreduction (PPT)
Mailer Rating Rating Process (PPT}
Mailer Rating Reports (PPT)
Mailer Rating Review (PPT)

» Download FAST Drop Shipment User Guide (Version 14):
EAST Drop Shipment Customer User Guide (PDF]
FAST Drop Shipment Customer User Guide (HTML)
EAST Drop Shipment Customer User Guide (ZIP)

» Download FAST Origin Entry User Guide (Version 2):
EAST Origin Entry Customer User Guide (PDF)
FAST Origin Entry Customer User Guide (HTHL}
EAST Origin Entry Customer User Guide (ZIF)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours fie must be viewed using Excel 2003
or greater

» Publication 80
Publication 804

» Domestic Mail Manual
Domestic Mail Manual

» PSForms (8125):

Note: Cieking this nk directs you 1o the USPS Forms page.

Flease search for the folowing forms on the page to download

PS Form 8125 (PDF) - Plant-Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verifieation and Clearance (01/2006)

» Customer ! Supplier Agreements:
Guide to Customer / Supplier Agreements

To views the user guide as a .PDF file you must have Adobe Acrobat Reader. Click
below to download it now.

Download Adobe Acrobat PDF Reader

User Guide
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2.3.1.2 Customer Job Aids

The Customer Job Aids are files that help the user understand and take advantage of certain features of
the FAST application. There are nineteen (19) files available for download: Customer Supplier
Agreements — eDoc Association, Creating Drop Ship Appointments Guide, Creating Origin Entry
Appointments Guide, Facility Profile, Managing Drop Ship Appointments Guide, Managing Origin Entry
Appointments Guide, FAST Appointment Container Association Quick Reference Guide , Appointment
Shell, Formatting and Printing Reports, Joint Scheduling, Mail Direction Report, PostalOne! Customer
Registration, Preferred Publications, Resolution and Internet Browser Settings, Web Services Overview,
Customer / Supplier Agreements, Business Customer Gateway Instructions — Dock Handout, Business
Customer Gateway — New Users and Business Customer Gateway — Existing Users.

e Customer Supplier Agreements — eDoc Association — this document contains useful
information around correctly mapping CSA information from FAST to eDocs. Sample scenarios
outlining the proper use of the letter ‘P’ for the Critical Acceptance Time (CAT) for CSAs are
provided.

e Creating Drop Ship Appointments Guide — this document contains instructions to help the user
create drop ship appointments in FAST.

e Creating Origin Entry Appointments Guide - this document contains instructions to help the
user create Origin Entry appointments in FAST.

e Facility Profile Information — this document contains useful information that the user may obtain
from the Facility Profile in FAST.

e Managing Drop Ship Appointments Guide — this document contains instructions to help the
user manage drop ship appointments in FAST.

e Managing Origin Entry Appointments Guide — this document contains instructions to help the
user manage Origin Entry Appointments in FAST.

e Appointment Shell —this document contains instruction to help the user understand the impact
of creating and cancelling appointment shells. The user is given instructions for creating drop ship
one-time and recurring appointment shells as well as Origin Entry JIT One-Time and JIT
Recurring appointment shells.

e Customer / Supplier Agreements — this document contains instructions to help the user
understand the navigation and various sections of the CSA module.

e FAST Appointment Container Association Quick Reference Guide — this document contains
instruction to help the user understand the appointment container association process, Full-
Service appointment scheduling options and best communication approach for their business
process.

e Formatting and Printing Reports — this document contains instructions to help the user properly
format and print reports.

e Joint Scheduling — this document contains instructions to help the user understand and create a
joint scheduling appointment.

e Mail Direction Report — this document contains instructions to help the user search for default
drop entry points and redirections.

e PostalOne! Customer Registration — this document contains instructions to guide the user in
registering with PostalOne! and gaining login access to FAST.

o Preferred Publications — this document contains instructions to help users select and save their
regularly used publications.

e Resolution and Internet Browser Settings — this document will help the user adjust their screen
resolution and browser settings. This will ensure that the FAST application displays and works
correctly on the user’s computer.

e Web Services Overview — this document contains an introduction to the features and benefits
associated with Web Services.

e Business Customer Gateway Instruction — Dock Handout — this document contains
instructions to guide the user in registering for FAST, CSA and other services in the Business
Customer Gateway.

e Business Customer Gateway — New Users — this document contains instructions to guide the
user in registering for FAST in the Business Customer Gateway.
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e Business Customer Gateway — Existing Users — this document contains instructions to guide
the user with the new Business Customer Gateway.

All the files are available in Adobe PDF format. To download any of the files, user simply right-clicks the
desired link and selects “Save Target As...” A pop-up dialog will display asking the user to select where
the file will be saved. Once the destination is determined, user clicks “Save” and waits for the download
to complete.

The Reference Documents page is displayed below with the Customer Job Aids section highlighted.

September 30, 2011 FAST Customer User Guide Page 77



Facility Access and Shipment Tracking
User Guide

UNITED STATES
POSTAL SERVICE» Home

Eacility Access and Shipmen

el Facility Access and Shipment Tracking (FAST)

Eacilities
Reports
REL‘_”C“ Reference Documents

Drop Ship Product Fiie Download

» Release Hotes:

Release Notes 05232010
Release Notes 08115/2010
Release Notes 04111/2010
Release Notes 03i28/2010
Origin Entry Post-Release Notes 03/28/2010
Release Notes 03114/2010
Release Notes 11/15/2009
Release Notes 10118/2009
Release Notes 08/16/2009

View CIN Group List
WTE Retums

> Customer Job Aid:

Creating Oriqin Entry

Guide (PDF)

Facility Profile Information (PDF!

Manaqing Drop Ship Guide (PDF)

Managing Origin Entry Guide (PDF)

FAST Container Quick Reference Guide

(FDFY
Appointment Shell (PDF)

Formatting and Printing Reports (PDF]

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (POF!

Preferred Publications (PDF)

Resolution and Internet Browser Seftings (PDF)

Web Semwvices Overview (PDF)

Customer / Supplier Agreements (PDF)

Business Customer Gatewa - Dock Handout (PDF]
Business Customer Gateway - New Users (PDF)

Business Customer Gateway - Existing Users (PDF!

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP’
To open the Customer Web Based Training file you must have WIN ZIP. To
begin, save the Customer Drop Ship Web Based Training fil to your deskiop.
Please note this may take several minutes to save. Once the fie is saved, click
the close button and navigate to your desktop. From your desktop EXTRACT
the zip fie. To EXTRACT the file, right-click on the zip file and select "Extract to
Hera®. Once the filsis extractsd to your desktop open the Customer Web
Based Training folder and seleet the "Start Here” (named Start here.ntm ) file
to begin the course
Note: The Customer Web Based Training is best viewsd using Internet
Explorer or Netscape 6.2 or X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP)
To open the Customer Web Based Training fils you must have WIN ZIP. To
begin, save the Customer Origin Entry Web Based Training fil to your
desktop. Please note this may take several minutes to save. Once the fie is.
saved, click the close button and navigale fo your deskiop. From your deskiop
EXTRACT the =i fie. To EXTRACT the file, right-click on the zip il and select
“Extract to Hers™ Onoe th fils s extracted ta your desktop open the
Customer Web Based Training folder and select the "Start Here” (named Start
here htm ) file to begin the course.
Note: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or X web browsers.

» Mailer Rating Information:
Mailer Rating Intreduction (PPT)
Mailer Rating Rating Process (PPT}
Mailer Rating Reports (PPT)
Mailer Rating Review (PPT)

=

Download FAST Drop Shipment User Guide (Version 14):
EAST Drop Shipment Customer User Guide (PDF]
FAST Drop Shipment Customer User Guide (HTML)
EAST Drop Shipment Customer User Guide (ZIP)

» Download FAST Origin Entry User Guide (Version 2):
EAST Origin Entry Customer User Guide (PDF)
FAST Origin Entry Customer User Guide (HTHL}
EAST Origin Entry Customer User Guide (ZIF)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours fie must be viewed using Excel 2003
or greater

-

Publication 80.
Publication 804

» Domestic Mail Manual
Domestic Mail Manual

» PSForms (8125):

Note: Cieking this nk directs you 1o the USPS Forms page.

Flease search for the folowing forms on the page to download

PS Form 8125 (PDF) - Plant-Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verifieation and Clearance (01/2006)

» Customer ! Supplier Agreements:
Guide to Customer / Supplier Agreements

To views the user guide as a .PDF file you must have Adobe Acrobat Reader. Click
below to download it now.

Download Adobe Acrobat PDF Reader
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2.6.2 Customer Web Based Training Course

The Customer Web Based Training Course is a tutorial designed to get users familiar and comfortable
with using the FAST online application. This course is available for drop ship and Origin Entry and can
be downloaded and run on any computer with a compatible browser.

To download the training course, the user simply clicks on the Customer Web Based Training Course link.
A pop-up dialog will appear. The user should click “Save” and select a destination directory. The
download may take several minutes as this is a fairly large module (about 26MB). Once the file is
downloaded the user should locate the file on their computer using Windows Explorer. The user should
right-click on the file and select “Extract to here” (the actual process of extracting/un-zipping files may
vary depending on the type of extracting utility installed on the user’'s computer). The files will extract and
create a new directory called “Customer FAST Training Course.” The user should navigate to that
directory. To start the training course the user double-clicks the file called “Start Here.”

The Reference Documents page is displayed on the following page with the Customer Web Based
Training section highlighted.
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UNITED STATES
POSTAL SERVICE»

Home

Login to FAST
Eacilities
Reports
Resources

Drop Ship Product Fiie Download

View CIN Group List
WTE Retums

Origin Entry

Eacility Access and Shipmen

Facility Access and Shipment Tracking (FAST)

Reference Documents

» Release Hotes:

Release Notes 05/23/2010
Release Motes 08/15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Post-Relzase Notes 03/28/2010
Release Notes 03/14/2010
Release Motes 11/15/2009
Release Notes 10/18/2009
Release Motes 08/16/2009

» Customer Job Aid:

Creating Oriqin Entry

Guide (PDF)

Facility Profile Information (PDF!

Manaqing Drop Ship Guide (PDF)

Managing Origin Entry Guide (PDF)

FAST Container Quick Reference Guide

(FDFY
Appointment Shell (PDF)

Formatting and Printing Reports (PDF]

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (POF!

Preferred Publications (PDF)

Resolution and Internet Browser Seftings (PDF)

Web Semwvices Overview (PDF)

Customer / Supplier Agreements (PDF)

Business Customer Gatewa - Dock Handout (PDF]
Business Customer Gateway - New Users (PDF)

Business Customer Gateway - Existing Users (PDF!

) Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP’
To open the Customer Web Based Training file you must have WIN ZIP. To
begin, save the Customer Drop Ship Web Based Training fil to your deskiop.
Please note this may take several minutes to save. Once the fie is saved, click
the close button and navigate to your desktop. From your desktop EXTRACT
the zip fie. To EXTRACT the file, right-click on the zip file and select "Extract to
Hera®. Once the filsis extractsd to your desktop open the Customer Web
Based Training folder and seleet the "Start Here” (named Start here.ntm ) file
to begin the course
Note: The Customer Web Based Training is best viewsd using Internet
Explorer or Netscape 6.2 or X web browsers.

> Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP)
To open the Customer Web Based Training fils you must have WIN ZIP. To
begin, save the Customer Origin Entry Web Based Training fil to your
desktop. Please note this may take several minutes to save. Once the fie is.
saved, click the close button and navigale fo your deskiop. From your deskiop
EXTRACT the =i fie. To EXTRACT the file, right-click on the zip il and select
“Extract to Hers™ Onoe th fils s extracted ta your desktop open the
Customer Web Based Training folder and select the "Start Here” (named Start
here htm ) file to begin the course.
Note: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or X web browsers.

» Mailer Rating Information:
Mailer Rating Intreduction (PPT)
Mailer Rating Rating Process (PPT}
Mailer Rating Reports (PPT)
Mailer Rating Review (PPT)

=

Download FAST Drop Shipment User Guide (Version 14):
EAST Drop Shipment Customer User Guide (PDF]
FAST Drop Shipment Customer User Guide (HTML)
EAST Drop Shipment Customer User Guide (ZIP)

» Download FAST Origin Entry User Guide (Version 2):
EAST Origin Entry Customer User Guide (PDF)
FAST Origin Entry Customer User Guide (HTHL}
EAST Origin Entry Customer User Guide (ZIF)

-

Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours fie must be viewed using Excel 2003
or greater

-

Publication 80.
Publication 804

» Domestic Mail Manual
Domestic Mail Manual

v

PS Forms (8125):

Note: Cieking this nk directs you 1o the USPS Forms page.

Flease search for the folowing forms on the page to download

PS Form 8125 (PDF) - Plant-Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verifieation and Clearance (01/2006)

» Customer ! Supplier Agreements:
Guide to Customer / Supplier Agreements

To views the user guide as a .PDF file you must have Adobe Acrobat Reader. Click
below to download it now.

Download Adobe Acrobat PDF Reader
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2.3.1.4 Mailer Rating Information

Mailer Rating information is a series of teleconference presentations designed to educate the user on
Mailer Rating rules, Appointment Rating process, and associated reports. The following teleconference
presentations are available:

Mailer Rating Introduction

Mailer Rating Appointment Rating Process
Mailer Rating Reports

Mailer Rating Review

The Reference Documents page is displayed on the following page with the Mailer Rating Information
section highlighted.
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» Release Hotes:

Release Notes 05232010
Release Notes 08115/2010
Release Notes 04111/2010
Release Notes 03i28/2010
Origin Entry Post-Release Notes 03/28/2010
Release Notes 03114/2010
Release Notes 11/15/2009
Release Notes 10118/2009
Release Notes 08/16/2009

View CIN Group List
WTE Retums

» Customer Job Aid:

Creating Oriqin Entry

Guide (PDF)

Facility Profile Information (PDF!

Manaqing Drop Ship Guide (PDF)

Managing Origin Entry Guide (PDF)

FAST Container Quick Reference Guide

(FDFY
Appointment Shell (PDF)

Formatting and Printing Reports (PDF]

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (POF!

Preferred Publications (PDF)

Resolution and Internet Browser Seftings (PDF)

Web Semwvices Overview (PDF)

Customer / Supplier Agreements (PDF)

Business Customer Gatewa - Dock Handout (PDF]
Business Customer Gateway - New Users (PDF)

Business Customer Gateway - Existing Users (PDF!

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP’
To open the Customer Web Based Training file you must have WIN ZIP. To
begin, save the Customer Drop Ship Web Based Training fil to your deskiop.
Please note this may take several minutes to save. Once the fie is saved, click
the close button and navigate to your desktop. From your desktop EXTRACT
the zip fie. To EXTRACT the file, right-click on the zip file and select "Extract to
Hera®. Once the filsis extractsd to your desktop open the Customer Web
Based Training folder and seleet the "Start Here” (named Start here.ntm ) file
to begin the course
Note: The Customer Web Based Training is best viewsd using Internet
Explorer or Netscape 6.2 or X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP)
To open the Customer Web Based Training fils you must have WIN ZIP. To
begin, save the Customer Origin Entry Web Based Training fil to your
desktop. Please note this may take several minutes to save. Once the fie is.
saved, click the close button and navigale fo your deskiop. From your deskiop
EXTRACT the =i fie. To EXTRACT the file, right-click on the zip il and select
“Extract to Hers™ Onoe th fils s extracted ta your desktop open the
Customer Web Based Training folder and select the "Start Here” (named Start
here htm ) file to begin the course.
Note: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or X web browsers.

» Mailer Rating Information:
Mailer Rating Intreduction (PPT)
Mailer Rating Rating Process (PPT}
Mailer Rating Reports (PPT)
Mailer Rating Review (PPT)

» Download FAST Drop Shipment User Guide (Version 14):
EAST Drop Shipment Customer User Guide (PDF]
FAST Drop Shipment Customer User Guide (HTML)
EAST Drop Shipment Customer User Guide (ZIP)

» Download FAST Origin Entry User Guide (Version 2):
EAST Origin Entry Customer User Guide (PDF)
FAST Origin Entry Customer User Guide (HTHL}
EAST Origin Entry Customer User Guide (ZIF)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours fie must be viewed using Excel 2003
or greater

» Publication 80
Publication 804

» Domestic Mail Manual
Domestic Mail Manual

» PSForms (8125):

Note: Cieking this nk directs you 1o the USPS Forms page.

Flease search for the folowing forms on the page to download

PS Form 8125 (PDF) - Plant-Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verifieation and Clearance (01/2006)

» Customer ! Supplier Agreements:
Guide to Customer / Supplier Agreements

To views the user guide as a .PDF file you must have Adobe Acrobat Reader. Click
below to download it now.

Download Adobe Acrobat PDF Reader
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2.3.1.5 Download User Guide

The FAST User Guide is a document that explains the different features that FAST will provide the user.

It contains detailed instructions for users to perform key functions in the FAST system. A pre-login user
may only download the external version of the User Guide.

The FAST User Guide section describes the process for downloading the guide. More detailed
information about downloading the FAST User Guide is described in module 12.1.1 — FAST User Guide.

The user has the option to download the User Guide in .PDF format, .RTF format, or as a ZIP file. The
user begins the process by CLICKING the associated Download button.

The Reference Documents page is displayed on the following page with the FAST User Guide section
highlighted.
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Drop Ship Product Fiie Download

» Release Hotes:

Release Notes 05232010
Release Notes 08115/2010
Release Notes 04111/2010
Release Notes 03i28/2010
Origin Entry Post-Release Notes 03/28/2010
Release Notes 03114/2010
Release Notes 11/15/2009
Release Notes 10118/2009
Release Notes 08/16/2009

figw CIN Group List
WTE Retums

» Customer Job Aids:

Creating Oriqin Entry Guide (PDF)

Facility Profile Information (PDF!

Manaqing Drop Ship Guide (PDF)

Managing Origin Entry Guide (PDF)

FAST Container Quick Reference Guide

(FDFY
Appointment Shell (PDF)

Formatting and Printing Reports (PDF]

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (POF!

Preferred Publications (PDF)

Resolution and Internet Browser Seftings (PDF)

Web Semwvices Overview (PDF)

Customer / Supplier Agreements (PDF)

Business Customer Gatewa - Dock Handout (PDF]
Business Customer Gateway - New Users (PDF)

Business Customer Gateway - Existing Users (PDF!

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP’
To open the Customer Web Based Training file you must have WIN ZIP. To
begin, save the Customer Drop Ship Web Based Training fil to your deskiop.
Please note this may take several minutes to save. Once the fie is saved, click
the close button and navigate to your desktop. From your desktop EXTRACT
the zip fie. To EXTRACT the file, right-click on the zip file and select "Extract to
Hera®. Once the filsis extractsd to your desktop open the Customer Web
Based Training folder and seleet the "Start Here” (named Start here.ntm ) file
to begin the course
Note: The Customer Web Based Training is best viewsd using Internet
Explorer or Netscape 6.2 or X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP)
To open the Customer Web Based Training fils you must have WIN ZIP. To
begin, save the Customer Origin Entry Web Based Training fil to your
desktop. Please note this may take several minutes to save. Once the fie is.
saved, click the close button and navigale fo your deskiop. From your deskiop
EXTRACT the =i fie. To EXTRACT the file, right-click on the zip il and select
“Extract to Hers™ Onoe th fils s extracted ta your desktop open the
Customer Web Based Training folder and select the "Start Here” (named Start
here htm ) file to begin the course.
Note: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or X web browsers.

» Mailer Rating Information:
Mailer Rating Intreduction (PPT)
Mailer Rating Rating Process (PPT}
Mailer Rating Reports (PPT)
Mailer Rating Review (PPT)

» Download FAST Drop Shipment User Guide (Version 14):
EAST Drop Shipment Customer User Guide (PDF]
FAST Drop Shipment Customer User Guide (HTML)
EAST Drop Shipment Customer User Guide (ZIP)

» Download FAST Origin Entry User Guide (Version 2):
EAST Origin Entry Customer User Guide (PDF)
FAST Origin Entry Customer User Guide (HTHL}
EAST Origin Entry Customer User Guide (ZIF)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours fie must be viewed using Excel 2003
or greater

» Publication 804:
Publication 804

» Domestic Mail Manual
Domestic Mail Manual

» PSForms (8125):

Note: Cieking this nk directs you 1o the USPS Forms page.

Flease search for the folowing forms on the page to download

PS Form 8125 (PDF) - Plant-Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verifieation and Clearance (01/2006)

» Customer ! Supplier Agreements:
Guide to Customer / Supplier Agreements

To views the user guide as a .PDF file you must have Adobe Acrobat Reader. Click
below to download it now.

Download Adobe Acrobat PDF Reader
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f — Note: E
E —_— The pre-login user may only download the customer version of the FAST User '
! -— Guide. |

2.3.1.6 Link to Publication 804

Drop Shipment Procedures for Destination Entry (Publication 804) was developed to assist Postal Service
employees in handling drop shipments from the origin office to the destination office, and to provide
customers with access to requirements for participation in the Drop Ship Program. The procedures
consist of mailing standards found in the Domestic Mail Manual (DMM), as well as any additional
information pertaining to drop shipment. The procedures establish official Postal Service policy regarding
the handling of drop shipments for Periodicals, Standard Mail, and Packaged Services Mail.

The Publication 804 section describes the process for viewing the publication. More detailed information
about viewing Publication 804 is described in module 12.1.2 — Publication 804.

The user has the option to view Publication 804 in .PDF format or text format. The user begins the
process by CLICKING the associated Publication 804 hyperlink. Upon CLICKING the Publication 804
hyperlink, the user is brought to a new page with Publication 804 displayed.

The USPS Document page is displayed on the following page with Publication 804 section highlighted.
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UNITED STATES
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Eacility Access and Shipment Tracking (FAST)

el Facility Access and Shipment Tracking (FAST)

Reports
Resources

Reference Documents

» Release Notes:

Release Notes 05/23/2010
Release Notes 08/15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Origin Enfry Post-Release Notes 03/28/2010

MTE Returns.

Release Notes 03/1412010
Release Notes 11/15/2009
Release Notes 10/18/2009
Release MNotes 08/16/2009

» Customer Job Aids:

Creating Origin Entry Guide (PDF)

Eacility Profile Information (PDF}

Managing Drop Ship Guide (PDF;

Managing Origin Entry Guide (PDF)

EAST Container Quick Reference Guide
(PDF)

Appointment Shell (FDF)

Eormatting and Printing Reports (PDF)

Joint Scheduling (PDF)

Wail Direction Report (PDF)

Postalone! Customer Reqistration (PDF)

Preferred Publications (PDF)

Resolution and Intemet Browser Settings (PDF)
Web Services Overview (PDF)

Customer / Supplier Agreements (PDF)

Business Customer Gatews -Dack Handout (PDF!
Business Customer Gateway - New Users (FDF)
Business Customer Gateway - Existing Users (PDF!

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(zIP)

To open the Customer Web Based Training fie you must have WIN ZP. To
begin, save the Customer Drop Ship Web Based Training fil to your desktop.
Please note this may take several minutes to save. Once the file i saved, click
the close button and navigate to your desktop. From your deskiop EXTRACT
the zip file. To EXTRACT the fie, right-click on the zip fie and select “Extract to
Here", Once the fll is extracted to your deskiop open the Customer Web
Based Training folder and selact the “Start Here” (named Start hera.htm ) fils
to begin the course.

Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Gourse(ZIP}
To open the Customer Web Based Training fie you must have WIN ZI. To
begin, save the Customer Origin Entry Web Based Training fil to your
desktop. Please note-this may take several minutes to save. Once the fil is
saved, cick the close button and navigate to your deskiop. From your desklop
EXTRACT the zip fi. To EXTRACT the file, right-ciick on the Zip fie and select
“Extractto Here”. Once the fii fs extracted to your deskiop open the
Customer Web Based Training foldsr and select the “Start Hers” (named Start
here htm ) file to begin the course.
Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 0r 7.X Web browsers.

=

Mailer Rating Information:

Mailer Rating Introduction (PPT)

Mailer Rating Rating Process (PPT)
Mailer Rating Reports (PPT)

Mailer Rating Review (PFT)

v

Download FAST Drop Shipment User Guide (Version 14):
EAST Drop Shipment Customer User Guide (PDF)
EAST Drop Shipment Customer User Guide (HTHL)
EAST Drop Shipment Customer User Guide (ZIP)

» Downioad FAST Origin Entry User Guide (Version 2):
EAST Origin Entry Custemer User Guide (PDF}
EAST Origin Entry Customer User Guide (HTML}
EAST Origin Entry Customer User Guide (ZIP)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCLY

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

Publication 804:

Publication 804

=

Domestic Mail Manual:
Domestic Mail Manual

¥ PSForms (8125):

Note: Clicking this ik directs you to the USPS Forms page.

Please search for th folowing forms on the page to downioad:

PS Form 8125 (PDF) - Plant-Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consoldated
Verification and Clearance (01/2006)

¥ Customer  Supplier Agreements:
Guide to Customer / Supplier Agreements

T view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download it now.

Download Adobe Acrabat PDF Reader
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2.3.1.6 Link to Domestic Mail Manual

The Domestic Mail Manual (DMM) contains the official rates and standards of the U.S. Postal Service
governing domestic mail services. The public may access the DMM in PDF format on the Postal Explorer
website. The online DMM is updated monthly.

The Domestic Mail Manual section describes the process for viewing the manual. More detailed
information about viewing the Domestic Mail Manual is described in module 12.1.3 — Domestic Malil
Manual.

The user may view the Domestic Mail Manual in .PDF format. The user begins the process by CLICKING
the associated Domestic Mail Manual hyperlink. Upon CLICKING the Domestic Mail Manual hyperlink
the user is brought to a new page with the Domestic Mail Manual displayed.

The USPS Document page is displayed on the following page with the Domestic Mail Manual section
highlighted.
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» Release Hotes:

Release Notes 05232010
Release Notes 08115/2010
Release Notes 04111/2010
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Origin Entry Post-Release Notes 03/28/2010
Release Notes 03114/2010
Release Notes 11/15/2009
Release Notes 10118/2009
Release Notes 08/16/2009
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» Customer Job Aids:

Creating Oriqin Entry Guide (PDF)

Facility Profile Information (PDF!

Manaqing Drop Ship Guide (PDF)

Managing Origin Entry Guide (PDF)

FAST Container Quick Reference Guide

(FDFY
Appointment Shell (PDF)

Formatting and Printing Reports (PDF]

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (POF!

Preferred Publications (PDF)

Resolution and Internet Browser Seftings (PDF)

Web Semwvices Overview (PDF)

Customer / Supplier Agreements (PDF)

Business Customer Gatewa - Dock Handout (PDF]
Business Customer Gateway - New Users (PDF)

Business Customer Gateway - Existing Users (PDF!

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP’
To open the Customer Web Based Training file you must have WIN ZIP. To
begin, save the Customer Drop Ship Web Based Training fil to your deskiop.
Please note this may take several minutes to save. Once the fie is saved, click
the close button and navigate to your desktop. From your desktop EXTRACT
the zip fie. To EXTRACT the file, right-click on the zip file and select "Extract to
Hera®. Once the filsis extractsd to your desktop open the Customer Web
Based Training folder and seleet the "Start Here” (named Start here.ntm ) file
to begin the course
Note: The Customer Web Based Training is best viewsd using Internet
Explorer or Netscape 6.2 or X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP)
To open the Customer Web Based Training fils you must have WIN ZIP. To
begin, save the Customer Origin Entry Web Based Training fil to your
desktop. Please note this may take several minutes to save. Once the fie is.
saved, click the close button and navigale fo your deskiop. From your deskiop
EXTRACT the =i fie. To EXTRACT the file, right-click on the zip il and select
“Extract to Hers™ Onoe th fils s extracted ta your desktop open the
Customer Web Based Training folder and select the "Start Here” (named Start
here htm ) file to begin the course.
Note: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or X web browsers.

» Mailer Rating Information:
Mailer Rating Intreduction (PPT)
Mailer Rating Rating Process (PPT}
Mailer Rating Reports (PPT)
Mailer Rating Review (PPT)

=

Download FAST Drop Shipment User Guide (Version 14):
EAST Drop Shipment Customer User Guide (PDF]
FAST Drop Shipment Customer User Guide (HTML)
EAST Drop Shipment Customer User Guide (ZIP)

» Download FAST Origin Entry User Guide (Version 2):
EAST Origin Entry Customer User Guide (PDF)
FAST Origin Entry Customer User Guide (HTHL}
EAST Origin Entry Customer User Guide (ZIF)

-

Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours fie must be viewed using Excel 2003
or greater

-

Publication 804:
Publication 804

» Domestic Mail Manual
Domestic Mail Manual

» PSForms (8125):

Note: Cieking this nk directs you 1o the USPS Forms page.

Flease search for the folowing forms on the page to download

PS Form 8125 (PDF) - Plant-Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verifieation and Clearance (01/2006)

» Customer ! Supplier Agreements:
Guide to Customer / Supplier Agreements

To views the user guide as a .PDF file you must have Adobe Acrobat Reader. Click
below to download it now.

Download Adobe Acrobat PDF Reader
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2.3.1.8 Link to PS Form 8125

The PS Form 8125 contains the expected unload and appointment information of the scheduled drop
shipment. When the appointment arrives at the drop shipment facility, the dock floor personnel may

record the arrival time and any content discrepancies found between what content was scheduled to

arrive and what content actually arrived. A user may also indicate any load condition irregularities.

The PS Forms section describes the process for downloading the forms. More detailed information about
downloading the Plant-Verified Drop Shipment Form is described in modules 9.1.2 — Download Recurring
Appointment Request Form and 9.1.3 — Download PS Form 8125 (Plant-Verified Drop Shipment Form).

The user may download the form in .PDF format. The user begins the process by CLICKING the PS
Forms Page hyperlink. Upon CLICKING the PS Forms Page hyperlink, the user is brought to the USPS
Forms Page where they may search for PS Form 8125.

The USPS Document page is displayed on the following page with the PS Forms 8125 section
highlighted.

September 30, 2011 FAST Customer User Guide Page 89



Facility Access and Shipment Tracking
User Guide

UNITED STATES
POSTAL SERVICE» Home

Eacility Access and Shipmen

el Facility Access and Shipment Tracking (FAST)

Eacilities
Reports
REL‘_”C“ Reference Documents

Drop Ship Product Fiie Download

» Release Hotes:

Release Notes 05232010
Release Notes 08115/2010
Release Notes 04111/2010
Release Notes 03i28/2010
Origin Entry Post-Release Notes 03/28/2010
Release Notes 03114/2010
Release Notes 11/15/2009
Release Notes 10118/2009
Release Notes 08/16/2009

figw CIN Group List
WTE Retums

» Customer Job Aids:

Creating Oriqin Entry Guide (PDF)

Facility Profile Information (PDF!

Manaqing Drop Ship Guide (PDF)
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Joint Scheduling (PDF)

Mail Direction Report (PDF)
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Web Semwvices Overview (PDF)

Customer / Supplier Agreements (PDF)

Business Customer Gatewa - Dock Handout (PDF]
Business Customer Gateway - New Users (PDF)

Business Customer Gateway - Existing Users (PDF!

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP’
To open the Customer Web Based Training file you must have WIN ZIP. To
begin, save the Customer Drop Ship Web Based Training fil to your deskiop.
Please note this may take several minutes to save. Once the fie is saved, click
the close button and navigate to your desktop. From your desktop EXTRACT
the zip fie. To EXTRACT the file, right-click on the zip file and select "Extract to
Hera®. Once the filsis extractsd to your desktop open the Customer Web
Based Training folder and seleet the "Start Here” (named Start here.ntm ) file
to begin the course
Note: The Customer Web Based Training is best viewsd using Internet
Explorer or Netscape 6.2 or X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP)
To open the Customer Web Based Training fils you must have WIN ZIP. To
begin, save the Customer Origin Entry Web Based Training fil to your
desktop. Please note this may take several minutes to save. Once the fie is.
saved, click the close button and navigale fo your deskiop. From your deskiop
EXTRACT the =i fie. To EXTRACT the file, right-click on the zip il and select
“Extract to Hers™ Onoe th fils s extracted ta your desktop open the
Customer Web Based Training folder and select the "Start Here” (named Start
here htm ) file to begin the course.
Note: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or X web browsers.

» Mailer Rating Information:
Mailer Rating Intreduction (PPT)
Mailer Rating Rating Process (PPT}
Mailer Rating Reports (PPT)
Mailer Rating Review (PPT)

=

Download FAST Drop Shipment User Guide (Version 14):
EAST Drop Shipment Customer User Guide (PDF]
FAST Drop Shipment Customer User Guide (HTML)
EAST Drop Shipment Customer User Guide (ZIP)

» Download FAST Origin Entry User Guide (Version 2):
EAST Origin Entry Customer User Guide (PDF)
FAST Origin Entry Customer User Guide (HTHL}
EAST Origin Entry Customer User Guide (ZIF)

-

Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours fie must be viewed using Excel 2003
or greater

-

Publication 804:
Publication 804

» Domestic Mail Manual
Domestic Mail Manual

|b PS Forms (8125):

Note: Cieking this nk directs you 1o the USPS Forms page.

Flease search for the folowing forms on the page to download

PS Form 8125 (PDF) - Plant-Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verifieation and Clearance (01/2006)

» Customer ! Supplier Agreements:
Guide to Customer / Supplier Agreements

To views the user guide as a .PDF file you must have Adobe Acrobat Reader. Click
below to download it now.

Download Adobe Acrobat PDF Reader
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2.3.3 Drop Ship Product File Download

The Drop Ship Product File Download page describes the process a user can download product files.
The files the user can download are: All Files, Address File, Supplemental Site File, Parcel File, Malil
Direction File, Mail Direction File v2, and CIN List File.

A pre-login user begins the process from the FAST Welcome page. The user CLICKS the Resources
link located in the “Important Information” section. The user is taken to the Resources Landing page
(described in module 4.0 — Landing pages) where the user may select the Drop Ship Product File
Download link, or associated Go> button to display the Drop Ship Product File Download page.

The Drop Ship Product File Download is displayed below.

UNITED STATES
POSTAL SERVICE « Hatrs | Sige O

Facility Accuas and Shipmwent Trcking [FASTE
Facility Access and Shipment Tracking (FAST)
Drop Ship Product File Download

Download File:

All Files | of DEAZDIM B wriled
Address Fike fars of TEEORHTN o amilsay
Supplemental Site File |aw of DEZO20M0] | Bawnbed
Parcel File s of SRIZ0T 00 [
Mail Direction File |su oF 0GRS0 | Bawnleed
Oirigim Endry
TEM Mail Direcieon File ¥2 fary of PEUZHI0I0) Papnissy
CIH Lisa File |an of GESI0ID] | Danmied
Orop Ship Deivery Unf Howrs File (a0 of (02220000 Rownisas
Lagoa Fike [ of DZMAZDIN awrilzed
BMEL Filz Jiurs o DRI Aol
Critical Enbry Tane File | of DEEAR0ND) | awmbead

2.3.3 Label List Files

The Label List File Download page contains a Postal Explorer link to Label List. The Label list link is
accessible from two points in FAST: from the FAST Welcome page (pre-login), from the Resources
Landing page (post-login), and from the FAST Welcome page (post-login), from the Resources Landing
page (post-login),. A pre-login user begins the process from the Resources page. The user CLICKS the
Label List File link or associated Go> button to display the Label List File Download page

The Label List Download page is displayed below:
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POSTAL SERVICE . et | Btk gt

Facility Accuxs and Shipment Tracking IFAST)
Facility Access and Shipment Tracking (FAST)
Label Li=t Files

b Label Lesd Files
Puostal Explorer Link b Laioed List G

Download File:

(3 Lakssd List Filas Download (Al Label Lisis) farn of CRATAZ010] Daweia!
b L 000 MO Labebng List |8 of D3z 0] Desaioad |
Drigin Entry
TEM L0 S-Dugin Scheme . Perisdicale, Standard

»  Mail and Package Services Flates and bregalar o of ticaco1n) | Déwifiosd
Parcals

¥ L 3-Cogit 210 Code Predfic Matis e of DDA O Dzwaipad
L0032 3-Digit 1P Coade Pradix Groups - 3-Digl N .

¥ Scheme Somation [as of D00 | Dawifoad

g I;.?'.I::lfn[:qitap TR LA [od o (EAACEDA0) Dawenivad

N I;lil:ll}ni-];:]-t-lbnqitllp Code Prefis Groups - SCF T Y e e

] L 005 &-Dugit Mefro Scheme |35 o DG 0) Dgwamioad

LT 5-Dagin Scheme - Penddicats, Standard e Daoest
Mail and Packags Services Flats in Bundlas Bt of BARRUZA) ==L

LiOwE 3-Dugit Scheme - Perisdicats, Sandard
Mail and BPM Flats in Bendles

LIS Mixed ADCE - Periodicals, Package
F Services Flals and Irregular Parcels and [ma of DDA ) Davenfioad
Standand Mail Flacs

LIFG MDCIASF Entry - Slandand Mail Lelers and
Pachage Services iregelar Parcels

|arn of (sRECE0 0] Dzwmioar

o of DEHARZD0) Hewminad

L1 Mon-HOHCASE Estry - Periodicals and

s Dswnioad
Slandard Mail Letters i dikproe it =

L2041 Pericdicals Origin Spit and First-Class

b MailMixed ADCAADE rrettmnna | Oeiled )
¥ LG NDCs |=n of BEEAZ010] Denvrilag!
b LEOF A5Fs firs of (R0 Dawaioad
b LEGS ADCs - Irreguias Standand idaed Parcels |25 of DA Of Bewaioad |
¥ L 604 Qrriginading ADCs - Standand Mail brggelar {34 of DS0RE3010) Teweload

Parcels

v L6035 MDCEAERS - Nonmachinabie Parcel Post i oA OB 0) Tavmtoad

WG Prasort and OHDC Prason

LA S.Digit Scherme - Slandard Mail, First-

xy of (MDA Dawaipad
Class Mad, and PacKage Services Parcels -t TRNSLZIAT] v

LEBOT 3-Dugit 21P Code Scat Opbion for Drop-5hip b A Davmtoad |

Mailers
(3 L 30 AADCS - Ladtar-5ize Malings [ of (0010 | Devwaload |
b Layout Filie [ars of (RGNS Dewaioag
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2.3.4 Message Board

Messages are created by administrators in the FAST system to display facility-specific and general
information to the FAST user. Messages are displayed to the user via the Message Board. Pre-login
users may view all general and facility messages that have not yet expired.

The Message Board section describes the process for viewing the board. More detailed information
about the Message Board is described in module 12.0 — Resources.

The Message Board is accessible from three points in FAST: from the FAST Welcome page (pre-login),
from the Resources Landing page (post-login), and from the Message Board Pop Up (post-login). A pre-
login user begins the process from the Resources page. The user CLICKS the Message Board link or
associated Go> button to display the Message Board.

The FAST Message Board is displayed on the following page.

UNITED STATES
POSTAL SERVICE» Home | Sign Qut

Facility Access and Shipment Tracking (FAST)

O Facility Access and Shipment Tracking (FAST)

FAST Message Board

Facility Messages
View Printable Version
General Messages

Facility Messages:

Mo Facility Messages Available

Origin Ent General Messages:

Customer / Supplier
Agreements HNo General Messages Available

TEM
Backto Top

2.3.4 What's New Board

What's New is a message posting system where administrators of the FAST system may display system-
related information to all FAST users. The board will contain any listings with an expiration date equal to
or greater than the current date.

The What's New Board section describes the process for viewing the board. More detailed information
about the What's New Board is described in module 12.0 — Resources.

The What's New Board is accessible from two points in FAST: from the FAST Welcome page (pre-login)
and from the Resources Landing page (post-login). The user begins the process from the Resources
Landing page. The user CLICKS the What's New Board link, or associated Go> button to display the
What's New Board.

The FAST What's New Board is displayed on the following page.
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UNITED STATES
POSTAL SERVICE» Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Rewmnﬁm’i Facility Access and Shipment Tracking (FAST)

What's New Board View Printable Version

No \What's New Posting Available

Backto Top

Origin Entry
Customer / Supplier
Agreements

TEM

2.3.6 View CIN List

The View CIN List section describes the process for viewing the list of active CINs. A user may view the
complete list of active CINs or filter a list of active CINs to the criteria they are interested in. Users may
filter based upon either a single CIN or by CIN characteristics like Mail Class, Mail Shape and Presort.

The View CIN List page is accessible from three points in FAST: from the Resources Landing Page (pre-
login), from the Resources Landing Page (post-login) and from the DEPS Resources Landing Page. The
View CIN List section describes the process for viewing the page. More detailed information about the
View CIN List is described in module 12.0 — Resources.

The FAST View CIN List is displayed on the following page.
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UNITED STATES
POSTAL SERVICE= Home | Sian Out

Facility Access and Shipment Tracking (FAST)

Rm,ﬁnﬁb Facility Access and Shipment Tracking (FAST)

E

View CIN List Return to Previous Screen

The Search and Sort options below allow you to filter the CIN List shown atthe bottom of the
page. Click "Submit” to return to the complete list

Search and Sort Options

Enter CIN
= or
ABEATES Mail Class =
Qrigin Entry Wil
~ . ail Shape -
Customer / Supplier :
Agreements e
= ulmit >
TEM Presort
CIN List
Exce! | B} View Printable Versi
CIN Mail Class Mail Shape Presort
74 Periodicals Flats 5D BC/NBC
322 Periodicals. Flats. 3D BC/NBC
329 Periodicals Flats. SCF BC/NBC
n Periodicals Flats ADC BCMNBC
332 Periodicals Flats. WHKG BCINBC
339 Periodicals Flats SDCR
340 Periodicals Irregular Parcels SDCR
341 Periodicals Letters 5D SCHEME BC
342 Periodicals Letters sDBC
343 Periodicals. Letters SCHEME BC

First| Prev | Page 1, 2, 3

8

| Next | Last Total (251 resufts) |

2.3.7 View CIN Group List

The View CIN Group List section describes the process for viewing the list of active CIN Groups in the
FAST system.

The View CIN Group List page is accessible from three points in FAST: from the Resources Landing
Page (pre-login), from the Resources Landing Page (post-login), and from the DEPS Resources Landing
Page. The View CIN Group List section describes the process for viewing the page. More detailed
information about the View CIN Group List is described in module 12.0 — Resources.

The FAST View CIN Group List is displayed on the following page.
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UNITED STATES
POSTAL SERVICE = Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Recu,,i,,ﬁb Facility Access and Shipment Tracking (FAST)

View CIN Group List

Return to Previous Screen
Below is a list of all CIN Groups with their details.

Downlead into Excel | &k View Printable 0
CIN Group ciis
Defaut DEF
Package Services (Perishable)ireoular Parcels P53, P85, 001, Q02
~ Origin Entry Package Services Parcels P52, P54, 00, Q02
Customer / Supplier
Agreements
TEM Packace Services - BEWLibraryMedia /Fats 635, 635, 637, 638,
i 639, 648, 649, 650, 651,
653, 654, 657, 658, 65
851, 657, 668, 669
Packane Services - BPWLibraryiMedia fireouiar 690,691, 692, 694,
Parcels 59,697, 688
Package Services - BPM/Library/Media Machinable 680, 652, 635, 684,
Parcels 887
Packane Services - Parcel Select liachinable 680,688
Parcels
Packaoe Services - Parcel Select/ Non-lachinabi 628
Parcels
Package Services - Parcel Parcels 638, 690
Packace Services/Flsts 635, 636, 637, 635,
639, 643, 649, 650, 651,
653, 654, 657, 658, 659,
551, 658, PD, PES
Package Servicesfirequiar Parcels 688, 890, 691, 692,
634, 696, 657, 696, P51,
P63, P65, 001, 003, 005,
588
Package ServicesMachinable Percels 660, 662, 663, 664,
680, 652, 653, 654, 667,
685, Q04, 588
Package Services/MNon-achinable Parcels 688, 588
Periodicals (NewsNFlats 421,422, 429, 431,
432, 433, 449, 451, 452,
471,472, 473, 474, 475,
477,478, 479, 460, 481,
az8,Paz
Periodicals (News)lirequisr Parcels 440, 454, 455, 463,
465, 489, 490, 491, 492,
494, 495, 496, 497, 498,
299 Pad
Periodicals MNewsMLetters 441,442, 443, 444,
445, 445, 450, 653, 455,
459, 466, 467, 468, 469,
470, P40, P41, P42
Periodicals (lews)/Machinable Parcsls Pag
Periodicals (News)Mon-Hachinable Parcels pag
PeriodicalsiFiats 321, 322, 329, 31,
332,339, 349, 351, 352,
371, 372, 273, 274, 375,
377,378, 379, 380, 381,
382, 384, 385, 386, 387,
388,P33
Periodicals/ireaulor Pareely 340, 354, 355, 363,
385, 389, 200, 201, 302,
394, 395, 396, 397, 38,
399, P34
PeriodicalsiLefiers 341,342, 343, 344,
345, 346, 350, 353, 356,
3s9, 366, 367, 363, 369,
370, P30, P31, P32
Periodicals/iachinable Parcels P24
Periodicals/MNon-achinable Parcels P34
Standerd/Flats 521,522,
532,539, 549, 572, 573,
574,575, 578,
582, 586, 537, 586, 589,
P00, £03, P04, PS5, P57,
58, PS3
Stengerd/ireauier Percels 500, 501, 502, 590,
se, 562, 8, 599,
600, 601, 602, P01, PO2
StandsroLetters 541,542, 543, 546,
545, 546, 552, 555, 557,
558, 560, 563, 564, 565,
<57, 568, 569, 604, 505,
€06, 607, 606, €09, 611,
PS0, PSt, P52, PS3, PS4,
pes
StanderMachinable Parcels 500, 501, 502, 503,
505, 602, 880, 662, 563,
664, 670, 672, 673, 674
[ Total (27 resuts) |
Export o ownioad into Excel | &l yie e
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All active CIN Groups will be displayed on one page. Each CIN Group in the table will link to a View CIN
Group Details page which will show the details for the CIN Group and the CINs that belong to it.

The View CIN Group List section further describes the View CIN Group Details page which is described in
module 12.0 — Resources.

The FAST View CIN Group Details page is displayed below.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST]

U wseavend  Facility Access and Shipment Tracking (FAST)

View CIN Group - Details

Return to Previous Screen
Below is the CIN information you requested.

Description: Default
Mail Class: Default Perishable

Mail Shape: Default

Origin Entry CINs included in the CIN Group:

Customer |/ Supplier Export options: Download into E —IE
Agreements —

TEM cin Mail Class Mail Shape Presort

DEF Default Default

Total (1 result)

Customer Servics

2.3.8 Mail Transport Equipment Returns Request

The Mail Transport Equipment (MTE) Returns Request page gives users the ability to send a request to
be reviewed by a USPS area contact. The USPS area contact will review the request and follow-up
based on the information provided.

A pre-login user begins by CLICKING on the MTE Returns hyperlink or respective GO button.

The Mail Transport Equipment Returns Request page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE= Home | Sign Out

Facility Access and Shipment Tracking (FAST]

Appointments : .
Recurring Appointments Mail Transport Equi Returns Req
The Mail Transport Equipment Returns Request will be forwarded to a USPS area contact for
review. The USPS area contact will review the information and follow-up based on the
information provided. USPS areas require a minimum of 7 days to review a request, and will
contact you to verify pick-up. If USPS has not responded to your requestin 7 days, please use
the tracking number provided on the confirmation page to follow-up with the HQ Mail Transport
Equipment coordinator.

* Corporate Name FAST ALSO

* Contact Name
Mail Transport Equipment Pick-up Address:
* Address line 1
Address line 2
* City:
* State: —SelectOne- ~
* ZIP Code
* Contact Phone Mumber:
Contact Phone Ext:
* Contact Email Address:
* Preferred Pick-up Date 10/14/2009
Preferred Pick-up start hour: ¥ Hour is military time
Preferred Pick-up end hour ¥ Hour is military time
Mail Transport Equipment types and quantities:
Plastic Pallets:
Tubs:
Trays:
Sacks:
Sleeves:

Rolling Stock:

{Hsmpers, Cages, APCs,
ERMCs)

Comments:

Hint: State Msil Transport Equipment Condition (Good, Fair, Poor)
Example: Trays 12 - Good Condition

(" Send > Clear> Cancel

This process is not supported by the FAST help desk or the fast@usps.com email address
Any support or requests for follow-up must be directed to the USPS HQ Mail Transpaort

Equipment coordinator at hgmte@usps gov.
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3.0 Login/Logout

When the user opens the FAST application, the first page that displays is the Welcome to FAST page.
From the Welcome to FAST page, the user can access the Business Customer Gateway page by clicking
the Login to FAST link located in the Left Navigation Bar or the Business Customer Gateway link
located at the bottom of the page. Alternatively, the user may navigate directly to the Business Customer
Gateway to login. The Username and Password are entered on this page and then verified by the system
upon clicking the Sign In button. Upon login, the Business Customer Gateway page displays.

3.1 Logging In/Logging Out of FAST

In order to access most of the processes available in FAST, the user must login to the application. The
Business Customer Gateway page will verify the Username and Password information entered.

This section includes:

3.1.1 Logging into FAST
3.1.2 Logging out of FAST

3.1.1 Logging into FAST

The user may begin the login process two ways. First, the user may navigate to the Welcome to FAST
page by accessing https://fast.usps.com/ . From there, the user will be directed to the Business Customer
Gateway page upon clicking the Login to FAST link located in the Left Navigation Bar or the Business
Customer Gateway link located at the bottom of the page.

Alternatively, the user may navigate directly to the Business Customer Gateway page to login. Once the
Business Customer Gateway page is reached, the user may enter a Username and Password. Upon
verification, the user will be logged into the Business Customer Gateway. The user may access FAST by
clicking the Schedule a Mailing Appointment (FAST) hyperlink located in the Mail & Transport section
of the page.

The fields and buttons on the Welcome to FAST page are described below. A screenshot of
the page is displayed after the field description.

Field/Button Description

Login to FAST

. Directs the user to the Business Customer Gateway page.
hyperlink

Business Customer

Gateway hyperlink Directs the user to the Business Customer Gateway page.
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User Guide

The fields and buttons on the Business Customer Gateway page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description
Username Field where the user enters his/her Username.
Password Field where the user enters the Password for the associated Username.

| forgot my password
hyperlink

Allows the user to begin the process of resetting his/her password.

Sign In button

Allows the user to access the Business Customer Gateway page after the
correct entry of the Username and Password.
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Logging into FAST

page by performing the following step:

1. CLICK the Login to FAST link in the Left Navigation Bar.

OR:

CLICK the Business Customer Gateway link at the bottom of the page.

application:

PONE

CLICK the Username field and ENTER the Username.
CLICK the Password field and ENTER the Password.
CLICK the Sign In button to login to the Business Customer Gateway.
CLICK the Schedule a Mailing Appointment (FAST) link in the Mail & Transport section.

User Guide

From the Welcome to FAST page, the user may access the Business Customer Gateway

From the Business Customer Gateway page, perform the following steps to access the FAST
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Business Customer Gateway Login Difficulties
If the user login is unsuccessful, an error message is displayed.
3.1.2 Logging Out of FAST

On each page of the FAST application there is a Sign Out link in the right corner of the Top Navigation
Bar.

UNITED STATES . "
POSTAL SERVICE » MHSi nCIut!

Fa_cilii[.ﬂ.ccess and Shipment Tracking fFAST_]

Logging out of FAST

\
\; To exit the FAST application, perform the following step:

~ ?
- @I 1. CLICK the Sign Out button.

A successful logout brings the user to the Business Customer Gateway page. To return to the FAST
application, re-sign in to the Business Customer Gateway.

3.2 Message Board Pop-Up

Messages are created by administrators in the FAST system to display Facility-specific and general
information to FAST users. Messages are displayed to the user via the Message Board pop-up window.

Upon accessing the FAST application, the Message Board pop-up window is automatically displayed.
The user may also access the Message Board from the Welcome to FAST page by clicking on the
Resources link on the Left Navigation Bar or its associated Go> button, followed by clicking on the
Message Board link on the Left Navigation Bar or its associated Go> button. If there is a new message
posted to the Message Board, the user will see a new message alert at login.

The FAST Message Board pop-up window is below.

Facility Access and Shipment Tracking (FAST)

FAST Message Board Close Window

Facility Messages
View Printable Version
General Messages

Facility Messages:

Ho Facility Messages Available

General Messages:
Ho General Messages Available

Bacl to Top
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4.0 Landing pages

The user has several processes they may exercise upon login to the FAST application. The Landing
pages section includes:

4.1 FAST Main Menu — Describes how a user may select the desired landing page.

4.2 Appointments — Describes how a user may select the desired appointment creation and
management function.

4.3 Recurring Appointments — Describes how a user may select the desired recurring appointment
request and management function

4.4 Facilities — Describes how a user may select the desired facility information function.

4.5 Profiles — Describes how a user may select the desired customer profile function.

4.6 Reports — Describes how a user may select a report to view.

4.7 Resources — Describes how a user may select the desired resources function.

The user may access the processes associated with the above sections from the FAST Main Menu page

by CLICKING the associated link or Go> button.

4.1 FAST Main Menu

The FAST Main Menu Landing page lists all FAST related functions accessible to the user depending on
user access levels (described in module 11.1 — Security). The user has the following options to choose
from:

Appointments

Recurring Appointments
Facilities

Profiles

Reports

Resources

The fields and buttons on the FAST Main Menu Landing page are described below. A
snapshot of the page is displayed after the field description.

Go> Displays the Appointments Landing page.
(Appointments)

Go> (Recurring Displays the Recurring Appointments Landing page.
Appointments)

Go> (Facilities) Displays the Facilities Landing page.

Go> (Profiles) Displays the Profiles Landing page.

Go> (Reports) Displays the Reports Landing page.

Go> (Resources) | Displays the Resources Landing page.
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The FAST Main Menu Landing page is displayed below.
UNITED STATES
POSTAL SERVICE» Home | Sign Cut
Facility Access and Shipment Tracking (FAST)
Appointments e - .
mn-weewmsee  Facility Access and Shipment Tracking (FAST)
Facilities
% Welcome to FAST
R neports FAST is a Postal Service™ initiative that improves the drop shipment and Origin Entry
w appointment scheduling processes through allocating appointment availability and
w decreasing dock wait times. FAST is designed to interface with other postal applications and
Customer | Supplier systems to enable ongoing transformation to an environment where the Postal Service and
Agreements customers have end-to-end visibility of the mail product from entry to delivery.
TEM

} Appointments
Appointments contains functionality to create and manage appointments. Go>

» Recurring Appointments
Recurming Appointments contains functionality to request and manage recurning | ggs
appointments. ' '

» Facilities
Facilities contains functionality to view physical and operating characteristics of g5
USPS Facilities. i i

» Profiles
Profiles contains functionality to view corporate and scheduler profile information [ g5
such as name, address, and contact information. ' )

» Reports
Reports contains functionality to obtain information about facilities, schedules, " Bo> )
appointments, and performance. i :

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

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

» Customer | Supplier Agreements
Customer / Supplier Agreements contains functionality to view and download " Go >
Customer / Supplier Agreements. ; :

p Test Environment for Mailers (TEM)
Test Environment for Mailers (TEM) TEM is a testing environment for mailers
who will be participating in Full-Service. TEM provides mailers with a waytotest | Go>
appointment scheduling via Mail XML. For additional information, please
reference the Postal Service Mail. XML Technical Specification for Appointment
Scheduling (FAST) located here.
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4.2 Appointments

The Appointment Management Landing page lists all appointment creation and management functions
accessible to the user depending on user access level (described in module 11.1 — Security). The user
has the following options to choose from:

Create New Appointment page
Manage Existing Appointment page
Create Stand-Alone Content page
Manage Stand-Alone Content page
Manage Closeout Information page
Manage Unscheduled Arrival page

The user begins the process from the FAST Main Menu page. The user CLICKS on the Appointments
link, or associated Go> button to display the Appointment Management Landing page.

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

Go> (Create New
Appointment)

Displays the Create New Appointment page.

Go> (Manage
Existing
Appointment)

Displays the Manage Existing Appointment page.

Go> (Create Stand-
Alone Content)

Displays the Create Stand-Alone Content page.

Go> (Manage
Stand-Alone
Content)

Displays the Manage Stand-Alone Content page.

Go> (Manage
Closeout
Information)

Displays the Manage Closeout Information page.

Go> (Manage
Unscheduled
Arrival)

Displays the Manage Unscheduled Arrival page.

The Appointment Management Landing page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE» Home | Sign Cut

Eacility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Appointments

; T : Appointments contains appointment management functionality. Appointment creation and
SR U ES R modification are available in this module.

Manage Unscheduled Arrival

» Create New Appointment

Recurring Appointments Displays the Create New Appointment page. Ba>
Facilities
Profiles » Manage Existing Appointment
Reports Displays the Manage Existing Appointment page. Go >
Resources
Origin Entry » Create Stand-Alone Content
Customer / Supplier Displays the Create Stand-Alone Content page. Gas
Agreements
TEM » Manage Stand-Alone Content
Displays the Manage Stand-Alone Content page. “Bos
» Manage Closeout Information
Displays the Manage Closeout Information page. E°r
» Manage Unscheduled Arrival
Displays the Manage Unscheduled Arrival page. “Gas

Site Map Customer Service Forms Gov't Services Carsers Privacy Policy Terms of Use ustomer Gatswsy

N
~
~
—
-

Appointment page, Manage Existing Appointment page, create Stand-Alone Content,
Manage Stand-Alone Content, Manage Closeout Information or the Manage Unscheduled
Arrival page (described in module 6.0 — Appointments).

@ From the Appointment Management Landing page, the user may access the Create New
v

4.3 Recurring Appointments

The Recurring Appointments Landing page lists the request and management of recurring appointments
functions (described in module 7.0 — Recurring Appointments). This functionality will allow the user to
submit a recurring appointment request online within FAST.

The user has the following options to choose from:

e Request New Recurring Appointment
e Manage Recurring Appointment/Request
e Manage Publications Exclusions

The user begins the process from the FAST Main Menu page. The user CLICKS on the Recurring
Appointments link, or the associated Go> button to display the Recurring Appointments Landing page.
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The fields and buttons on the Recurring Appointments Landing page are described below. A
snapshot of the page is displayed after the field description.

Go> (Request New Displays the Request New Recurring Appointment Selection page.
Recurring
Appointment)

Go> (Manage Displays the Manage Recurring Appointment/Request Selection page.
Recurring
Appointment/Request)

Go> (Manage Displays the Manage Publications Exclusions page.
Publications
Exclusions)

The Recurring Appointments landing page is displayed below.

E UNITED STATES
POSTAL SERVICE» Home | Sign Dut

Facility Access and Shipment Tracking (FAST

B wescemeed  Facility Access and Shipment Tracking (FAST)

Recurring Appointments

} Request New Recurring Appointment
Displays the Request Mew Recurring Appointment page. Bo=)

» Manage Recurring Appointment/Request
Displays the Manage Recurring Appointment Requests page. B>

) Manage Publication Exclusions
Displays the Manage Publication Exclusions page for Periodicals Recurring ) I
Appointments Go>

Origin Entry
Customer / Supplier
Agreements

TEM

Site Map

Forms Govw't Services Careers Priv:

\
:\ From the Recurring Appointments Landing page, the user may access the Request New
— @ Recurring Appointment page and the Manage Recurring Appointment/Request page
- (4 (described in module 7.0 — Recurring Appointments).
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4.4 Facilities

The Facilities Landing page lists all facility related functions accessible to the user depending on user
access levels (described in module 11.1 — Security). The user may access the Facility Profile section
from the Facilities Landing page.

The user begins the process from the FAST Main Menu page. The user CLICKS on the Facilities link, or

associated Go> button to display the Facilities Landing page.

The fields and buttons on the Facilities Landing page are described below. A shapshot of the
page is displayed after the field description.

Go> (Facility Displays the Facility Profile Selection page.
Profile)

The Facilities Landing page is displayed below.

UNITED STATES
POSTAL SERVICE» Home | Sign Qut

Facility Access and Shipment Tracking (FAST

RAcusing E Facility Access and Shipment Tracking (FAST)

Facilities
Facilities contains functionality to view physical and operating characteristics of LSPS
Facilities.

Reports

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

»  Facility Profile

Displays the Facility Profile page. R

Site Map Customer Service Forms Gov't Services Carssrs Privacy Policy

i
I3

\H//

From the Facilities Landing page, the user may access the Facility Profile page (described in
¥ module 5.0 — Facilities).
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4.5 Profiles

The Profiles Landing page allows the user to search for corporate or scheduler profile. The Profiles
Landing page lists all profile functions accessible to the user depending on user access levels (described
in module 11.1 — Security). The user may access the Corporate Profile page from the Profiles Landing

page.

Additionally, the user can manage their preferred customers (Mail Owners & Mail Preparers) along with
their preferred publications on the Scheduler Profile page. Setting this data will help the user during the
Appointment/Recurring Appointment create/manage processes.

The user begins the process from the FAST Main Menu page. The user CLICKS on the Profiles link, or

associated Go> button to display the Profiles Landing page.

The fields and buttons on the Profiles Landing page are described below. A snapshot of the
page is displayed after the field description.

Go> (Corporate Profile) Displays the Corporate Profile Selection page.

The Profiles Landing page is displayed below.

UNITED STATES
POSTAL SERVICE s Home | Sign Cut

Facility Access and Shipment Tracking (FAST

Rocursing : Facility Access and Shipment Tracking (FAST)

Faciliti
Profiles

Profiles contains functionality to view corporate and scheduler profile information such as
name, address, and contact information.

Corpo rofile

Reports

Resources

Origin Entry
Customer / Supplier

Agreements
TEM

» Corporate Profile
Displays the Corporate Profile page. T
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i/ @?From the Profiles Landing page, the user may access the Corporate Profile page (described
- 4

in module 7.0 — Corporate Profile).

‘ Note: \

E -— The Profiles section allows the user to search for corporate or scheduler E

: ; profile information. The user may search for USPS facility profiles by '

: -_— CLICKING on the Facilities link on the FAST Main Menu page (described in :

1 ,' il 1 !

| module 5.0 — Facility Information). :
4.6 Reports

The Reports Landing page lists all reports management functions accessible to the user depending on
user access levels (described in module 11.1 — Security). The user has the following options to choose
from:

Appointment Calendar

Appointment Rating Analysis Report
Appointment Status Report

Closeout Data Report

Corporate Rating Report

Holiday and Contingency Constraint Report
Mail Direction Search

Recurring Appointment Performance Report
Scheduler Performance Report

Scheduler Report

Slot Availability Report

The user begins the process from the FAST Main Menu page. The user CLICKS the Reports link, or
associated Go> button to display the Reports Landing page.

The fields and buttons on the Reports Landing page are described below. A snapshot of the
page is displayed after the field description.

Go> (Appointment | Displays the Appointment Calendar page.
Calendar)

Go> (Appointment | Displays the Appointment Rating Analysis Report page.
Rating Analysis
Report)

Go> (Appointment | Displays the Appointment Status Report page.
Status Report)

Go> (Closeout Displays the Closeout Data Report page.
Data Report)

Go> (Corporate Displays the Corporate Rating Report page.
Rating Report)
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Go> (Holiday and Displays the Holiday and Contingency Constraint Report page.
Contingency
Constraint Report)

Go> (Mail Direction | Redirects the Mail Direction Search page.
Search)

Go> (Recurring Displays the Recurring Appointment Performance Report page.
Appointment
Performance
Report)

Go> (Scheduler Displays the Scheduler Performance Report page.
Performance
Report)

Go> (Scheduler Displays the Scheduler Report page.
Report)

Go> (Slot Redirects the user to the Slot Availability Report page.
Availability Report)

The Reports Landing page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE» Home | Sign Out

Facility Access and Shipment Tracking (FAST'

Reciusiing E Facility Access and Shipment Tracking (FAST)

Facilities
Profiles Repurts
Appointment Calendar Please select the type of report to view from the left menu or from the report list below which
Appointment Rating Analysis gives a brief description of each report.
Report
Appointment Status Report If you would like to return to pages previously viewed within a report, please use the upper
Closeout Data Report navigation bar or the "Previous Screen” link found in the upper right of each level of a
Corporate Rating Report generated report.
» Appointment Calendar
Displays the number and types of appointments for a designated date range ora
month at a specified facility. Drill-down capabilities allow the user to get more Go=
detailed information for a specific date and hour.
} Appointment Rating Analysis Report
The Appointment Rating Analysis Report displays the appointment rating by ) I
appointment for the Date Range, Facility ID, and Scheduler. | Gos
GR:E?D—"I'EEES } Appointment Status Report
C M Displays appointments for a designated facility or scheduler by the specific ) I
Customer / Supplier appointment status type and time period. | Gos
Agreements
TEM b Closeout Data Report
The Closeout Data Report allows users to enter appointment or recurring ) !
appeintment Id's and view those appointments closeout information. L Go >
» Corporate Rating Report
The Corporate Rating Report displays the number of closed appointments with no
exceptions, appointments that are exceptions, the number of exempt appointments, g .
and the average points awarded per category. i i
» Holiday And Contingency Constraint Report
The primary use of the Holiday and Contingency Constraint Report is to provide
external users with the ability to determine the hours of all facilities dependingona | gp .
preferred view. : i
» Mail Direction Search
The Mail Direction Search allows users to view current and future drop entry points .
by ZIP, Discount, Mail Shape, Mail Class and Effective Date combinations. Go>
} Recurring Appointment Performance Report
The Recurring Appointment Performance Report allows users to enter facilities or .
schedulers and view the corresponding recurring appointment information. _Go>
» Scheduler Performance Report
Displays the counts and percentages of Mo Shows, Cancellations more than 12
hours in advance of the appointment, Cancellations within 12 hours of the TBas)
appaeintment, Late Arrivals, and Unscheduled shipments. ’ i
» Scheduler Report
Displays detailed appointment information for a specific scheduler and select ; X
facility, area, or district. Go>
p Slot Availability Report
The Slot Availability Report displays the current available slots for a specified facility. | g5 .-

Site Map Customer Service Forms
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\\ From the Reports Landing page, the user may access the Scheduler Report, Scheduler
3 Performance Report, Appointment Calendar, Appointment Status Report, Holiday and
- @ G

Contingency Constraint Report, Recurring Appointment Performance Report, Corporate
Rating Report, Appointment Rating Analysis Report, Recurring Appointment Performance
Report, the Closeout Data Report, and the Slot Availability Report (described in module
8.0 — Reports).

4.7 Resources

The Resources Landing page lists all resources functions accessible to the user depending on user
access levels (described in module 11.1 — Security). The user has the following options to choose from:

Reference Documents

Drop Ship Product File Download

Label List Files Download

Message Board

What's New Board

View CIN List

View CIN Group List

Mail Transport Equipment Returns Request

The user begins the process from the FAST Main Menu page. The user CLICKS on the Resources link,
or associated Go> button to display the Resources Landing page.

The fields and buttons on the Resources Landing page are described below. A snapshot of
the page is displayed after the field description.

Go> (Reference Redirects the user to the Reference Documents page.

Documents)

Go> (Drop Ship Redirects the user to the Drop Ship Product File Download page.
Product File Download)

Go> (Label List Files Redirects the user to the Label List Files Download page.
Download)

Go> (Message Board) | Redirects the user to the Message Board page.

Go> (What's New Redirects the user to the What's New Board page.
Board)
Go> (View CIN List) Redirects the user to the View CIN List page.

Go> (View CIN Group Redirects the user to the View CIN Group List page.

List)

Go> (Mail Transport Redirects the user to the View Mail Transport Equipment Returns Request
Equipment Returns page.

Request)

A snapshot of the Resources Landing page is displayed on below.
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UNITED STATES
POSTAL SERVICE» Home | Sign Out

Facility Access and Shipment Tracking (FAST.

o Facility Access and Shipment Tracking (FAST)
intme:

Resources

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

» Reference Documents
Displays the Reference Documents page.

Go >
» Drop Ship Product File Download
Displays the Drop Ship Product File Download page. Go>
MTE Returns
» Label List Files Download
Origin Entry Displays the Label List Files Download page. "Ba> )
Customer / Supplier
Agreements » Message Board
TEM Displays the Message Board page. o>
» What's New Board
Displays the What's New Board page. Go >
» View CIN List
Search for and view CIN details. Go>
» View CIN Group List
View CIN Group list and details. Ga>
» Mail Transport Equipment Returns Request
Displays the Mail Transport Equipment Returns Request page which allows USPSto s
pick-up residual Mail Transport Equipment. | _Go> )

3 From the Resources Landing page, the user may access Reference Documents, Drop Ship

- @, Product File Download, Label List Files Download, Message Board, What's New Board, View
CIN List, View CIN Group List, and Mail Transport Equipment Returns Request (described in
module 9.0 — Resources).
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5.0 Facilities

The Facilities section describes how a user may view facility drop shipment contact information and
facility information within FAST.

5.1 Facility Profile — Describes how a user may access the Facility Profile page to view facility drop
shipment contact and facility information

Users may access the above area in FAST from the FAST Main Menu page by clicking on the Facilities
link, which takes the user to the Facilities Landing page (described in module 4.0 - Landing Pages). From
the Facilities landing page, a user may select either the Facility Profile link associated Go> button to
view the Facility Profile page.

5.1 Facility Profile

Facility profile information consists of the drop shipment contact information, physical characteristics, and
processing responsibilities for a given facility. A user may view facility information for any facility within

FAST.

To view facility information, a user CLICKS the Facility Profile link on the Facilities Landing page. The
user is taken to the Facility Profile Selection page where they may search by: facility, area, or district.

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 Area, District and Facility.

Submit Refreshes the Facility Profile Selection Facility page with the appropriate fields.

State Drop-down box containing state options.

View Cities Retrieves all cities within the selected state that have a facility and populates the cities in
button the City drop-down box. Only cities with postal facilities will be returned.

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

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

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

NASS Code | Displays the three to five character NASS Code.

column

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

column

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

column
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Dropsite Key | The dropsite key identifying the facility.
column
Address The address where the facility resides.
column
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 Coordinator Information

NOTE: The information listed below is shown when a facility is active in FAST

Name Displays the drop ship Coordinator Name.

column

Phone Displays the drop ship Coordinator's phone number.

column

Email Displays the drop ship Coordinator's email address.

column

24 Hour Phone Number to reach the facility at any time of the day.

Phone

Number

column

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

The Facility Profile Selection page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out
Facility Access and Shipment Tracking (FAST;
Appointments e . .
e Facility Access and Shipment Tracking (FAST)
Eacilities
Facility Profile Selection
Profiles Return to Fre
Sl Choose Search Criteria
Resources
" w There are three options to search for facilities: by facility, by district or by area.
Customer / Supplier
‘\—9%;25 Search by area will also display contact information for the Area Coordinator(s).
There are three options to search for a facility.

1. Search for the facility using the "State” field. If the "City” field is not populated, all city
names for the state will be available in the drop down. Once a city is identified, all
facilities associated with the city name will be available for selection.

2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1 or 3.

3. Enter the Facility Name and click search. Select the Exclude Delivery Units checkbox to
exclude Delivery Units from the results for this search option.

Mote: NASS Codes are facility specific codes used by the Mational Air and Surface System for
routing of mail.
* Search By: Facility +  (Submit>
State: —SelectOne—  » (ViewCities> ) | NASS Code: 100 Search >
City:
Facility Mame: Search >

[ Exclude Delivery Units

HASS Facility Facility Dropsite = T

Cade e T Key Address City State  ZIP Code Hame

100 NEW Plant EV159160 341 9TH NEWW NY 101985701 Iris.

YORK AVE RM YORK Mustafa
918
Al m | t
Customer Service
) ; i : "
~ To retrieve a facility profile by facility search:
4
—t g
P 7 1. SELECT Facility from the Search By drop-down box
2. CLICK the Submit button
3. Search for a facility by one of the following two ways:
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To Search for a Facility by state and city:

SELECT a State from the drop-down box

2. CLICK the View Cities button
3. SELECT a city from the City drop-down box
4. CLICK the Search button

To search for a Facility by NASS Code:

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

To search for a Facility 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 and displays the facility information for the selected facility.

From the Facility Prof

ile Selection page, the user may view additional information such as: contact

information, hours of operation, drop ship hours, etc by clicking the hyperlink of the facility listed in the

table.

:’ 3y Note

T Rt

o — You may only search for facilities active in FAST by the NASS Code. Inactive
ol =— facilities must be searched for using the state and city method.

If the use

Selection

________________________________________________________________________

r would like to search for a facility by area or look at all the facilities within an area,

the user can execute a search by Area. The fields and buttons on the Facility Profile

— Area Search page are described below. A snapshot of the page is displayed after

the field description.

*Area ID

Drop-down box containing area ID options.

Exclude Delivery
Units

A user can exclude Delivery Units from the search by checking the Exclude Delivery
Units checkbox.

Search button

Retrieves the facilities located in the selected area ID and displays them in the table.

NASS Code
column

Displays the three to five character NASS Code for each 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.
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District Column

District in which the associated facility is located.

Facility Type
column

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

Dropsite Key

The dropsite key identifying the facility.

column
Address The address where the facility resides.
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 Coordinator Information

Name column

Displays the drop ship coordinator name.

Phone column

Displays the drop ship coordinator's phone number.

Email column

Displays the drop ship coordinator's email address.

24 Hour phone
number column

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

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)..

by Area.

The description below 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.

A snapshot of Facility Profile Selection — Area Search page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE Home | Sign Out

Facility Access and Shipment Tracking (FAST])

M s Facility Access and Shipment Tracking (FAST)

Facil

Facility Profile Selection

Profiles

R 7 Return to F
alis Choose Search Criteria
Resources
= (_ng_mry_ There are three options to search for facilities: by facility, by district or by area.
Customer f Supplier
Agreements Search by area will also display contact information for the Area Coordinator(s)
TEM
* Search By: Area - [ Submit>
*ArealD: 44 -New York Metro (A) N
[¥] Exclude Delivery Units
Search > _L‘Sllnﬂ
HASS - Facility Dropsite :
Eode Facility Name District T g Address City Stat
00964 DMDU ANMEX 008- Annex E0DS130 100 AVE CATAND PR
Caribbean CONQUISTADORES

KINGSHILL AMF 006- Plant AQ06248 1000 ARPORTRD  KINGSHILL W1

Caribbean
006  SAN JUAN 008- Plant EV17273 585 AVE FD SANJUAN PR
Caribbean ROOSEVELT STE
370
SJU  SAN JUAN AMF 006- Plant AV19743 35 AVE JOSE A CAROLINA PR
Caribbean TONY SANTANA
ST THOMAS 008- Plant AD06246 3002 LINDBERG STTHOMAS Wi
AMF Caribbean BAY STE 2
07099 DOMMNICK WV 070- Plant EV19356 850 NEWARKTPKE  KEARNY NJ
DANIELS Northern
New Jersey
NEWY JERSEY 070- Annex E004346 60 MINUE 5T CARTERET  NJ
HASP Northern
New Jersey
NEW JERSEY 070- Annex J0D434Z 1200 HARRISON KEARNY hJ
L&D C Northern TPKE
New Jersey
07Z  MEW JERSEY 070- BMC KV10857 80 COUNTY RD JERSEY CTY NJ
NDC Northern
New Jersey
NEWARK 070- Plant 2 FEDERAL 5Q NEWARK hJ
Northern
New Jersey
NEWWARK 070- Plant E010792 2 FEDERAL 50 NEWARK hJ
Northern
New Jersey
NEWARK ANMC 070- Plant AV18596 399 EARHART DR NEWARK NJ
Northern
New Jersey
NJ 070- Plant E011548 80 COUNTY RD: JERSEY CITY NJ
INTERMATIONAL ~ Northern
OPERATIONS New Jersey
076  NORTHERM NJ 070- Plant E003313 200 INDUSTRIAL TETERBORO  NJ
METRO Northern AVE
New Jersey
TEMP XMAS 070- Annex J011235 77 METRO WAY SECAUCUS NJ
SPACE FY 07 Northern
New Jersey
079  WEST JERSEY 070- Plant EV18873 54 5 JEFFERSON WHIPPANY  MJ
Northern RD
New Jersey
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~ To retrieve all the facilities within an area or to search for a facility within an area, perform the
@ following steps:

Select an Area ID from the Area ID drop-down box
CLICK the Submit button

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

P wN PR

CLICK the Facility Name hyperlink of the desired facility in the table of the requested
facility

If the user would like to search for a facility by district or look at all the facilities within a
district, the user can execute a search by District. The fields and buttons on the Facility
Profile Selection- District Search page are described below. A snapshot of the page is
displayed after the field description.

*District ID Drop-down box containing district ID options.

Exclude Delivery | A user can exclude Delivery Units from the search by checking the Exclude Delivery

Unit Units checkbox.

Search button Retrieves the facilities located in the selected district ID and displays them in the
table.

NASS Code Displays the three to five character NASS Code.

column

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 The dropsite key identifying the facility.

column

Address The address where the facility resides.

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 Coordinator Information

Name column Displays the drop ship coordinator name.

Phone column Displays the drop ship coordinator's phone number.
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Email column Displays the drop ship coordinator's email address.
24 Hour phone Phone Number to reach the facility at any time of the day.
number column
Accepts Drop Displays if the Facility uses FAST to accept drop shipments (Yes); does not use
Ship column FAST to accept drop shipments, (No); in the process of determining if the facility will
use FAST to accept drop shipments (Pending)..

A snapshot of Facility Profile Selection — District Search page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE .« Home | Sign Out

Facility Access and Shipment Tracl

Facility Access and Shipment Tracking (FAST)

Recurring Appointments
Eaci

Facilitv Profile Selection

:rofl:s Return to Previ 21
e Choose Search Criteria
Resources
There are three options to search for facilities: by facility, by district or by area
Agreements Search by area will also display contact information for the Area Coordinator(s).
TEM
" Search By. District ~ (Submit>
* DistrictID: 100 - New York ¥

[Tl Exclude Delivery Units

Search> ) ( Cancel

1=

HASS  povitity Hame  D2CHItY Dropsite 55000 city state ZIP Code
Tvpe  Key

Code Ha
212LENOXHILL  Delivery 909 3RD AVE NEW NY 100229898
ANNEX unit o YORK
26 FEDERAL Delivery S008985 12 BARCLAY ST NEW NY 100072705
PLAZA STATION Unit YORK
ALLERTON Delivery SW11871 2815 WHITE BRONX NY 104679991
Unit PLAINS RD

ANSONIA FINANCE Delfivery SV1A404 178 COLUMBUS ~ NEW  NY 100239998

STATION Unit AVE YORK

ANSONIA Delivery SW11923 178 COLUMBUS ~ NEW  NY 1002399%¢

STATION Unit AVE YORK

APPRAISERS Delivery SD02532 340 W 42ND ST NEW NY 100389998

STORES Unit Fl YORK

AUDUBON Delivery SW11990 511 W 185THST NEW NY 100329898

STATION unit YORK

BATTERY PARK  Delivery S008852 15RECTORST ~ NEW NY 100089882

RETAL Ul Unit YORK

BAYCHESTER Delivery SW12085 1525E GUN HILL BRONX NY 104699998
Unit RD

BOTANICAL Delivery SV12218 2963 WEBSTER BRONX NY 104589991
Unit AVE

BOULEVARD Delivery SV12221 1132 SOUTHERN BRONX NY 104599398
Unit BLVD

BOWLING GREEN Delivery SV12230 50 CHURCH ST~ NEW  NY 100079857

ANNEX Unit STE 200 YORK

BROMX Delivery P\V12306 558 GRAND BRONX NY 104519898
unit CONCOURSE

BROMX Plant EV12305 558 GRAND BRONX NY 104519898 Rar

CONCOURSE Mald

104DM BRONX DETACHED Plant E006936 S02E 132ND ST BRONX NY 104549994 Mr.|
&

IL
Rost
10451 BRONX GPO Delivery SW12307 558 GRAND BRONX NY 104519898 PAL
unit CONCOURSE HIL

BRONX GPO Delivery 4001804 1313 INWOOD  BRONX NY 104529997
ANNEX Unit A
BRONX STC Annex E004348 815 HUTCHINSON BRONX NY 104651818
RIVER PIONY
BRYANT Delivery SV12335 340 W42ND ST NEW  NY 100389998
Unit Fl YORK

CANAL STREET  Delivery SV12411 350 CANAL ST NEW NY 100139898

STATION Unit YORK
CASTLE HILL Delivery SW12450 1183CASTLE  BRONX NY 104629891
HILL AVE

CATHEDRAL Delivery SW12460 215 W 104THST NEW  NY 100259898

STATION unit YORK

CENTRALIZED Delivery 341 9TH AVE NEW NY 101989783

PARCEL POST Unit BSMT BB30 YORK

CHELSEA Delivery SV1A468 217 W1BTHST ~ NEW NY 100119998

STATION Unit YORK

CHEROKEE Delivery SW12556 1483 YORK AVE NEW NY 100759991
Unit FRNT 1 YORK

CHINATOWN Delivery SV12578 6 DOYERS ST HEW  NY 100139991
Unit YORK

CHURCH STREET  Delivery SV12586 90 CHURCH ST NEW  NY 100079998
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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.

The Facility Profile page opens, displaying the contact information for the drop shipment
facility. The fields and buttons on the page are described below. A snapshot of the page
is displayed after the field description.

Holidays button

Displays the Facility Holiday Information page.

Additional Displays the Facility Profile - Additional Information page.
Information

button

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.

Facility Rating
On

Indicates Yes if appointments and customers are subject to rating at the given facility
and No if they are not.

Accepts Drop

Displays if the Facility uses FAST to accept drop shipments (Yes); does not use FAST

Shipments to accept drop shipments, (No); in the process of determining if the facility will use FAST
to accept drop shipments (Pending)..
NASS Code The three to five character NASS Code of the facility.

Drop Ship Coordinator Information

Contact Name

Name of the primary contact person of the drop ship facility.

Hours of
Availability

Time range to reach the drop ship contact person.

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 Ship Coordinator Information

Contact Name

Name of the alternate contact person of the drop ship facility.
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Hours of Time range to reach the alternate contact person.
Availability
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 alternative contact person.
24-Hour Phone Number to reach the facility at any time of day.
Telephone
Number
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
Early Bird Early Bird receiving hours for each day of the week
Hours
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 Height of the dock.
Width Width of the dock.
Depth Depth of the dock.
Facility Yard Information
Maximum The maximum truck length accepted at the facility.
Truck Length
Truck The truck maneuverability at the facility.
Maneuverability
Length Length of the facility yard.
Width Width of the facility yard.
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Surface Type

Type of surface in the facility yard.

Holidays button

Displays the Facility Holiday Information page.

Back button

Displays the Facility Profile Selection page.

Additional
Information
button

Displays the Facility Profile - Additional Information page.

A snapshot of the Facility Profile Search page is displayed below.

UNITED STATES
POSTAL SERVICE

Home | Sign Out

Appointments
Recurring Appoini
Ea

Reports

Resources

Origin Entry
Customer / Supplier
Agreements

IEM

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Facility Profile Selection

Return to Previ
Choose Search Criteria

There are three options to search for facilities: by facility, by district or by area.
Search by area will also display contact information for the Area Coordinator(s).
There are three options to search for a facility.

1. Search for the facility using the "State™ field. If the "City” field is not populated, all city
names for the state will be available in the drop down. Once a city is identified, all
facilities associated with the city name will be available for selection

2. Enterthe MASS Code for the facility. Ifthe NASS Code is not known, use option 1 or 3.

Enter the Facility Mame and click search. Selectthe Exclude Delivery Units checkbox to

exclude Delivery Units from the results for this search option

w

Mote: NASS Codes are facility specific codes used by the Mational Air and Surface System for
routing of mail

* Search By. Facility - ( Submit>
Stale: —SelectOne~ = ( ViewCities> ) | NASS Code: 100 Search >
City:
Facility Mame Search >

[T Exclude Delivery Units

Excel | &
NASS Facility Facility Dropsite o f
Code . Vame Type i nlaias dE SR e
100 NEW Plant EV19160 341 §TH NEW NY 101999701 Iris.
YORK AVE RM YORK Mustafa
918
o Excel | Ehvie
< n 3
Forms Gov't Services Careers Privacy Palic Temme of liss Buciness Customer Gatewsy

N

~

E @ From the Facility Profile Search page, the user may CLICK on the Facility Name to view
information about the facility.
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UNITED STATES
POSTAL SERVICE=

Home | Sign Out

Appointments
Recurring Appointments

Reports

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Facility Profile

Facility Access and Shipment Tracking (FAST)

'Hm‘adxys > Additional Information

Name:

Address:

City:

State:

ZP+4;

District:

Area:

Locale Key:

Surface Visibility Site:

Facility Rating On:
Accept Drop Shipments:
NASS Code:

AGUADILLA

50 CARR 459 STE 1
AGUADILLA

PR

006039998
Caribbean

New York Metro (A)
V7137

No

Na
No

Drop Ship Coordinator Information

Contact Name:
Hours of Availability:
Phone Humber:
FAX Number:

Email Address:

nullnull - nulknull

USPSFAST1@GMAIL.COM

Alternate Drop Ship Contact Information

Contact Name:
Hours of Availability:
Phone Number:

FAX Number:

Email Address:

24-Hour Telephone Number:

Day Date Drop Ship Hours Hours of Operations
Wednesday 10/07/2009 09:00-16:00 03:30-19:00
Thursday 10/08/2009 09:00-16:00 03:30-19:00
Friday 10/09/2009 09:00-16:00 03:30-19:00
Saturday 10/10/2009 03:30-18:00
Sunday 10112009 Closed
Monday 10/12/2009 09:00-16:00 03:30- 19:00
Tuesday 10/13/2009 09:00-16:00 03:30- 19:00
Comments:
Facility Dock
Height:MN/A.
Width:t.  0in.
Depth:ft. 0in.
Facility Yard Information
Maximum Truck Length:20 fi.
Truck Maneuverability:
Length:100 ft
Width:25 f.
Surface Type:Asphalt
Hahdays__> {Bgl{k‘ _A dn_f{!{nm_ﬁ ffr_l_x_)m_mn_m_i

nullnull - nullnull

USPSFAST1@GMAIL.COM

Facility Access and Shipment Tracking (FAST)

Return to Previous Screen

User Guide

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

4

to view additional information about the facility.
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The Facility Profile—Additional Information page has two views; one for default facilities and
one for non-default facilities. A default facility may redirect mail to alternate facilities, and

may also receive redirected mail from other default facilities. A non-default facility may only
receive redirected mail, and not redirect to any other facility. The table below describes the

fields and buttons found on a default page. Following the table is a snapshot of the page for
default facilities.

Facility Name

Full name of the facility.

"Facility Name" is
the main
processing facility
for

The ZIP/Carrier Route for which the facility serves as a default.

"Facility Name" is
also accepting
the following mail
table

Table displaying the mail redirected from other facilities to the current facility.

CIN Group

column Displays the CIN Group(s) of mail redirected to this facility.
Pallet Code Displays the Pallet Code for mail redirected to this facility.
Discount Displays the Discount for mail redirected to this facility.

ZIP/Carrier Route
Serviced

List of ZIP/Carrier Routes that the redirection applies to for the given CIN
Group and Discount.

Effective Dates

Displays the Effective Dates of the redirection.

Truck Length

Indicates if the redirection applies only to specific truck lengths.

Pallet Code
Legend:

Y = Yes, redirection applies to palletized mail

N = No, redirection applies to non-palletized mail

"Facility Name" is
directing mail to
the following
facilities table

Table displaying the mail redirected from this facility to other facilities.

Facility Name

Lists the facility name to where the CIN Group is redirected.

CIN Group Lists the CIN Group(s) redirected from the default facility.

Indicates whether the redirection applies to palletized mail or non-palletized
Pallet Code mail.
Discount Destination discount associated with CIN Group and destination.

ZIP/Carrier Route
Serviced

The list of ZIP/Carrier Routes that the redirection applies to for the given CIN
Group and Discount.
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Effective Date Effective date of the redirection.
i Note
E ) 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

A snapshot of the Facility Profile — Additional Information (default facility) page is displayed on the
following page.
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UNITED STATES
POSTAL SERVICE» Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Rorueting : Facility Access and Shipment Tracking (FAST)

Eacilities

Facility Profile - Additional Information Return to Previous Screen

Facility Name: 100053831-NEW YORK

NEW YORK is the main processing facility for:

Reports
Resources ZIP/Canier Route Serviced: SCF: 100-102
Origin Entry DDU: 10099, 10181, 10179
Customer / Supplier ADC: 100-102, 104
Agreements
TEM NEW YORK is also accepting the following mail:
Export =%
Pallet ZIP/Carrier Route i Truck
CIN Grou Cole Discount Ceiaced Effective Dates Lt

Ho Records Found

Total (0 result)

Fallet Code Legend: Y = pelletized mail including “cther containers™, N = non-palletized mail

Mote: ZIP/Camier Route Serviced can be 2-Digit ZIP Code, 5-Digit ZIP Code snd/or 5-Digit ZIP Code plus Camier Route:

MEW YORK is directing mail to the following facilities:

ZIPiCarrier
Pallet . > Truck
Code Route Effective Dates Lt

Serviced

Eacility Name CIN Group

DaLLAS AMC  Periodicals/Mon-Machinable ' ADC  100-102, 104 02/08/2006- MiA

Parcels 12/31/2558

DALLAS AMC Periodicals/Flats. L ADC  100-10Z, 104 02/08/2008- HIA
12/31/2999

DALLAS ANMC Perindicals/Flats. N ADC  100-102, 104 02/08/2008- HIA
1213112999

DALLAS ANMC Periodicals (News)J/Letters N ADC 100-102, 104 02/08/2006- NIA
12/31/2989

DALLAS AMC  Periodicals (News)letters N ADC  100-102, 104 02/08/2006- NIA
12/31/2999

DALLAS AMC Periodicals (News)Flats & & ADC  100-102, 104 02/06/2006- MA
12/31/2999

DALLAS AMC Periodicals (News)Flats N ADC  100-102, 104 02/06/2006- H/A
12/31/2999

DALLAS AMC  Periodicals (News)rregular Y ADC  100-10Z, 104 02/08/2008- MA
Parcels 12/31i2558

DALLAS AMC  Periodicals (News)irregular N ADC  100-102, 104 02/08/2006- MiA

Parcels 1273172899
DALLAS AMC Perindicals ¥ ADC  100-10Z, 104 02/06/2008- HIA
(News)Wachinable Parcels 1213112999

| Prev | Page 1, 2 30 | Next| Last Total (16 results)
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¢ Note: N
If the facility is a NDC, and there are no directions provided, the user will be given a link

. \ =) tothe NDC Homepage. |
V= !
E = ¢ 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. \
| The NASS Code field is not editable for Facility Users of a DDU. i
'\ FAST Coordinators may also enter directions in the comments section. ,"

The Facility Profile —Additional Information page for non-default facilities is the same as the page for
default facilities except for the deletion of one table. The Processing Redirections to Alternate Facilities
section is omitted because non-default facilities cannot redirect mail anywhere. The Facility Profile —
Additional Information (non-default facility) page is displayed on the following page.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST

I veveed  Facility Access and Shipment Tracking (FAST)

Facility Profile - Additional Information Return to Previous Sereen
Profiles
Reports Facility Name: 100102398-ANSOMNIA FINAMNCE STATION
e ANSONIA FINANCE STATION is al ting the followi il:
Origin Ent is also accepting the following mail:
Customer / Supplier
Agreements Export options: Download into Excel |E_ iew Printable on
e Pallet ZIPiCarrier Rout Truck
alke E arrer Koute - ruci
CIN Group Code Discount Cariead Effective Dates Lenaih

No Records Found

Total (0 resutt)

Site Map
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6.0 Appointments

The Appointments section describes the processes for creating, viewing and managing appointments in
FAST. It also includes the processes for requesting recurring appointments at facilities and managing
recurring appointment instances. The section includes the following:

6.1 Create New Appointment — Describes how a user may create and submit an appointment in FAST
6.2 Manage Existing Appointment- Describes how a user may edit or cancel an appointment

6.3 Create/Manage Stand-Alone Content - Describes how a user may create a stand-alone content,
associate a stand-alone content with an appointment, and manage a stand-alone content.

6.4 Create a Drop Ship One-Time Appointment Shell — Describes how a user may create an
appointment shell.

6.5 Drop Entry Point System (DEPS) Overview — Gives a brief introduction to DEPS

A user may access the processes associated with the above sections from the FAST Main Menu page by
CLICKING on the Appointments link. The Appointments link takes the user to the Appointment
Management landing page (described in module 4.0 — Landing pages) where the user may CLICK the
Create New Appointment link or the Manage Existing Appointment link.

6.1 Create New Appointment

The Create New Appointment section consists of the different actions a user may perform to create a new
appointment in FAST. A user may create appointments at any active facility but may only view and
manage appointments to which they are associated. For example, a corporate user may view and
manage appointments created by schedulers that are associated to the corporate user. Scheduler users
may only view and manage appointments that they have created. Section 11.1 — Security describes what
the different user types have access to view, create and modify.

Creating a new appointment requires a user to first search for availability for the desired date, volume
capacity and appointment type at a specified facility. A user must associate at least one set of content
information to the appointment for the appointment to be valid. Origin Entry contents can be added to a
Drop Ship One-Time appointment if at least one of the contents is Drop Ship. Once the user has added
all the separate sets of content information associated to the appointment, the appointment is submitted
and created in the system. Users also have the ability to create drop ship One-Time appointment shells
(One-Time appointments with no associated contents). Content can be added at a later time by the
Scheduler or Mail Owner/Mail Preparer. The Create New Appointment section details the above process
and is outlined below:

6.1.1 Searching for Appointment Slot Availability
e Searching for All Appointment Types on a Single Date
e Searching for a Specific Appointment Type on a Span of Dates
e Searching for All Appointment Types on a Single Date — Perishables and Periodicals
e Searching for a Specific Appointment Type on a Span of Dates — Perishables and Periodicals
6.1.2 Creating a New Appointment
6.1.3 Adding Content Information to an Appointment
6.1.4 Confirming New Appointment Creation
6.1.5 Creating an Appointment for a Multi-Stop
6.1.6 Multi-Stop Management
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6.1.1 Search for Appointment Slot Availability

A facility’s availability to receive a drop shipment is shown in FAST by listing the number of available
‘slots’ or appointments the facility may receive per hour and by displaying the remaining amount of mail
volume a facility may process for the day. A user must not only select an available slot but must take into
account the remaining volume available at the facility and ensure the appointment will not exceed it.

To search for an available slot for an appointment, a user must first CLICK the Create New Appointment
link on the Appointment Management landing page. The user is taken to the Appointment Slot Availability
page where they may search for available slots by specifying a facility, appointment type and date.

The fields and buttons on the Appointment Slot Availability 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 all cities within the selected state that have a facility and populates the
button cities in the City drop-down box.

City Drop-down box containing the cities within the specified state that have a facility.

Search button

Retrieves the facilities located in the selected state and city and displays them in the
Facility drop down box.

NASS Code

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

Search button

Retrieves the facility associated with the NASS Code and displays it in the Facility
drop-down box.

*Facility Drop-down box containing the facility associated to the city/state combination or
NASS Code.

Standard Indicates the appointment contains Standard Mail contents.

Checkbox

Package Indicates the appointment contains Package Services Mail contents.

Services

Checkbox

Periodicals Indicates the appointment contains Periodicals Mail contents.

Checkbox

All Contents are
Perishable
checkbox

Indicates the appointment contains only Perishable contents.

*Customer
Registration ID

Drop-down box listing the Mailer's code and name to associate to the new
appointment.

*Appointment
Type

Drop-down box listing the different appointment types: Pallet, Speedline, Bedload,
Drop and Pick, All (to indicate all appointment types).

*Select Date
Range

Selects the date range to search for available slots for the specified appointment type
and facility. Depending on the appointment type, the range may be restricted to only
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one day or up to seven days total. Both date fields default to the current date.

Search button Retrieves the available appointment slots based on the entered criteria.

The Appointment Slot Availability page is displayed below.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointment Slot Availability

Man I ut Information e
Choose Search Criteria

Manage Unscheduled Arriva 2 q
Please enter the following information ( * Reguired Fisids )
Please note that if you choose to view slot availability for all appointment types, you may only

view availability for a single day at atime.
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

Origin Entry “View Cities”. Cities and Facilities within the selected state will be available for

Customer | Supplier 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 MASS Code is not known, use option 1

State: —SelectOne— v | View Cities > MASS Code: Search >

City:
* Facility.

Mail Class
[”] standard
(] Package Serices

["] Periodicals

[Z] All contents are Perishable

Bttt A5 T ALSO - 4433047 -

Registration ID

ppointment Type: All
* Select Dats
e anae, 1010712009 To: 10/07/2008 )

4 = m

Search >

\
:\ To view a facility’s availability for a drop shipment, the user must first search for the facility,
= @( which is then populated in the Facility drop-down box. Perform the following steps to search

for a facility:

To Search for a Facility by State and City:
SELECT a State from the drop-down box

2. CLICK the View Cities button
3. SELECT a city from the City drop-down box
4. CLICK the Search button, populating the facility in the Facility drop-down
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To Search for a Facility by NASS Code:
1. ENTER the three to five character NASS Code in the NASS Code textbox
2. CLICK the Search button, populating the facility in the Facility drop-down

Perform the following steps to view the facility’s availability for a drop shipment:
1. SELECT the facility in the Facility drop-down
2. SELECT a Mail Class checkbox (es)

3. CHECK the All Contents are Perishable checkbox if the appointment contains only
perishable contents

SELECT the Customer Registration ID from the drop-down
SELECT the Appointment Type from the drop-down
ENTER the Date Range

S L

CLICK the Search button

The Appointment Slot Availability Results page opens. The results pages display the available slots and
remaining volume capacity available for the given facility, appointment type, date range and scheduler.

When a user selects either only Periodicals or the All Contents are Perishables checkbox, the
remaining volume is not displayed because volume availability is not affected by contents that are
perishable or Periodicals. Appointment slot availability is shown for all hours a facility is open and staffed.

Depending on the search criteria entered, there are four possible results pages:

e All Appointment Types on a Single Date - Displays four tables containing appointment slots
organized by appointment type and a table displaying remaining volume available by mail shape

e Specific Appointment Type on a Span of Dates — Displays the available slots table for the specified
appointment type and the remaining volume table arranged by dates within the date range

o All Appointment Types on a Single Date - All contents are Perishable check box or Periodicals Malil
Class checkbox — Displays four tables containing general availability per hour by appointment type

e Specific Appointment Type on a Span of Dates - All contents are Perishable check box or Periodicals
Mail Class checkbox - Displays a general availability table for the specified appointment type
arranged by dates within the date range

The page descriptions for each result page are detailed below:

Appointment Slot Availability Results (All Appointment Types on a Single Date) page
The fields and buttons on the page are described below. A snapshot of the page is displayed
after the field description.

Appointment Slots | A table for each appointment type displaying the number of available slots per hour
Available by Type of the day.
tables

Hour row Displays each hour of the day in military time.
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Slots row

Displays the number of available slots for each hour; each available slot number is
a hyperlink where the user CLICKS to proceed in the appointment creation process.

Remaining Volume

Displays the remaining volume available at the facility for the specified day per mail

Available table shape.

Cancel button

Displays the Appointments Landing page.

The Appointment Slot Availability Results (All Appointment Types on a Single Date) page is displayed

below.
UNITED STATES
POSTAL SERVICE«
Facility Access and Shipment Tracking (FAST
Facility Access and Shipment Tracking (FAST)
Appointment Slot Availability
Return to Fr
Selected Criteria
Scheduler ID: 410001
Scheduler Name: Scheduler 1
Facility Name: DENYER
NASS Code: 11002
Appointment Type: All
Selected Date: 1171252004 - 1171 272004
Appointment Slots (Trips) Available by Type:
Mote: Cells without contents mean that no slots are available.
Pallet
1 result
Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour
L] 1 2 3 4 5 13 T 8 3 10 1" 12 13 4 15 1% 7 18 13 20 21 2 3
Slots 0 10 10 |10 (10 |10 10 (10 10 10 10 10 10 10
1 result
Speedline
1 result
Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour
0 1 2 3 4 H [ 7 13 3 10 1" 12 13 4 15 3 7 18 13 20 Fil 2 23
Slots 0 10 10 (10 10 (10 |10 (10 10 10 10 10 10 10
1 result
Bedload
1 result
Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour
L] 1 2 3 4 5 13 8 3 10 1" 12 13 14 15 1% 7 18 13 20 21 2 3
Slots 10 |10 (10 (10 (10 |13 10 |10 10 |10 10 |10 10 10
1 result
Drop and Pick
1 result
Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour
0 1 2 3 4 H [ 7 13 3 10 1" 12 13 4 15 3 7 18 13 20 Fil 2 23
Slots 0 10 10 (10 10 |10 (10 (10 10 10 10 10 10 10
1 result
Remaining Yolume Available:
1 result
Machinabl i Irragul
Mail Shape Letters Flats ACINARIS e chinable oo
Farcels FParcels
Farcels
Lirmits 11,400,000 11,400,000 11,400,000 11,400,000 11,400,000
1 result
f}arrcvﬁ
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Appointment Slot Availability Results (Specific Appointment Type on a Span of Dates)
The fields and buttons on the page are described below. A snapshot of the page is displayed
after the field description.

Appointment
Slots Available
table

A table displaying the number of available slots for the appointment type for each hour
for each day in the date range.

Available table

Hour row Displays each hour of the day in military time.

Day column Lists the days in the specified date range.

Slots rows Displays the number of available slots for each hour; each available slot number is a
hyperlink where the user CLICKS to proceed in the appointment creation process.

Remaining Displays the remaining volume available at the facility for all days in the date range per

Volume mail shape.

Day column

Lists the days in the specified date range.

Remaining
Volume rows

Displays the remaining available volume for each day in the date range per mail shape.

Cancel button

Displays the Appointments Landing page.

The Appointment Slot Availability Results (Specific Appointment Type on a Span of Dates) page is
displayed on the following page.
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UNITED STATES

POSTAL SERVICE « Home | Sign Out

Facility Access and SI!ip_ment Trackil_]g {FAST b

Facility Access and Shipment Tracking (FAST)

Appointment Slot Availability

Return to Previous Screen
Selected Criteria

Scheduler ID: 100164303003
Scheduler Name: ESPHM - MEW YORK (FAST)
Facility Name: NEYW YORK
NASS Code: 100
Appointment Type: Pallet
Selected Date: 04/30/2008 - 05/032008

Appointment Slots (Trips) Available:
Mote: Cells without contents mean that no slots are available.

4 resuts
D Hour Hour Hour Hour Hour Hour Hour Hour Hedr Hour Hedr Hour Heur Hour Hour Hour Hour Hour Hour Hour Hour Hedr Hour Heodr
LS 4 TN 00 ) Ol v ) = 7l o Pl - 2 e el e A e

Wednesday B5 | B4

043002008

Thursday 60 B3 70 B3 B3 /0 G g0

0501 /2008

Frickay 65 B3 70 B3 B3 70 B3 B0

050202008

Saturcay B0 65 70 G5 B3 70 65 B0

05032008

4 results

Remaining Yolume Availahle:

4 results
. Hon-
Day Letters Flats Rachahls Machinable Ity
Parcels Parcels
Parcels
Wednesday 04/30/2008 900,000 300,000 895 860 900,000 900,000
Thursdsy 05/01/2008 | 900,000 300,000 900,000 Q00,000 Q00,000
Fricay 050202008 900 000 900,000 900,000 900 000 900 000
Saturday 050032008 900,000 900,000 900,000 900,000 900,000
4 results
( Cancel )
Site hisp Contact Us Forms Gov't Services Lareers FPrivacy Policy Terms of Lise Hational & Premier Accounts

Note:

'
1
:
Ll
N
'
'
1
1
'

For all result pages, the available appointment slots displayed are hyperlinks
which take the user to the next page in the appointment creation process. A
user must ensure there is available volume at the facility for the appointment
when selecting a slot.
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Appointment Slot Availability Results (All Appointment Types on a Single Date — All
contents are Perishable or Periodicals Mail Class)

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

All Contents Note displaying that all contents for the appointment are either perishable or
are Perishable | Periodicals.

or All Contents
are Periodicals

Appointment A table for each appointment type displaying the available hours the facility may accept
Slots Available | drop shipments.

by Type tables

Hour row Displays each hour of the day in military time.

Slots rows Displays an ‘A’ to indicate that hour is available for drop shipments of an all perishable

or Periodicals appointment.

Cancel button Displays the Appointments Landing page.

The Appointment Slot Availability Results (All Appointment Types on a Single Date - All contents are

Perishables or Periodicals) page is displayed below.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointment Slot Availahility — Perishables and Periodicals
Return to Previous Screen
Selected Criteria

Scheduler ID: 929299209930
Scheduler Hame: Hailer 1
Facility Hame: NEW YORK
NASS Code: 100
Appointment Type: All
Selected Date: 05/04/2008 - 05/04/2008
All Contents are Periodicals

Appeintment Slots (Trips) Available by Type:
Maote: Cells without contents mean that the facility is not open or unstaffed

Pallet

1 result
HOUT HOUT HOUT HOUP HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUI HOUT HOLT HOUT HOUT HOUT HOUT Hour HOuI Hour Hour
L) S ) T A T R M O A S R -

Speedline

1 result
HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT KOUT HOUT HOUT HOUI HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUI HOUT HOUP
) T B A ] a =z

R 5 2

Bedload
1 result
HOUF HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT KOUT HOUT HOUI HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOWI HOUT Hour
FEYEN N ER R R g || v (D et | e [l e [ e
1 rezult
Drop and Pick (Available only at BMC with prior approval from a BMC manager.)
1 result
HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT KOUT HOUT HOUF HOUT HOUT HOUT HOUT HOUT HOUT HOUI HoUT Hour
) 0 0 1 0 3 D S s e e

sots{ A A laAalalalalalalalalalalalalalalalalalalalala
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Appointment Slot Availability Results (Specific Appointment Type on a Span of Dates —
All contents are Perishables or Periodicals) page

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

All Contents Note displaying that all contents for the appointment are either perishable or
are Perishable | Periodicals.

or All Contents
are Periodicals

Appointment A table displaying the hours the facility is available to receive drop shipments for all
Slots Available | days in the specified date range.

table

Hour row Displays each hour of the day in military time (0-23).

Day column Lists the days in the specified date range.

Slots rows Displays an ‘A’ to indicate that hour is available to receive an appointment of all

Periodicals or all perishable contents.

Cancel button Displays the Appointments Landing page.

The Appointment Slot Availability Results (Specific Appointment Type on a Span of Dates - Perishables
and Periodicals) page is displayed 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 Slot Availahility — Perishables and Periodicals

Return to Previous Screen
Selected Criteria

Scheduler ID; 992929929950
Scheduler Hame: Hailer 1
Facility Hame: NEW YORK
NASS Code: 100
Appointment Type: Pallst
Selected Date: 02/04/20082 - 05/10/2008
All Contents are Periodicals

Appointment Slots (Trips) Available:
Mate: Cells without contents mean that the facility is not open or unstaffed

7 results

Dar HOUT  HOUT HOUT HOUT HOLT HOUT HOUT HOUT HOUT HOUT HOUT HOLT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT HOUT Hour
S T ) O ) 0 s s A e 0

Sunday
[

Friday
05/08/2008
Saturday
05/10/2008
T results

Cancel

-— Note:

— ‘A’ indicates the facility is open and staffed to receive a drop shipment at the
— specific hour.

6.1.2 Create a New Appointment

From the Appointment Slot Availability Results page, a user CLICKS on an available slot hyperlink to
continue the appointment creation process. After CLICKING a hyperlink, the user is taken to the Create
New Appointment page for the specified scheduler, appointment type, appointment date and facility.

Appointment level information is entered on the Create New Appointment page.
The fields and buttons on the Create New Appointment page are described below. A

snapshot of the page is displayed after the field description. Required fields are identified by
an asterisk (*).

*Submission Drop-down box where the user may specify if the appointment is being created online or
Method via the phone; This field displays as read-only and set to Online.
Bill of Lading The bill of lading number associated to the appointment.
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Number
Number of The number of pallet positions.
Pallet Positions
Vehicle ID The ID of the vehicle.
Shipper Name | The name of the company transporting the shipment.
Multi-Stop Indicates if the appointment is the part of a multi-stop; enables linking of appointments
checkbox within the system.
Comments Any additional comments.

Add Content Displays the Add Content Information page.
Info button

Cancel button Displays the Appointments landing page.

The Create New Appointment page is displayed below.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Berememend  Facility Access and Shipment Tracking (FAST)

Create New Appointment

Please enter the following information to create an appointment. Once the infermation has
been entered, select the Add Content button to enter content summary information for each
mailing in the appointment. { * Required Fizlds )

Manage Unscheduled Arrival

Recurring Appointments
Facilities

Profiles

Reports

Customer Registration 1D: 4433047
Facility Name: NEW YORK
Resources NASS Code: 100

Origin Entry Maximum Truck Length: 53 fi.
Customer / Supplier Appointment Date: 10/14/2009
Agreements Appointment Time: 12:00
TEM Appointment Type: Bedload
Mail Class(es): Standard

* Submission Method: | Online
Bill of Lading Number:
MNumber of Pallet Positions:

Vehicle/Trailer 10:

Shipper Name:

[TIPlease check here ifthis appointment is part of a Multi-Stop
Comments: ,

Cancel Add Content
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~ @? To enter appointment level information and access the Add Content Information page,

perform the following steps on the Create New Appointment page:

ENTER the Bill of Lading Number of the scheduled appointment
ENTER the Number of Pallet Positions of the scheduled appointment
ENTER the Vehicle ID of the scheduled vehicle for the appointment

CHECK the Multi-Stop checkbox if this appointment is part of a multi-stop trip

1

2

3

4. ENTER the Shipper Name of the scheduled appointment

5

6. ENTER any additional Comments for the appointment; product name should be entered
7

CLICK the Add Content button, displaying the Add Content Information page

Note:
— Multi-Stop appointments are discussed in section 6.1.5 — Creating an
—_— . .
—_— Appointment for a Multi-Stop

6.1.3 Add Content Information to an Appointment

The Add Content Information page associates content information to an appointment. At least one
content information set must be created to make a valid appointment. A user may add Origin Entry
contents to a drop ship One-Time appointment if at least one of the contents is drop ship. Content
information describes the mail associated with each PS Form 8125, or each line of a consolidated PS
Form 8125C.

A user may encounter restrictions when entering content information, depending on the mail class(es)
selected on the Appointment Slot Availability page. Additional error messages (section 1.3.3 — Error
Messages) will be displayed if the user tries to submit a content that violates any of the restrictions. The
message describes the restriction to help the user to submit valid information.

The fields and buttons on the Add/Edit Content Information page are described below. A
snapshot of the page is displayed after the field description.

Update Content | The number of expected Standard contents to be created with the appointment. It is
Capacity: only available if the Standard checkbox was checked on the Appointment Slot
Standard Availability screen.

Update Content | The number of expected Package Services contents to be created with the

Capacity: appointment. It is only available if the Package Services checkbox was checked on the
Package Appointment Slot Availability screen.
Services

Update Content | The number of expected Periodicals contents to be created with the appointment. It is

Capacity: only available if the Periodicals checkbox was checked on the Appointment Slot
Periodicals Availability screen.
Manage Changes the number of contents associated with the current appointment.

Content button

Associate Opens the Associate Stand Alone Content page (Available only if stand-alone contents
Stand Alone
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Content button

are associated to the user’s Scheduler ID).

The description below describes the Standard Content Grid. It is displayed when a number of expected
standard contents are entered into the Standard text box ,and the Manage Content button has been

CLICKED

Content
Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content.

Mail Preparer
ID

Drop-down box listing the name and partial scheduler IDs of available mail preparers.

Mail Owner ID

Drop-down box listing the name partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners for this specific content.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape; Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name

The name of the content being created.

Count of
Pallets
Containing
Sacks

The total number of pallets containing sacks for this specific content.

Count of
Pallets
Containing
Trays

The total number of pallets containing trays for this specific content.

Count of
Pallets
Containing
Parcels

The total number of pallets containing parcels for this specific content.

Count of
Pallets
Containing
Bundles

The total number of pallets containing bundles for this specific content.

Bedloaded
Sack Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded
Tray Count

The total number of trays that are bedloaded for this specific content.

Bedloaded

The total number of parcels that are bedloaded for this specific content.
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Parcel Count

Bedloaded
Bundle Count

The total number of bundles that are bedloaded for this specific content.

In Home Start
date

The starting date and time the content is expected to arrive at the final destination.

In Home End
date

The ending date and time the content is expected to arrive at the final destination.

eVS Content
Checkbox

Indicates eVS content if checked.

eFile Number

The eFile Number of the eVS content being added.

Number to Drop-down box listing the number of times to duplicate the selected content. This will
Duplicate Creates specified number of duplicates of existing content to minimize re-keying of data.
Duplicate Displays the Add Content Information page with the content duplicated the selected
button number of times.

The description below describes the Package Services Content Grid. It is displayed when a number of
expected Package Services contents are entered into the Package Services text box ,and the Manage
Content button has been CLICKED

Content
Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content.

Mail Preparer
ID

Drop-down box listing the name and partial scheduler IDs of available mail preparers.

Mail Owner ID

Drop-down box listing the name and partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners for this specific content.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape; Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name

The name of the content being created.

*Package
Services Sub-

Type

Drop-down box listing the following options to specify package services sub-type; Parcel
Select, or BPM/Library/Media (only for Package Services).

Perishable
checkbox

Indicates if the content is perishables (only for Package Services).
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Count of
Pallets
Containing
Sacks

The total number of pallets containing sacks in the appointment for this specific content.

Count of
Pallets
Containing
Trays

The total number of pallets containing trays in the appointment for this specific content.

Count of
Pallets
Containing
Parcels

The total number of pallets containing parcels in the appointment for this specific
content.

Count of
Pallets
Containing
Bundles

The total number of pallets containing bundles in the appointment for this specific
content.

Bedloaded
Sack Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded
Tray Count

The total number of trays that are bedloaded for this specific content.

Bedloaded
Parcel Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded
Bundle Count

The total number of bundles that are bedloaded for this specific content.

In Home Start
date

The starting date and time the content is expected to arrive at the final destination.

In Home End
date

The ending date and time the content is expected to arrive at the final destination.

eVS Content
Checkbox

Indicates eVS content if checked.

eFile Number

The eFile Number of the eVS content being added.

Number to Drop-down box listing the number of times to duplicate the selected content. This will
Duplicate help to duplicate existing contents and minimize re-keying of data.

Duplicate Displays the Add Recurring Content Information page with the content duplicated the
button selected number of times.

The description below describes the Periodicals Content Grid. It is displayed when a number of expected
Periodicals contents are entered into the Periodicals text box ,and the Manage Content button has been

CLICKED

Content Number

Number of the current content being created.

Clear Content

Clears the data fields in the content.
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Checkbox

Mail Preparer ID

Drop-down box listing the name and partial scheduler IDs of available mail preparers.

Content Name

The name of the content being created.

Mail Owner ID

Drop-down box listing the name and partial scheduler IDs of available mail owners.

News checkbox

Select the checkbox if the content is news (only for Periodicals).

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape; Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Count of Pallets
Containing
Sacks

The total number of pallets containing sacks in the appointment for this specific
content.

Count of Pallets
Containing Trays

The total number of pallets containing trays in the appointment for this specific content.

Count of Pallets
Containing
Bundles

The total number of pallets containing bundles in the appointment for this specific
content.

Count of Pallets
Containing
Parcels

The total number of pallets containing parcels in the appointment for this specific
content.

Bedloaded Sack
Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded Tray
Count

The total number of trays that are bedloaded for this specific content.

Bedloaded
Bundle Count

The total number of bundles that are bedloaded for this specific content.

Bedloaded
Parcel Count

The total number of parcels that are bedloaded for this specific content.

Publication The name of the publication to search for (only for Periodicals).

Name

USPS The Publication ID of the publication to search for (only for Periodicals).
Publication ID

Search button

Retrieves the publication(s) associated to the search criteria and populates them in the
Publication drop-down box (only for Periodicals).
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Publication Drop-down box containing publications associated with the selected publication name
or publication ID search criteria (only for Periodicals).
Add button Adds the selected publication to the associated publications (only for Periodicals).
Associated The publications associated to this specific content (only for Periodicals).
Publications

Remove button

Removes the selected publication from the associated publications (only for
Periodicals).

Destination
Discount
checkbox

Indicates if the content is destination discount. The destination discount applies when
a user enters mail for a NDC service area at the destination NDC (DNDC), mail for an
ADC service area at the destination ADC (DADC), mail for a SCF service area at the
destination SCF (DSCF), or mail for a DU service area at the destination DU (DDU)
(only for Periodicals). If the checkbox is checked the content will be considered drop
ship otherwise the content will be considered Origin Entry. The indicator is
automatically defaulted to ‘checked’ for all content. At least one content must be set
for destination discount to be able to add Origin Entry content to a drop ship
appointment.

Zone-Skipping
checkbox

Indicates if the content is being entered for zone-skipping, rather than destination
discount (only for Periodicals).

Clear Contents
button

Clears the data fields of all the contents in the appointment where the cancel contents;
checkboxes has been selected

Cancel
Appointment
button

Cancels the entire appointment creation process and redirects the user to the
Appointments Landing page.

Submit button

Saves all associated contents to the appointment and creates the appointment in the
system once all business rules are validated.

The Add/Edit Content Information page is displayed on the following page.
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POSTAL SERVICE« Home | Sign Out

Eacility ﬁ_g_g_g!!‘]j]_ﬂ Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Please note: Content information describes the mail associated with each PS Form 8125, or each line of consolidated PS Form 8125, ( * Requires Fieids |

Selected Criteria
Customer Registration 1D: 4433047
Scheduler ID: 999999999980
Scheduler Mame: DERCORP INTERMATIOMAL
Facility Name: BALTIMORE
MASS Code: 212
Madmum Truck Length: 53 ft
Appointment Date: 0212472010
Appointment Time: 14:00
Appointment Type: Pallet
Mail Class{es): Standard

To add content information, selectthe number of contents to add and click *Manage Content’,
Click the "Submit’ button with only empty content to bypass content creation and create an appointment shell.
To associate stand-alone content, click the “Associate Stand-Alone Content” button.

Update Content Capacity:
Standard Package Services
2 0
(Associato Stand Alons Contant > )

You have pending Stand-Alone Content awaiting Association

Click the "View Al button 1o select a Mail Preparer and Mail Owner from the drop-down box.

gl
i

Content #1

Mail Class: Standard
Mail Preparer D - Wiew Al Content Name

Mail Owner D v (Add> )

Associated Mail Owners
View All =

* Mail Shape - Select One - i

Note: NFM < S0z should be scheduled as lmegular Parcels and NFM »= 6oz should be scheduled as Machinable Parceis,
Count of Paliets Sacks 0 Trays 0 Bundies [ Parcels 0
Bedioaded Sack Count (0 Tray Count Bundie Count ) Parcel Count [
Destination Discount ¥
In Home Start Date = In Home End Date

eVs Content || efile Number

Number toDupicate 1+ ( Duplicato> )
Content #2 E Clear Content

Mail Class: Standard

Iiadl Preparer © - View AN Content Name
Mai Owner D - — o
Associated Mail Owners ( Remove> |
View All | =
* Mail Shape - Select One - hd
lote: NFM < Boz should be scheduled as lregular Parcels and NFM = 6oz should be scheduled as Machinable Parcels.
Count of Paliets Sacks [ Trays 0 Bundies Parcels [
Bedioaded Sack Count [ Tray Count [ Bundie Count [ Parcel Count 0
Destination Discount
in Home Start Date = in Home End Date =
V'S Content || eFils Number

Number to Dupicate 1w | Duplicate > |

( Cancel ) (" Gancel Appointment ) ( Glear Gontents | (" Submit> )

Copyright® 2008 USPS. All Rights Reserved  No FEAR AMEEO Data  EOIA
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To enter content level information and save the appointment in the system, perform the

@? following steps on the Add/Edit Content Information page:
v

1.

© ©® N o o M W N

NN N NNNDNERERR R B B B B R R
O U A W NP O O ® N O 0 A W N R O

Select the number of contents for each mail class. (Note: The user can input data in the
Update Content Capacity grid for contents that were selected on the Create New
Appointment page)

CLICK the Manage Content button

SELECT the Mail Preparer ID

SELECT the Mail Owner ID

CLICK the Add button

ENTER the Content Name

SELECT the Mail Shape of the content

SELECT the Package Services Sub-Type, if applicable
CHECK the Perishable check box if the content is perishable

. ENTER the number of Pallets containing Sacks, if applicable

. ENTER the number of Pallets containing Trays, if applicable

. ENTER the number of Pallets containing Parcels, if applicable
. ENTER the number of Pallets containing Bundles, if applicable
. ENTER the number of Bedloaded Sacks, if applicable

. ENTER the number of Bedloaded Trays, if applicable

. ENTER the number of Bedloaded Parcels, if applicable

. ENTER the number of Bedloaded Bundles, if applicable

. SELECT a Publication in the Publication drop-down box, if applicable
. CLICK the Add button

. CHECK the Destination Discount check box, if applicable

. CHECK the Zone Skipping check box, if applicable

. ENTER the In Home Start Date, if applicable

. ENTER the In Home End Date, if applicable

. CHECK eVS Content checkbox, if applicable

. ENTER eFile Number, if applicable

. CLICK the Submit button to save all contents to the appointment and create the

appointment in the system
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Note:
The In Home Start Date must be less than or equal to the In Home End Date
which must be less than or equal to the appointment date

Please be aware of the following restrictions when adding content information:

e An all perishable appointment can only have a mail class of Package Services

e The mail class must be Package Services for the user to select one of the
specific Package Services sub-types: Parcel Select, BPM/Library/Media Mail

After CLICKING the Submit button, the Appointment Confirmation page is displayed.

6.1.4 Confirm New Appointment Creation

Once a user has entered all contents for an appointment and submits the appointment in the system, the
Appointment Confirmation page displays to confirm the appointment contains valid information and has
been created in the system.

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

Appointment ID

Displays the ID associated to the new appointment and is a hyperlink to the
Appointment Management page where a user may edit the appointment.

Customer
Registration ID

ID associated with the appointment’s mailer.

Scheduler
Name

The name of the company scheduling the appointment.

Facility Name

The name of the facility of the appointment.

Facility ID The ID associated with the facility.

Appointment The date of the appointment.

Date

Appointment The selected appointment type.

Type

Content ID The ID(s) associated to the content(s) associated to the new appointment.
Bill of Lading The Bill of Lading number associated to the appointment.

Total Number
of Pallets

The number of pallets in the appointment.

The Appointment Confirmation page is displayed on the following page.
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Home | Sign Cut

Recurring Appointments
Eacilities

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Customer Service

available, the user will be directed to select a new trip slot without losing any of the

conte

Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Appointment Confirmation

Your appointment has been successfully created. Below is a summary of the appointment
information for your records. To edit this appointment, click the Appointment ID link to access

the Appointment Management page.
Mote: An email notification has been sent to associated customers, if applicable.

Appointment ID:; 300008622
Customer Registration ID: 4433047
Scheduler Name: FAST ALSO
Facility Mame: NEW YORK
MNASS Code: 100
Appointment Date: 10/14/2009
Appointment Time: 16:00
Content ID: 900011596
Bill of Lading Mumber:
Wehicle ID:
Total Mumber of Pallets: 1
Total Mumber of Bedloaded Units: 0

< Return to Home

nt information.

Note: )

) A volume validation is executed upon submission of the appointment. If the E
;'_: contents submitted exceed the available volume, an error message (described in '
-_— section 1.3.3 - Error Messages) displays stating that the volume is no longer '
— available. In addition, upon submitting the appointment, if the trip slot is no longer i
'

6.1.5 Create an Ap

pointment for a Multi-Stop

A user may create an appointment for a new multi-stop trip for any active facility within FAST. A user may
also create an appointment in an existing multi-stop trip by searching for the multi-stop and adding a new

appointment to it.

This section describes the above processes and includes:

6.1.5.1 — Creating an
6.1.5.2 — Creating an

Appointment for a New Multi-Stop
Appointment for an Existing Multi-Stop
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6.1.5.1 Creating an Appointment for a New Multi-Stop

The process to create an appointment for a new multi-stop trip is similar to the process in section 6.1.2 -
Creating a New Appointment. A user may also add the subsequent appointments in the multi-stop trip,
ensuring the total time from the first stop to the last stop in a multi-stop trip is not more than 24 hours.

\\\ The user begins at the Appointment Slot Availability page to select a date with an available

~ slot and volume for the specified facility. The user is taken to the Create New Appointment

P @, page where the user enters in the appointment level information. To indicate this
appointment is part of a multi-stop, the user CHECKS the Multi-Stop checkbox which says:
‘Please check here if this appointment is part of Multi-Stop’.

Please reference section 6.1.2 - Creating a New Appointment to view the fields and buttons
description of the Create New Appointment page. The page is displayed below.

UNITED STATES
POSTAL SERVICE« Home | Sign Cut

Facility Access and Shipment Tracking (FAST)

et Facility Access and Shipment Tracking (FAST)

Manage Existing Appointment

Create Stand-Alone Content

Create New Appointment
Manage Stand-Alone Content
Manage Closen orme ;e : - 8 :
Manage Chs::"m Inform: __1” Please enter the following information to create an appointment. Once the information has
Manage Unscheduled Arrival been entered, selectthe Add Content button to enter content summary information for each
mailing in the appointment. ( * Required Fields );
Recurring Appointments
Eacilities
Profiles

Reports
Resources

Customer Registration ID: 4433047
Facility Mame: NEW YORK
NASS Code: 100

Origin Entry Maximum Truck Length: 53 ft.
Customer [ Supplier Appointment Date: 10/14/2009
Agreements Appointment Time: 12:00
TEM Appointment Type: Bedload
Mail Class(es): Standard

* Submission Method: | Online
Bill of Lading Mumber:
Mumber of Pallet Positions:

Vehicle/Trailer ID:

Shipper Name:

[T Please check here ifthis appointment is part of a Multi-Stop

Comments: -

Cancel Add Content

Customer Service
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\\\ After checking the Multi-Stop checkbox, CLICK the Add Content button to continue the

~ appointment creation process. The user is taken to the same Add Content Information page

P @? displayed in section 6.1.2 — Creating a New Appointment. The user enters content
information required for the appointment. Any restrictions on content information found for
single stop appointments also apply to multi-stop appointments. An additional restriction for
multi-stop appointments is that the appointment may not be of type Drop and Pick.

After submitting all contents and the multi-stop appointment request, the Appointment
Confirmation page is displayed. The multi-stop Appointment Confirmation page displays a
multi-stop ID that is created for the multi-stop trip and a button that enables a user to add
additional appointments to the multi-stop.

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

Appointment ID
hyperlink

Displays the ID associated to the new appointment and is a hyperlink to the
Appointment Management page where a user may edit the appointment.

Customer
Registration ID

ID associated with the appointment’s mailer.

Scheduler
Name

The name of the scheduler of the appointment.

Facility Name

The name of the facility of the appointment.

NASS Code The three to five character NASS Code associated with the facility.
Appointment The scheduled date of the appointment.

Date

Appointment The selected appointment type.

Type

Content ID The ID(s) associated to the content(s) associated to the new appointment.
Bill of Lading The Bill of Lading number associated to all appointments on the multi-stop.
Number

Total Number
of Pallets

The total number of pallets for the appointment.

Total Number
of Bedloaded
Units

The total number of bedloaded units for the appointment.

Multi-Stop 1D The ID associated to the multi-stop trip the appointment is a part of; only displays when
the appointment is part of a multi-stop.

Add Additional | Takes the user to Appointment Slot Availability search page to select another

Appointment to | appointment add to the multi-stop; only displays when the appointment is part of a multi-

Multi-Stop stop.

button
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Return to Takes the user to the Appointment Search page.
Home button
The Appointment Confirmation page is displayed below.
E UNITED STATES
POSTAL SERVICE » Home | Sign Out
Facility Access and Shipment Tracking (FAST)
Facility Access and Shipment Tracking (FAST)
Appointment Confirmation
Manage Closeout Information Your appointment has been successfully created. Below is a summary of the appointment
Manage Unscheduled Arrival infarmation for your records. To edit this appointment, click the Appointment ID link to access
the Appointment Management page.
Recurring Appointments
Facilities Note: An email notification has been sent to associated customers, if applicable.
Profiles
Reports Appointment ID: 300008624
Resources Customer Registration ID: 4433047
Origin Entry Scheduler Mame: FAST ALSO
C“"‘“”"‘L’ "j:m;:g Facility Name: NEW YORK
b NASS Code: 100
Appointment Date: 10/14/2009
Appointment Time: 17:00
Content1D: 900011597
Bill of Lading Mumber:
Wehicle ID:
Total Mumber of Pallets: 1
Total Mumber of Bedloaded Units: 0
Multi-Stop |D: 900000052
| At.m'Aﬂ&i‘ﬁr}nalﬁpﬁofﬂ!ﬂim 1o Multi stop |
< Return to Home
Site Mag
) A user may add an additional appointment to this multi-stop appointment by CLICKING the

3
= @/

Add Additional Appointment to Multi-Stop button. The user is taken to the Appointment
Slot Availability search page to add another appointment to the multi-stop, as described in
this section.

To add an appointment to an already existing multi-stop, the user performs a slightly different
process, described in the following section — Creating an Appointment for an Existing Multi-

Stop.
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6.1.5.2 Create an Appointment for an Existing Multi-Stop

A user may add appointments to an existing multi-stop trip if the user is associated to the trip. The user
searches for the existing multi-stop and then creates a new appointment and adds it to the multi-stop. A
user beings the process by CLICKING the Appointments link on the FAST Main Menu page. The user is
taken to the Appointment Management landing page where they may CLICK the Manage Existing
Appointment link to search for an existing multi-stop trip. Section 6.2 — Manage Existing Appointments
describes in more detail the functions related to managing appointments.

The Manage Existing Appointment link displays the Search Existing Appointment Information page.
From this page a user may search for a multi-stop trip by either the multi-stop ID or the scheduler ID. A
user may also search for appointments through this same page. Please reference section 6.2.1 —
Appointment Search for a detailed description of appointment search options and processes.

Once a user searches for the existing multi-stop by either of the two ways, the user is redirected to the
Multi-Stop Management page where they may add a new appointment to the multi-stop. A user may
perform a number of other functions from the Multi-Stop Management page which are described in
section 6.1.6 — Multi-Stop Management. This section details how to search for a multi-stop by the multi-
stop ID, how to search for a multi-stop by the scheduler ID and create and add an appointment to the
multi-stop.

Search for an Existing Multi-Stop by the Multi-Stop ID

When a user knows the ID of the specific multi-stop they wish to add an appointment to, they may search
directly by the multi-stop ID.

After CLICKING the Manage Existing Appointment link, the Search Existing Appointment
Information page displays with some initial fields and buttons. The fields and buttons of the
page are described below. A snapshot of the page is displayed after the field description.

*Search for: Drop-down box to select to search for an appointment or a multi-stop.

Submit button Refreshes the page and displays a Search by button.

Search button Searches the database for the entered search criteria and displays either the Multi-Stop
Management page or Appointment Management page only when all required fields
have been entered.

Cancel button Displays the Appointment Management landing page.

The Search Existing Appointment Information (Search for Multi-Stop) page is displayed on the following
page.
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Home | Sign Cut

Appointments

e New Appointment

Manage Unscheduled Arrival

Recurring Appointments
Facilities
Profiles

Reports

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Site Map Customer Service

Forms Gow't Services Careers Privacy Policy Terms of Use Bu

Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria

Please select the search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fields )

* Search tor [TTTTET RN - (Some>

stomer Gatewsy

S

\S

3
@

To search for a multi-stop by the multi-stop 1D, perform the following initial steps on the Search
Existing Appointment Information page:

1. SELECT Multi-Stop in the Search for drop-down box

2. CLICK the Submit button beside the Search for drop-down box

The Search Existing Appointment Information (Search for Multi-Stop) page refreshes with
additional fields, described below.

*Search by: Drop-down box to select to search by either multi-stop ID or scheduler ID when

searching for a multi-stop, or to search by appointment ID or scheduler ID when
searching for an appointment.

Submit button Refreshes the page and displays a multi-stop ID input box, appointment ID input box or

a scheduler 1D drop-down box with a facility search section to select a scheduler and
facility for an existing multi-stop or appointment.

The Search Existing Appointment Information (Search for Multi-Stop) page is displayed on the following

page.
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UNITED STATES
POSTAL SERVICE « Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Wveyesme|  Facility Access and Shipment Tracking (FAST)

Cresks Stand Adme Coalest Search Existing Appointment Information
e Stand-Alone Coentent

Manage Closeout Information Choose Search Criteria

Manage Unscheduled Arrival

Please select the search method and enter the required appointment information.
Then click Search to locate the appointment.( * Regquired Fields )

Recurring Appointments
Facilities
Profiles

* Search for: Multi-Stop v ( Submit> )
Reports
Resources

Origin Entry L - Select One — « | ( Submit> )
Customer / Supplier

Agreements
TEM

Customer Service Forms Privacy Policy

\
@@ Perform the following steps on the Search Existing Appointment Information page:
4 1

\H//

SELECT Multi-Stop ID in the Search by drop-down box
2. CLICK the Submit button next to the Search by drop down box

The Search Existing Appointment Information (Search for Multi-Stop by multi-stop ID) page
refreshes with an additional field, described below.

*Multi-Stop ID Input box to enter the ID associated to the multi-stop.

The Search Existing Appointment Information (Search for Multi-Stop by multi-stop ID) page is displayed
on the following page.
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UNITED STATES
POSTALSEME@ Home | Sign Out

Facility Access and Shipment Tracking (FAST

Wl Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Manage Closeout Information Choose Search Criteria
Manage Unscheduled Arrival
Please selectthe search method and enter the required appointment information.
Recurring Appointments Then click Search to locate the appointment. * Required Fizlds )
Facilities

Profiles

* Search for: Multi-Stop - Submit >
Reports
Resources

Origin Entry = Search by: Mult-Stop ID | (Subwi>
Customer [ Supplier
Agreements * Multi-Stop |D:
TEM

Cancel Search >

N
3 Perform the following final steps on the Search Existing Appointment Information page to
= @, view the Multi-Stop Management page for the specified multi-stop ID:

1. ENTER the multi-stop ID in the Multi-Stop ID input box
2. CLICK the Search button to display the Multi-Stop Management page for the multi-stop ID

: i Note: \
V) — A user may perform several different actions from the Multi-Stop E
E - Management page, please reference section 6.4.4 — Multi-Stop !
] - '

_______________________________________________________________________________________

Search for a Multi-Stop by the Customer Registration 1D

Searching for a multi-stop by the customer registration ID displays a different Search Existing
Appointment Information page then when searching by the multi-stop ID. This search option may retrieve
several multi-stops that fall within the specified search criteria and displays them in a summary table.
Each multi-stop ID is a hyperlink to the Multi-Stop Management page for the ID.

After CLICKING the Manage Existing Appointment link on the Appointment Management
page, the Search Existing Appointment Information page displays. The initial fields and
buttons on the page are described below. A snapshot of the page is displayed after the field
descriptions.
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*Search for:

Drop-down listing the options a user may search for: Appointment, Multi-Stop.

Submit button

Displays the Search by: drop down box that contains search options based on the
Search for selection.

Search button

Searches the database for the entered search criteria and displays either the Multi-Stop
Management page or Appointment Management page (depending on the search
criteria) only after all required fields have been entered.

Cancel button

Displays the Appointment Management landing page.

The Search Existing Appointment Information (Search for Multi-Stop) page is displayed below.

UNITED STATES

POSTAL SERVICE « Home | Sign Out

Facility Access and Shipment Tracking {(FAST

Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Manage Closeout Information Choose Search Criteria
Manage Unscheduled Arrival

Recurring Appointments
Facilities
Profiles * Search for: Multi-Stop v ( Submit>

Reports
Resources

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Requirsd Fields )

Origin Entry W=EEC R C ustomer Regisiration 1D « | ( Submit>

Customer [ Supplier
Agreements

TEM

Forms Gow't Services Caresers Privacy Policy Terms of Use Busins

initial steps on the Search Existing Appointment Information page:

:\ §? To search for a multi-stop by the scheduler or customer registration ID, perform the following
-

1. SELECT Multi-Stop in the Search for drop-down box

2. CLICK the Submit button beside the Search for drop-down box

The Search Existing Appointment Information (Search for Multi-Stop) page refreshes with
additional fields, described below.
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Drop-down box to select to search by either multi-stop ID or scheduler ID or customer
registration ID when searching for a multi-stop, or to search by appointment ID or
scheduler ID or customer registration ID when searching for an appointment.

*Search by:

Submit button Displays the Scheduler ID drop-down box, date range input boxes and facility search

fields and buttons.

The Search Existing Appointment Information (Search for Multi-Stop by scheduler ID) page is displayed
below.

UNITED STATES
POSTAL SERVICE»

Home | Sign Cut

Facility Access and Shipment Tracking (FAST

ppointments

Facility Access and Shipment Tracking (FAST)
Search Existing Appointment Information

Manage Closeout Information Choose Search Criteria
Manage Unscheduled Arrival
Please selectthe search method and enter the required appointment information.

Recurring Appointments Then click Search to locate the appointment.( * Required Fields )

Facilities

Profiles

Origin Entry
Customer [ Supplier
Agreements

* Search for: Multi-Stop

* Search by: Scheduler D

* Multi-Stop 1D:

- Submit>

o, §u'£nmr.'t >

TEM

Cancel Search >

Site Map Customer Service Forms Gov't Services Carssrs Privacy Policy Terms of Use Busziness Cuctomer Gatewsy

\

&

To search by the Customer Registration ID, perform the following steps on the Search Existing
Appointment Information page:

\H//

1. SELECT Customer Registration ID in the Search by drop-down box
2. CLICK the Submit button next to the Search by drop down box

The Search Existing Appointment Information (Search for Multi-Stop by scheduler ID) page
refreshes with the following additional fields, described below.

*Customer Drop-down box listing mailer names and IDs from which to select.

Registration ID
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*Select Date Enter date range for which you wish to see occurrences of multi-stop appointments.
Range
*State Drop-down box listing all state options.
View Cities Retrieves cities within the selected state and populates the cities with postal facilities in
button the City drop-down box.
City Drop-down box listing cities with postal facilities within the selected state.

Search button

Retrieves all facilities within the selected city and state and populates them in the
Facility drop-down box.

NASS Code

The three to five character NASS Code of the facility.

Search button

Retrieves the facility associated with the entered NASS Code and populates it in the
Facility drop-down box.

Facility

Drop-down box containing the facility associated with either the State/City pair or the
NASS Code or the All Facilities option.

Search button

Retrieves all multi-stop trips that are for the specified scheduler, date range and facility
and populates them in a Multi-Stop Summary table at the bottom of the page.

Cancel button

Displays the Appointments Landing page.

The Search Existing Appointment Information (Search for Multi-Stop by scheduler ID) page is displayed
on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Cut

Eacility Access and Shipment Tracking (FAST)

MWeywemnl  Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fislds )

Recurring Appointments

Facilities
Profiles There are two options to search for a facility
o Reports 1. Search for the facility using the “State” ancor “City” field. Select a state and click
Resources “View Cities™. Cities and Facilities within the selected state will be available for
g M selection in their respective dropdowns. Ifthe city is known, select the city and click
Customer / Supplier "Search”. Facilities within the selected city will be available for selection in the
Agreements facility dropdown.
TEM 2. Enterthe NASS Code for the facility. Ifthe NASS Code is not known, use option 1.
* Search for. Multi-Stop v ( Submit>
* Search by: SchedulerID v ( Submit>
* Bcheduler D FAST ALSO - 200026125001 A
* Select Date
10/14/2009 To: 10/14/2009 R
Range:
State: NY - _l;'it.;w Cities > NASS Code: ( :Seamﬂ »
City: All Cities + [ Search>
* Fadility: 100 - NEW YORK T
Cancel Search >

~ To view all multi-stops for the specified criteria, perform the following final steps on the
= @ Search Existing Appointment Information page:
-

1. SELECT the mailer to search for associated multi-stops in the Customer Registration ID
drop-down box

2. SELECT the time frame within which to look for multi-stops in the Select Date Range
textboxes

3. SELECT afacility from the Facility drop-down box by searching for the facility by one of
the following two ways:

To Search for a Facility by State and City:
1. SELECT a state from the State drop-down box
2. CLICK the View Cities button
3. SELECT a city from the City drop-down box
4. CLICK the Search button
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To Search for a Facility by NASS Code:
1. ENTER the three to five character NASS Code in the NASS Code textbox
2. CLICK the Search button

4. SELECT the facility in the Facility drop down box, or SELECT the All Facilities option

5. CLICK the Search button, refreshing the page and displaying the Multi-Stop Summary
table

The Search Existing Appointment Information page displays with a Multi-Stop Summary table
below the search fields and buttons. The new fields and buttons are described below.

Multi-Stop Lists the multi-stops and related information that fall within the specified search criteria.
Summary

section

Multi-Stop ID Lists the IDs of all multi-stops that are associated with the selected scheduler ID, facility,
hyperlink and within the date range, and is a hyperlink to the Multi-Stop Management page for the
column multi-stop.

1% Appt ID Lists the ID of the first appointment in the multi-stop.

column

Date column Lists the date of the first appointment in the multi-stop.

Time column Lists the time of the first appointment in the multi-stop.

NASS Code Lists the three to five character NASS Code of the facility for the first appointment in the
column multi-stop.

Facility Name Lists the name of the facility for the first appointment in the multi-stop.

column

The Search Existing Appointment Information page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE » Home | Sign Out

Facility Access and Shipment Tracking (FAST)

| e Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fislds )

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
o “View Cities™. Cities and Facilities within the selected state will be available for
Origin Entry selection in their respective dropdowns. Ifthe city is known, selectthe city and click
Customer / Supplier “Search”. Faciliies within the selected city will be available for selection in the
Agreements facility dropdown.
TEM 2. Enterthe NASS Code for the facility. fthe NASS Code is not known, use option 1.

* Search for. Multi-Stop ~ (Submit>
* Search by Scheduler ID v [ Submit>
*Scheduler ID: FAST ALSO - 200026125001 >
* Gelect Date
Range. 1071472009 3 To: 101412009 [
State: NY - [ View Cities > MNASS Code Search >
City: All Cities « ( Search>
* Facility: 100 - NEW YORK -
Cancel Search >

Multi-Stop Summary

Below is the multi-stop information you requested. Click the multi-Stop ID link to access the
multi-stap information you would like to view andfor edit

Scheduler Name: FAST ALSO

Multi-Stop ID 1st Appt ID Date Time NASS Code %
900000052 300008624 10/14/2008 | 17:00 100 NEW YORK
Tl 1 o

Create and Add a New Appointment to the Multi-Stop

taken to the Multi-Stop Management page. From this page, a user has the ability to add an

additional appointment to the existing multi-stop. The Multi-Stop Management page lists the
appointments that are already included in the multi-stop. The fields and buttons of the Multi-
Stop Management page are described below. A snapshot of the page is displayed after the
field description.

Y/ @ After searching for a multi-stop by either the multi-stop ID or the scheduler ID, the user is
4

Multi-Stop ID Displays the ID associated to the multi-stop trip.

Results table Displays all appointment IDs and related information that are included in the multi-stop.

Appointment ID | Displays the appointment ID of the associated appointment, and is a hyperlink which
hyperlink displays the Appointment Management page for the selected appointment.
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Remove Refreshes the page, displaying a note beneath the table stating that the selected
hyperlink appointment has been removed from the multi-stop but still exists as a stand-alone

appointment.
Date column Lists the dates of each appointment in the multi-stop.
Time column Lists the time of each appointment in the multi-stop.
NASS Code Lists the three to five character NASS Code associated with the facility for each
column appointment in the multi-stop.

Facility Name

Lists the name of the facility for each appointment in the multi-stop.

Stop button

column

Add Additional | Displays the Appointment Slot Availability Search page where the user begins the
Appointment to | process to create a new appointment.

Multi-Stop

button

Cancel Multi- Displays the Confirm Cancel Multi-Stop page where a user may confirm cancellation of

the multi-stop and its associated appointments.

Cancel button

Displays the Search Existing Appointment Information page.

The Multi-Stop Management page is displayed below.

UNITED STATES
POSTAL SERVICE =

Home | Sign Out

Appointments

e

M
Manage Closeout Information
Manage Unscheduled Arrival

Recurring Appointments
Eacilities

Profiles

Reports

Eacility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Multi-Stop Management

To remove an individual appointment from this multi-stop, click Remave underneath the
appropriate appointment. If you would like to add another appointment to this multi-stop, click
Add Additional Appointment to Multi-Stop. To cancel this Multi-Stop, click Cancel Multi-Stop. To
navigate back to Search for Existing Appointments, click Cancel.

Multi-Stop 1D: 900000052

1 result

Resources Appointment ID Date Time NASS Code Eacility Name
Origin Entry 900008624  |10/14/2008 |17:00 100 NEW YORK

Customer / Supplier
Agreements
TEM

remove

1 result

.‘!_dd A_ddii‘r'unalAppaimm_z:m [] J'I!i_luﬂ_i stop
Cancel Multi-stop

Cancel

) CLICK the Add Additional Appointment to Multi-Stop button, which displays the
Appointment Slot Availability page with the existing appointments associated with the Multi-
Stop. From this page, the user follows the same process as described in this section to
create a new appointment and add it to the multi-stop trip.
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—— Note:
The time difference between the first appointment’s arrival date and the last
-_— appointment’s arrival date in the multi-stop cannot be greater than 24 hours.

\

6.1.6 Multi-Stop Management

After a user searches for a multi-stop by either the multi-stop ID or the scheduler ID (described in section
6.1.5.2 — Creating an Appointment for an Existing Multi-Stop), they are directed to the Multi-Stop
Management page for the selected multi-stop. From the Multi-Stop Management page, a user has the
ability to:

e Add appointments to a multi-stop

e Remove appointments from a multi-stop
e Edit appointment information

e Cancel a multi-stop

The Multi-Stop Management section gives a brief description of the above processes, but details the
steps and screens accessed when a user cancels a multi-stop.

All of the above actions may be accessed from the Multi-Stop Management page. The fields
and buttons on the Multi-Stop Management page are described below. A snapshot of the
page is displayed after the field description.

Multi-Stop ID The ID associated to the multi-stop.

Appointment ID | Lists the IDs of each appointment associated with the multi-stop, with each ID being a

column hyperlink to the Appointment Management page for the appointment.
Remove Removes the appointment from the multi-stop and refreshes the multi-stop page, noting
hyperlink that the appointment has been removed from the multi-stop but still exists as a

standalone appointment.

Date column Lists the date of each appointment in the multi-stop.

Time column Lists the time of each appointment in the multi-stop.

NASS Code Lists the three to five character NASS Code of each appointment’s facility in the multi-
column stop.

Facility Name Lists the name of the facility for each appointment in the multi-stop.
column

Add Additional | Displays the Appointment Slot Availability page for the user to create a new
Appointment to | appointment.

Multi-Stop
button
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Stop button

Cancel Multi- Displays the Confirm Cancel Multi-Stop page.

Cancel button Displays the Search for Existing Appointment page without saving any changes.

The Multi-Stop Management page is displayed below.

UNITED STATES
POSTAL SERVICE«

Home | Sign Cut

Appointments

Create New Appoi

Manage Closeout Information
Manage Unscheduled Arrival

Recurring Appointments
Facilities

Profiles

Reports

Resources

Origin Entry

Customer [ Supplier

Agreements
TEM

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Multi-Stop Management

To remaove an individual appointment from this multi-stop, click Remove underneath the
appropriate appointment. If you would like to add another appointment to this multi-stop, click
Add Additional Appointment to Multi-Stop. To cancel this Multi-Stop, click Cancel Multi-Stop. To

navigate back to Search for Existing Appointments, click Cancel.

Multi-Stop 1D: 900000052

1 result
Appointment 1D Date Time

800008624 101472009 17:00
remove

1 result

Add Additional Appointment (o Multi-stop

Cancel Mulistop

Cancel

Add Appointments to a Multi-Stop

D A user may add a new appointment to an existing multi-stop from the Multi-Stop Management

Remove an Appointment from a Multi-Stop

~
= page by CLICKING the Add Additional Appointment to Multi-Stop button. Please

¥ reference section 6.1.5.2 — Creating an Appointment for an Existing Multi-Stop for the steps
and actions needed to add an appointment to a multi-stop.

A user may remove an appointment from a multi-stop directly from the Multi-Stop Management page.

\

appointment to be removed.

:\§ To remove an appointment from a multi-stop, CLICK the Remove hyperlink beneath the
-
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The Multi-Stop Management page refreshes and displays the summary table without the selected
appointment ID. A note displays stating the appointment has been removed from the multi-stop but the
appointment still exists in the system as a standalone appointment.

Edit Appointment Information

A user may edit the appointment information for an appointment within a multi-stop by accessing the
Appointment Management page. A user may edit the following appointment level information on the
Appointment Management page:

Bill of Lading Number

Number of Pallet Positions

Vehicle ID

Shipper 1D

Comments regarding the appointment

\
Ny To edit the appointment information, CLICK the Appointment ID hyperlink for the specific

= @Q appointment. The Appointment Management page is displayed. CLICK in the desired

- ¥ textbox of the above options and replace the entry with the new information. CLICKING the
Submit button on the Appointment Management page then updates the appointment with the
new information and displays the Appointment Confirmation page. A user may modify the
appointment slot information — as described in section 6.2.2 — Appointment Management.

From the Appointment Management page, a user may also manage the content information for the
individual appointment, which is detailed in section 6.2.3 - Content Information Management.

E ,_7 NOTE: If a user changes Bill of Lading Number, Vehicle ID, and/or Shipper ID,
V)= the fields will change for all associated appointments on the Multi-Stop
N [ appointment.

.........................................................................................

Cancel a Multi-Stop

The following section details the process and pages to cancel a multi-stop through the FAST application.
Canceling a multi-stop cancels all appointments associated with the multi-stop and all contents that are
associated to each appointment. Depending on the appointment type and content type, canceling an
appointment redistributes the appointment slot back to the tier it was pulled from and redistributes the
appointment volume back to the facility it was pulled from when creating the individual appointments.

\\ A user begins to cancel a multi-stop from the Multi-Stop Management page by CLICKING the

By Cancel Multi-Stop button. The Confirm Cancel Multi-Stop page displays. The page displays
= q the Multi-Stop ID and all associated appointment IDs.

The fields and buttons on the Confirm Cancel Multi-Stop page are described below. A
snapshot of the page is displayed after the field description.

Multi-Stop ID The ID associated to the multi-stop.

Associated Lists each appointment in the multi-stop and their associated information, contains the
Appointments: | below fields for each appointment in the multi-stop.
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Appointment ID

The ID associated to the appointment.

Scheduler The name of the scheduler associated to the appointment.
Name
Customer The ID associated to the appointment’s mailer.

Registration ID

Facility Name

The name of the facility.

Facility ID The ID associated to the appointment’s facility.

Appointment The scheduled arrival date of the appointment.

Date

Appointment The scheduled arrival time of the appointment.

Time

Content ID The ID(s) of each content associated to the appointment.

Yes button Cancels the multi-stop and all associated appointments and displays the Cancel Multi-
Stop Confirmation page.

No button Does not cancel the multi-stop and displays the Multi-Stop Management page.

The Confirm Multi-Stop Cancellation page is displayed on the following page.
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Appointments

Manage Closeout Information

Facilities

Profiles

Reports

Resources

Origin Entry
Customer / Supplier

Agreements
TEM

User Guide

Home | Siqgn Out,

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Confirm Cancel Multi-Stop

Are you sure you would like the cancel the following multi-stop? Please note that cancelling a
multi-stop will also cancel its associated appointments and contents.

Multi-Stop 1D: 900000022

Associated Appointments:

Appointment 1D:
Customer Reagistration 10:
Scheduler Name:

Facility Name:

Facility 1D:

Appointment Date:

Appointment Time:
Content 10:

900000024
111111120
Mailer 6
BOWLING GREEM
41223
1110/2004

10:00

900000024

Appointment ID:
Customer Reagistration ID:
Scheduler Mame:

Facility Mame:

Facility 10:

Appointment Date:

Appointment Time:
Content 1D:

900000026
111111119
Mailer 5
LOUISVILLE
41229
11H10/2004
16:00
900000026

Appointment ID:
Customer Reagistration ID:
Scheduler Mame:

Facility Mame:

Facility 10:

Appointment Date:

Appointment Time:
Content 1D:

900000025
111111120
Mailer 6
ASHLAMND
41222
1110/2004
12:00
900000025

Yes

The multi-stop is not officially cancelled until the user confirms the cancellation from the above page.
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To cancel the multi-stop and its associated appointments, CLICK the Yes button. The
Cancel Multi-Stop Confirmation page displays. A cancellation number is generated for each
appointment in the multi-stop.

The fields and buttons on the Cancel Multi-Stop Confirmation page are described below. A
snapshot of the page is displayed after the field description.

Multi-Stop ID The ID associated to the multi-stop.

Associated Displays the following fields for each appointment within the multi-stop.
Appointments

sections

Cancellation The confirmation number for the cancelled appointment.

Number

Appointment ID

The ID associated to the appointment.

Scheduler The name of the scheduler associated to the appointment
Name
Customer The ID associated to the appointment’s mailer.

Registration ID

Facility Name

The name of the facility for the appointment.

Facility ID The ID associated to the appointment’s facility.
Appointment The scheduled arrival date of the appointment.

Date

Appointment The scheduled arrival time of the appointment.

Time

Content ID The ID(s) of each content associated to the appointment.

The Cancel Multi-Stop Confirmation page looks identical to the Confirm Multi-Stop Cancellation page with
the additional field(s) of the Cancellation Number.
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6.2 Joint Scheduling

Joint scheduling provides various mailing industry entities with the capability to work together to provide
USPS with accurate and complete appointment data when multiple parties prepare and transport drop
shipments. Joint scheduling allows the transportation agent to be responsible for appointment logistics
information while Mail Owners and Mail Preparers are responsible for mail content information. This is
especially useful for consolidators and freight companies that manage logistics but are often unaware of
the specifics of the mailing content.
The three unique joint scheduling roles have been identified as follows:

e Scheduler — User in charge of planning the trailer load and date/time of arrival at specific USPS

facility
e Mai owner — User who owns the mail content
e Mail Preparer — User in charge of preparing the mail for Mail Owners

Note:
-_— A mailer may play multiple roles in the joint scheduling process and each role
— may have slight variations to what is stated above.

Joint scheduling allows information on appointment logistics and content information to be broken into
separate data sets for entry into FAST. The appointment logistics piece of an appointment is called an
appointment shell, and the content information piece of an appointment is called a content. Stand-Alone
content can be created separately from the appointment shell and then be associated to the appointment
at a later time.

If a mail owner or mail preparer uses a 3" party for transporting mail to the USPS, they can create the
content of the mailing and assign it to the Scheduler via the Stand-Alone content creation process. Once
the content is created, the Scheduler will receive notification to schedule an appointment for the new
content. The Scheduler can then associate the content to an existing appointment or schedule a new
appointment.

Joint scheduling benefits USPS, Schedulers, mail owners and mail preparers greatly. These benefits are
as follows:

e Scheduler benefits
o0 Ability to focus on transportation and logistics
0 More accurate content which leads to a better rating
0 More appointment availability due to reduction of multiple appointment numbers assigned

to one trailer

o Mail Owner/Mail Preparer benefits:
0 Greater control of content information
o0 Visibility into the content and appointment for induction of their mailings
0 No need to schedule appointments

e USPS benefits
0 More accurate advanced notification information

Reduction of multiple appointment numbers assigned to one trailer
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e Notes
-Shell appointments for Standard Mail or Package Services must have at least one
— content associated 24 hours prior to the appointment time or the shell will be
o cancelled.
—

prior.

- One-Time appointment shells may be created via the FAST Online application and Web
Services messaging.

:
1
:
-Periodicals shells appointments must have a content associated at least one hour E
1
1
1
1

6.3 Manage Existing Appointments

From the Appointments landing page, a user may CLICK the Manage Existing Appointment link to
access the appointment management area of the FAST application. A user may manage appointment
information by editing appointment level information, editing content level information, adding content
information, canceling content information, and canceling appointments. A user may modify appointment
information created via Web Services. A user may view without editing closeout and unscheduled arrival
information as well.

A user may modify and cancel multi-stop appointments as well as single stop appointments
The Managing Existing Appointments section includes:

6.3.1 Appointment Search

6.3.2 Appointment Management

6.3.3 Content Information Management

6.3.4 Web Services Appointment Management

6.3.1 Appointment Search

A user has the option to search for an appointment by either the appointment ID or by the scheduler ID.
The resulting search page, Search Existing Appointment Information, may appear two different ways
depending on how the user searches for the appointment.

One search option, searching for an appointment by the appointment ID, displays a page similar to the
multi-stop search page displayed in section 6.1.5.2 — Create an Appointment for an Existing Multi-Stop.
The user may enter a specific appointment ID which takes the user to the Appointment Management
page for the appointment ID.

The second option, searching for an appointment by the scheduler ID, displays a different Search Existing
Appointment Information page. This search option may retrieve multiple appointments that fall within the
specified search criteria and displays them in a summary table. Each appointment is a hyperlink to the
Appointment Management page for the appointment ID.

Search for an Appointment by the Appointment ID

After CLICKING the Manage Existing Appointment link, the Search Existing Appointment
Information page displays with some initial fields and buttons. The fields and buttons are
described below. A snapshot of the page is displayed after the field description.
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*Search for: Drop-down box to select to search for an appointment or a multi-stop.

Submit button Refreshes the page and displays a Search by button.

Cancel button Displays the Appointment Management landing page.

Search button Searches the database for the entered search criteria and displays either the Multi-Stop
Management page or Appointment Management page only after all required fields have
been entered.

The Search Existing Appointment Information (Search for appointment) page is displayed below.

UNITED STATES
POSTAL SERVICE » Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria
Fleaze selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.(* Required Fields )

Recurring Appointments -
Eacilities * Search for: | — Select One — w | [ Submit >
Profiles I "'

Reporis
Resources Cancel Search > |

Origin Entry
Customer / Supplier

Agreements
TEM

To search for an appointment by the appointment ID, perform the following initial steps on the
?Search Existing Appointment Information page:
4

1. SELECT Appointmentin the Search for drop-down box
2. CLICK the Submit button beside the Search for drop-down box

The Search Existing Appointment Information (Search for appointment) page refreshes with
additional fields, described below.
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*Search by: Drop-down box listing what a user may search by: Appointment ID, Scheduler ID, Multi-
Stop ID.

Submit button Displays the Appointment ID textbox for the user to enter a specific appointment ID.

The Search Existing Appointment Information (Search for appointment by appointment ID) page is
displayed below.

UNITED STATES
POSTAL SERVICE =

Horme | Sign Out

Facility Access and Shipment Tracking (FAST)

Rrewwseme  Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria
FPlease select the search method and enter the required appointment informatian.
Then click Search to locate the appaintment.d* Required Fields)
Recurring Appointments i
Facilities * Search for: | Appaintment | ( Submit >
Profiles

Reports

Resources

Origin Entry
Customer { Supplier
Agreements

TEM

* Search by | — Select One — | ( Submit >

Cancel Search > )

Qperform the following steps on the Search Existing Appointment Information page:
4

1. SELECT Appointment ID in the Search by drop-down box
2. CLICK the Submit button next to the Search by drop down box

The Search Existing Appointment Information (Search for appointment by appointment ID)
page refreshes with an additional field, described below.

*Appointment Input box to enter the specific appointment ID.
ID

The Search Existing Appointment Information (Search for appointment by appointment ID) page is
displayed 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)

Search Existing Appointment Information

Choose Search Criteria
Please selectthe search methad and enter the reguired appointment information.
Then click Search to locate the appaintment.(* Required Fialds)

Recurring Appointments : k-
Eacilities * gearch for. | Appointment s | ( Submit >
Profiles T o

L * Search by: | Appaintment 1D v | [ Submit>
Resources G e ot e b ekl el
Origin Entry .
Customer [ Supplier Appointment 10|
Agreements :
TEM

Cancel iSearc.fr;-

following final steps on the Search Existing Appointment Information page:

Q To view the Appointment Management page for the specified appointment ID, perform the
4

1. ENTER the appointment ID in the Appointment ID input box
2. CLICK the Search button, displaying the Appointment Management page

For more on appointment management, please reference section 6.2.2 — Appointment Management.

Search for an Appointment by the Customer Registration ID

The second search option, searching for an appointment by the Customer Registration 1D,
displays a different Search Existing Appointment Information page. After selecting
Appointment from the Search for menu and clicking Submit, the user selects Customer
Registration ID from the Search by menu and CLICKS Submit, displaying the Search
Existing Appointment Information page with the below fields and buttons.

*Search for: Drop-down box listing the options a user may search for: Appointment, Multi-Stop

Submit button Displays the Search by: drop down box that contains search options based on the
search for selection
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*Search by:

Drop-down box listing what a user may search by: Customer Registration 1D,
Publication 1D, or Appointment ID

Submit button

Displays the Scheduler ID drop-down box, date range input boxes and facility search
fields and buttons

*Customer
Registration ID

Drop-down box listing mailer names and IDs to select from

*Select Date

Enter date range for which you wish to see occurrences of appointments

Range

*State Drop-down box listing all 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 will be returned.

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

Search button

Retrieves all facilities within the selected city and state and populates them in the
Facility drop-down box

NASS Code

The three to five character NASS Code of the facility

Search button

Retrieves the facility associated with the entered NASS Code and populates it in the
Facility drop-down box

*Facility

Drop-down box containing the facility associated with either the State/City pair or the
NASS Code

Search button

Retrieves all appointments that are for the specified scheduler, date range and facility
and populates them in an Appointment Summary table at the bottom of the page

The Search Existing Appointment Information page when searching for an appointment by the scheduler
ID is displayed on the following page.
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UNITED STATES
POSTAL SERVICE= Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria
Fleasze selectthe search method and enter the required appaintment infarmation
Then click Search to locate the appointment (* Required Fields)

Recurring Appointments
Facilities

Profiles

Reporis

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 availakle for selection in

M their respective dropdowns. [Fthe city is known, selectthe city and click"Search”
Origin Entry Facilities within the selected city will be available for selection in the facility dropdown.
Customer [ Supplier 2. Enterthe MASS code for the facility. Ifthe NASS code is not known, use option 1.
Agreements
TEM
*Search for: :T/.ﬁ\ppu.\htment -V.‘ Bt »
*gearch bv:| Scheduler ID (| (Submit>
* Customer

Reagistration 1D: | — S..E!E.':f. Qf.‘? = |

SelectDate | '
Range:  D28/2006 | To:|08/28/2006
State:| — Select One — v View Citigs > NASS Code: | Saachs
City:
*Facility:

Cancel Search >

To search for and view all appointments for the specified criteria, perform the following steps
v on the Search Existing Appointment Information page:

1. SELECT Appointment in the Search for drop-down box

2. CLICK the Submit button

3. SELECT Customer Registration ID in the Search by drop-down box

4. CLICK the Submit button

5. SELECT the mailer to search for appointments for in the Customer Registration ID drop-
down box

6. SELECT the time frame to search within in the Select Date Range textboxes

SEARCH for a facility by one of the following two ways:
TO SEARCH FOR A FACILITY BY STATE/CITY:

a. SELECT a state from the State drop-down box

b. CLICK the View Cities button

c. SELECT a city from the City drop-down box

d. CLICK the Search button, populating the Facility drop-down box

TO SEARCH FOR A FACILITY BY THE NASS Code:
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a. ENTER the three to five character NASS Code in the NASS Code textbox

b. CLICK the Search button, populating the Facility drop-down box

8. SELECT afacility from the Facility drop-down box

9. CLICK the Search button, refreshing the page and displaying the Appointment Summary
table

The Search Existing Appointment Information page displays with an Appointment Summary
table below the search fields and buttons. The new fields and buttons are described below.

Appointment
Summary section

Lists the appointments and their related information that fall within the specified
search criteria.

Appointment ID
hyperlink column

Lists the appointment IDs of all appointments that are associated with the selected
scheduler ID, facility, and within the date range, and is a hyperlink to the Appointment
Management page for the appointment.

Date column Lists the date of each listed appointment.

Time column Lists the time of each listed appointment.

NASS Code Lists the three to five character NASS Code of each listed appointment’s facility.
column

Facility Name
column

Lists the name of each listed appointment’s facility.

Cancel checkbox

Cancels the appointment when the Cancel Selected Appointments button is clicked

Cancel Selected
Appointments
button

Directs user to Confirm Cancel page

\

e

Note: The Cancel checkbox is only available for appointments where the
user has permission to cancel.

The Search Existing Appointment Information page is displayed on the following page.
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UNITEDSTATES
POSTAL SERVICE =

Appointments
Create New Appointment

Create Stand-Alone Content
Manage Stand-Alone Conten
Manage Closeout Information
Manage Unscheduled Arrival

Recurring Appointments
Eacilities
Profiles

Reports

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)
Search Existing Appointment Information

Choose Search Criteria
Please select the search method and enter the required appointment information
Then click Search to locate the appointment.(* Required Fizlds )

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. Ifthe NASS Code is not known, use option 1

* Search for: | Appointment | (SubmA>

* Search by :-écﬁ-ed[ller 5] -';-. Submit >

. Customer —————————
Regisiration 1D !M,a”,e', 1, N QQQB?QQQQQED
SelectDate = r

|05/03/. 509/2008
Range: |05/03/2008 | B3 To: 05189.2DDLJ

State: | MY >
City: | All Cities

* Facilty: | 100 - NEW YORK_ E

¥ | ( View Cities >
v | (Search>

Cancel Search >

NASS Code: | | (Search >

Appointment Summary

Below is the appointment infarmaticn you requested. Click the appointment ID link to access

the appaintment and content information you would like to view and/or edit

Scheduler Mame: Mailer 1

Select All Deselect Al | ([ Show All Results
2 results
Appointment ID Date Time HASS Code b Cancel
Name
050372008 | 22:.00 100 NEW YORK
05/05/2008 | 20:00 100 NEW VORK
2 resuliz
Cancel Selected Appointments >
T B
b

Note:
CLICKING the Appointment ID hyperlink displays the Appointment Management
page where a user may view the appointment information; access the Appointment
Closeout page to view closeout information and access the Content Information page
to view content information.

Search for an Appointment by Publication

The third search option, searching for an appointment by Publication, displays a different
Search Existing Appointment Information page. After selecting Appointment from the
Search for menu and clicking Submit, the user selects Publication from the Search by

September 30, 2011

FAST Customer User Guide

Page 185



Facility Access and Shipment Tracking
User Guide

menu and CLICKS Submit displaying the Search Existing Appointment Information page
with the below fields and buttons. (Note: Publication search is only for Periodicals).

Drop-down box listing the options a user may search for: Appointment, Multi-Stop

Cancel button

*Search for:
Submit button Displays the Search by: drop down box that contains search options based on the
search for selection
*Search by: Drop-down box listing what a user may search by: Scheduler 1D, Publication ID, or
Appointment ID
Submit button Displays the Scheduler ID drop-down box, date range input boxes and facility search
fields and buttons
*Select Date Enter date range for which you wish to see occurrences of appointments
Range
Publication Text box to input the publication name to search
Name
USPS Text box to input the publication ID of the publication to search
Publication ID
Publication Text box to input the publication name to search
Displays the Appointment Management landing page
Retrieves the publication(s) associated to the search criteria and populates them in the

Search button

Publication drop-down box (only for Periodicals)

\

\H//

g

1.
2.
3.
4.
5.
6. ENTER the Publication Name OR
7.
8.
9.

To search for and view all appointments for the specified criteria, perform the following steps

on the Search Existing Appointment Information page:

SELECT Appointment in the Search for drop-down box

CLICK the Submit button
SELECT Publication in the Search by drop-down box

CLICK the Submit button
SELECT the time frame to search within in the Select Date Range textboxes

ENTER the Publication ID
CLICK the Search button

SELECT publication from Publication drop down list
10. CLICK the Search button, refreshing the page and displaying the Appointment Summary

table

table below the search fields and buttons described in previous section.
FAST Customer User Guide
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The Search Existing Appointment Information by Publication page is displayed below.

UNITED STATES
POSTAL SERVICE = Home | Sign Out

Eacility Access and Shipment Tracking (FAST)

Mwyees=ed  Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Manage Stand-Alone Content
Manage Closeout information Choose Search Criteria
Manage Unscheduled Arrival Flease selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Reguirsd Fizlas )
Recurring Appointments
Facilities + Search for: Appointment vs Submit >
Profiles st ekl LS =

Reporis
Resources

* Search by Publication vs Submit >
Origin Entry
Customer / Supplier * Select Date Range: |03/31/2008 |8 To: |03/31/2008 R

Agreements
TEM

Publication Mame:

OR
USPS Publication ID Search >

* Publication

Cancel Search >

6.3.2 Appointment Management

After a user searches for an appointment by either the appointment ID or the scheduler ID, they are taken
to the Appointment Management page for the selected appointment. From the Appointment Management
page, a user has the ability to:

View Appointment Audit Information
Edit appointment slot information
Edit appointment level information
Edit content level information

Add additional contents

View unscheduled arrival information
View closeout information

Cancel an appointment

The Appointment Management section details the steps and screens accessed when a user views
closeout information, when a user cancels an appointment and briefly describes the previously discussed
processes. Editing and adding contents is discussed in more detail in section 6.2.3 — Content Information
Management.

All of the above actions may be accessed from the Appointment Management page. The
fields and buttons on the page are described below. A snapshot of the page is displayed
after the field description.
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Appointment ID

The ID associated to the appointment.

Status The current status of the appointment: Open, Closed, Canceled, Unscheduled, No-
show, Rejected.

Scheduler The name of the scheduler associated to the appointment.

Name

Customer The ID associated to the appointment’s mailer.

Registration ID

Creation
Source

The method used to create the appointment.

Last Update
Date/Time

The date and time of the last update made to the appointment.

Last Update

The ID associated to the user who last updated the appointment.

User ID

View Audit Displays the Appointment Audit Information.

Information

button

Appointment Displays the current slot information of the appointment, includes Facility Name,

Slot Information
table

Facility ID, Appointment Date, Appointment Time, Appointment Type and the
Change button.

Change button

Displays the Appointment Slot Availability page.

Facility Name

The name of the facility for the appointment.

NASS Code

The three to five character NASS Code associated to the appointment’s facility.

Maximum
Truck Length

The maximum truck length allowed at the facility.

Appointment The date the appointment is to arrive at the facility.
Date

Appointment The time the appointment is to arrive at the facility.
Time

Appointment The type of the appointment the facility is expecting.
Type

Mail Class(es)

The mail class(es) of the appointment.

Bill of Lading The bill of lading number associated to the appointment.
Number
Number of The number of pallet positions.

Pallet Positions

Vehicle ID

The ID associated to the vehicle.
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Shipper Name | The Shipper Name associated to the appointment.
Comments Displays any miscellaneous comments regarding the appointment.
Cancel button Displays the Appointments Landing page.
Cancel Cancels the appointment in the system.
Appointment
button
Copy Displays the Create New Appointment page with the fields already populated with the
Appointment information from the current appointment.
button
Submit button Submits the appointment.
Appointment Displays all contents associated to the appointment.
Contents
section
Content ID Lists the IDs of each content associated to the appointment, which are hyperlinks to the
column Content Information Management page for the selected content ID.
Mail Preparer The ID associated to the mail preparer of the content.
Mail Class The mail class of the content.
Mail Shape The shape of the content.
Content Name | Lists the name of the content.
Pallet Count The number of pallets contained in the content.
Bedloaded The number of units bedloaded in the content.
Units
Manage Displays the Content Information Management page.
Content button
Note:

- Depending on if the user is associated to the scheduler of the appointment or is the

emm— scheduler, the fields on the Appointment Management page may be editable or

- read-only, allowing the user to only view the information without modifying it.

____________________________________________________________________________________________

The Appointment Management page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE = Home | Sign Qut

Facility Access and Shipment Tracking (FAST)

e R L Facility Access and Shipment Tracking (FAST)

Appointment Management

Manage Stand Alone Content
Manage Closeout information
Manage Unscheduled Arrival

Below is the appointment information you requested. Edit the information as needed and click
Submitto save. Te access content information, click the appropriate Content 1D link,

Appaintment ID: 800000004

Recurring Appointments

Status: Closed
Scheduler Name: Mailer 1
Origin Entry Scheduler ID: 999999999980
Customer / Supplier Creation Source: Fhane

Agreements
TEM Last Update Date/Time: 03/28/2008 08:27
Last Update User Name: FSAD01
View Audit Infermation >

Appointment Slot Information

Facility Name: SPRINGFIELD BMC
NASS Code: 01Z
Maximum Truck Length: 65 f.
Appointment Date: 03/28/2008
Appointment Time: 11:00
Appointment Type: Pallet

Mail Classies): Standard, Periodicals, Package Services

Bill of Lading Number
Mumber of Pallet Positions
Vehiclerailer I

Shipper Name:

Comments:

Cancel Closeout > ) (_Copy Appointment >

Appointment Contents

Content 1D Mol it Class Mail Shape' ContentBame  C2ll€t  Bedioad
Preparer Count Units
500000005 Standard Machinable 1 1
Parcel
200000008 Package Machinable 1 1
Services Parcel
00000007 Periodicals. | Machinable 1 1
Parcel
Total 3 %
Managn Content
Gow't Sar Jobs. oy Pol Terms of U

View Appointment Audit Information

A user may view an appointment’s audit information report by accessing the Appointment Management
page.

Management page. A user CLICKS the View Audit Information button on the Appointment
Management page and is taken to the Appointment Audit Information page. The fields
display as read-only and contain all appointment audit information.

~ A user may access the Appointment Audit Information page through the Appointment
&,
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The fields and buttons on the Audit Appointment Information report page are described
below. A snapshot of the page is displayed after the field descriptions.

Scheduler The name of the scheduler associated to the appointment.

Name

Facility The name of the facility for the appointment.

NASS Code The three to five character NASS Code associated to the appointment’s facility
Status The current status of the appointment.

Appointment The date the appointment is to arrive at the facility.

Date

Appointment The time the appointment is to arrive at the facility.

Time

Appt Type The appointment type code (Pallet, Speedline, Bedload).

Pallets The total number of pallets containing trays for this specific content.
Containing

Trays

Pallets The total number of pallets containing sacks for this specific content.
Containing

Sacks

Pallets The total number of pallets containing parcels for this specific content.
Containing

Parcels

Pallets The total number of pallets containing bundles for this specific content.
Containing

Bundles

Bedloaded The total number of tray that are bedloaded for this specific content.
Units Trays

Bedloaded The total number of sacks that are bedloaded for this specific content.
Units Sacks

Bedloaded The total number of parcels that are bedloaded for this specific content.

Units Parcels

Bedloaded
Units Bundles

The total number of bundles that are bedloaded for this specific content.

Mail Class

Lists the mail class(es) for the appointment.

Update User ID

The ID associated to the user who last updated the appointment.

Last Update
Date/Time

The date and time that the appointment was last updated.
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The Appointment Audit Information page is displayed below.

UNITED STATES
POSTAL SERVICE= Home | Sign Out

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Create New Appointment
Manaqe Existing Appointment
Create Stand-Alone Content Appointment Audit Information
Manage Stand-Alone Content ST s e
Manage Closeout Information
Manage Unscheduled Arrival

Selected Criteria

Recurring Appointments Appointment 1D: 900000004
Facilities
Status Code Legend : CA = Cancelled, CL = Closed, NS = Mo Show, O = Open. R = Rejected, U = Unscheduled

Appointment Type : B = Bedload, DP = Drop and Pick, P = Pallet, S = Speedline

Origin Entry
Customer / Supplier Mail Class Code Legend : PS-Package Services, PER-Periodicals, STD-Standard, N/C-Mo Content
Agreements

TEM

*Please note: 4n audit row in the report may appear unchanged, due to appointment updates that do not affect any of the displayed data in the report (e.g
comments)

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

ba into Excel | B v
Schedifer HASS Appointment  ppp Pallets Containing Bedloaded Units Msil Update Last
o= Facility Status i I - = g 5 r . S Update
Hame Code | Date [Time I¥B€ lparcels|sacks [Trays |Bundles Parcels Sacks [Trays Bundles Class UserlD o rie
WMailer 1 SPRINGFIELD 01Z CL 03/28/2008 11:00 P 0 3 o 0 0 3 0 0 PS5 USPS  03/28i2008
BMC PER, 08:27:02
57D
Mailer 1 SPRINGFIELD 01Z 0 03282008 11:00 P 0 3 0 0 0 3 o 0 PS, System 03/28/2008
BMC PER, Process 08:14£:47
STD
Mailer 1 SPRINGFIELD 0MZ 0 032822008 11:00 P 0 3 o 0 0 3 o 0 Ps USPS 03/28/2008
BMC PER, 08:10:57
STD
CRAIN NEW 07z CL 03/27/2008 16:00 P 0 0 o 0 0 o 0 0 NIC  USPS 03/27i2008
(FAST) JERSEY BMC 11:28:.00
CRAIN NEWY o7z a 327/2008 16:00 P o 0 o o 0 o o 0 NIC  USPS 03/27i2008
(FAST) JERSEY BMC 11:02:00
Total (5 results)

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

Edit Appointment Slot Information

When editing an appointment’s slot information, a user follows the same process described in section
6.1.1 — Searching for Appointment Slot Availability.

D A user begins the process by accessing the Appointment Slot Availability page by CLICKING
~ the Change button on the Appointment Management page. The Appointment Slot Availability
¥ Dpage displays, populating the following fields with the existing appointment information:

Facility

Customer Registration 1D
Appointment Type

Mail Class(es)

If a user needs to change any of the above fields, the appointment is considered as a
cancelled appointment when it is scored for scheduler rating (described in section 10.0 —
Rating Overview). However, a user still has the ability to change any of those fields and the
appointment will retain the same appointment ID.
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\\ The user CLICKS the Search button on the Appointment Slot Availability page, displaying the
3 results page for the specified facility, customer registration ID, mail class(es) and
- @ appointment type. A user may CLICK on a new appointment slot time to select the slot and
display the Appointment Management page with the new appointment information.

CLICKING the Submit button on the Appointment Management page updates the
appointment with the new information and displays the Appointment Confirmation page.

When a user attempts to change the appointment’s slot information, the new slot information is checked

against the trip and volume constraints, just like when a new appointment is created. If the new
information is not valid due to a constraint violation, the user sees an error which describes the problem

and the appointment is not updated with the new slot information.

Edit Appointment Level Information

A user may edit the following appointment level information on the Appointment Management page:

Bill of Lading Number

Number of Pallet Positions

Vehicle ID

Shipper Name

Comments regarding the appointment

&

To edit any of the above fields, a user CLICKS in the desired textbox and replaces the entry
@? with the new information. CLICKING the Submit button on the Appointment Management
4

\Liy

page then updates the appointment with the new information and displays the Appointment
Confirmation page.
Edit Content Level Information

A user may edit an appointment’s content level information by accessing the Content Information
Management page from the Appointment Management page.

\\\ To access the Content Information Management page, a user CLICKS on the Manage
=~ Content button in the Appointment Contents section of the Appointment Management page.
- After editing the content information, the user CLICKS the Submit button on the Content

Information Management page, which updates the content information in the system and
displays the Appointment Management page for the appointment.

Add Additional Contents

A user may also add additional contents to the appointment by accessing the Add/Edit Content
Information page from the Appointment Management page and specifying the total number of contents
per mail class (Note: The user can input data in the Update Content Capacity grid for contents that were

selected on the Create New Appointment page)

\\\ To access the Add/Edit Content Information page, a user CLICKS the Manage Content
= button on the Appointment Contents section of the Appointment Management page. The
- user follows the same process as described in section 6.1.3 — Adding Content Information to

an Appointment, to enter in and add content information for the appointment. A user may also
CLICK the Associate Stand-Alone Content button to associate a stand-alone content to the

appointment.

Managing content information is detailed in section 6.3.3 — Content Information Management.
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View Unscheduled Arrivals

\

N A user may view unscheduled arrival information in FAST by searching for the appointment
= @p and accessing the Appointment Management page. A user may search for the information
- 4

by their customer registration ID or the appointment number created upon arrival. The Postal
Service requires a customer registration ID on the PS Form 8125 when arriving with an
unscheduled appointment at a facility. The scheduler may then search for an appointment by
the customer registration ID associated to them at any or all facilities. The search option, the
user may search by the created appointment ID on the Search Existing Appointment
Information page The Status field on the Appointment Management page displays
‘Unscheduled’ to verify the appointment is an unscheduled arrival. The user may not edit this
information.

View Closeout Information

A user may view an appointment’s closeout information by accessing the Appointment Closeout page. A
user may access the Appointment Closeout page by one of the following two ways.

W

-

A user may access the Appointment Closeout page through the Appointment Management

N~
= @@ page. A user searches for the closed appointment and is directed to the Appointment
Management page. A user CLICKS the Closeout button on the Appointment Management

page and is taken to the Appointment Closeout page. The fields display as read-only and
contain all entered closeout information

\\ A user may also access the Appointment Closeout page through the Appointments Landing
-

user is taken to the Manage Closeout Information search page where the user will search for

By @? page. A user CLICKS the Manage Closeout Information link on the landing page. The
4

an appointment in the same fashion as described in the prior section, section 6.2.1 —
Appointment Search. This process is described next in more detail.

The fields and buttons on the Manage Closeout Information search page are described
below. A snapshot of the page is displayed after the field descriptions.

*Search by:

Drop down box listing the options to search for an appointment by: Appointment ID,
Customer Registration 1D, Area, District, Facility.

Submit button

Refreshes the page and displays appointment input text boxes for appointment 1D
search.

For Area search, the page refreshes with the area drop-down, customer registration 1D,
date range and the appointment status check boxes.

For District search, the page refreshes with the district drop-down, customer registration
ID, date range and the appointment status check boxes.

For Customer Registration ID search, the page refreshes with the customer registration
ID of the user along with the date range and the appointment status check boxes.

For Facility search, the facility search grid will be shown along with the customer
registration ID of the user along with the date range and the appointment status check
boxes.

Cancel button

Displays the Appointment Management landing page.
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The Manage Closeout Information search page is displayed below.
UNITED STATES
POSTAL SERVICE « Harme | Sign Out

Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria
FPlease select the search method and enter the required appointment informatian.
Then click Search to locate the appaintment.d * Required Fields )
Recurring Appointments
Facilities * Search by | — Select Ona — v | (Submit >
Prnﬁles L — — =1 -

Reports
Resources Cancel Search > )

Origin Entry
Customer / Supplier

Agreements
TEM

To search for an appointment by the appointment ID, perform the following steps on the
@ Manage Closeout Information search page:

1. SELECT Appointment ID in the Search by drop-down box
2. Input up to ten appointment IDs in the appointment ID text boxes

3. CLICK the Submit button

The Manage Closeout Information search page refreshes with additional fields, described
below. A snapshot of the page is displayed after the field description.

*Appointment ID | Input boxes to enter the requested appointment 1D(s).

The Manage Closeout Information search page with the additional field is displayed on the following
page.
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Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria
Flease selectthe search method and enter the required appointment infarmation.
Then click Search to locate the appointment.(* Required Fialds )

Recurring Appointments

Eacilities *gearch by:| Appointment 1D (v | ((Submit>
Profiles |
Reporis _ )
Rninee AppolntmemlD._ | Appaintment 10 I
N M Appointrent 10 | Appointment 1D; |
Customer [ Supplier i : =
Agreements Appaintment 10: Appaintment 10
TEM ; : r
AppaintmentlD:. | Appointment ID;
Appointment ID; Appointment ID;
Cancel Search >

\\ Perform the following final steps on the Manage Closeout Information search page to view
= @9 the Appointment Closeout page for the specified appointment ID:
- 4

1. ENTER the appointment ID in the Appointment ID input box

2. CLICK the Search button to display the Appointment Closeout page for the appointment
ID

The Appointment Closeout page displays and lists key appointment information. All fields
display as read-only for both corporate and scheduler users. The fields and buttons on the
page are described below. A snapshot of the page is displayed after the field descriptions.

Appointment 1D The ID associated to the appointment.
Current Status The current status of the appointment.
Customer The ID associated to the appointment’s mailer.

Registration ID

Scheduler Name The name of the scheduler associated to the appointment.

USPS Facility Name | The name of the facility for the appointment.
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USPS Facility ID

The ID associated to the appointment’s facility.

Date

The appointment’s scheduled arrival date.

Appointment Time

The time the appointment is scheduled to arrive at the facility.

Surface Visibility
Placard Scans

Indicates if any content was scanned by Surface Visibility.

Closed by Surface
Visibility

Indicates if Appointment was closed by Surface Visibility. .

*New Status

The new status of the appointment.

*Arrival Date

The actual date the appointment arrived.

*Arrival Time

The actual time the appointment arrived.

*Unload Start Date

The actual date the appointment began to be unloaded.

*Unload Start Time

The actual time the appointment began to be unloaded.

*Unload End Date

The actual date the appointment finished being unloaded.

*Unload End Time

The actual time the appointment finished being unloaded.

Vehicle ID

The Vehicle ID.

Tandem Trailer
Appointment
checkbox

Select if the appointment has tandem trailers.

Mail Class Standard

The Standard mail class checkbox.

Mail Class Package
Services

The Package Services mail class checkbox.

Mail Class The Perishables checkbox.
Perishables

Mail Class The Periodicals mail class checkbox.
Periodicals

Mail Class News

The News checkbox.

*Appointment Irregulari

ties section

Appointment ID

Fifteen (15) Appointment ID fields used to list the IDs of appointments with
irregularities.

*Mail Integrity and
Load Irregularities

Checkboxes listing the following irregularities: Altered Required Field on Form,
Broken Pallets, Container Counts Do Not Match Form, Damaged Mail, Driver
Refused to Assist, Incorrect Appointment Type, Incorrect Class of Mail,
Incorrect Entry Office, Incorrect Processing Category, Load Unsafe, Mailings
are not Separated by Destination, Missing Appointment Number, Missing
Origin Signature and/or Round Stamp, Missing Required Mailer Field on Form,
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No Form With Shipment, Other, Pallets Too Tall, Past in Home Date, Photo
Copy of PS Form, Vehicle Size, None.

Resolutions

Textboxes for a Resolution to be entered (when applicable):
1. Destination Contacted Origin
2. Driver Contacted Dispatch Office
3. Driver Reconciled Load
4

Irregularities Could Not Be Resolved on Dock.

section

*Content Discrepancy

Lists the fields that record the differences between what content was scheduled
and what content actually arrived.

Bedloaded sacks
percent

Displays the percent of the content type that arrived compared to what was
scheduled.

Bedloaded trays
percent

Displays the percent of the content type that arrived compared to what was
scheduled.

Bedloaded parcels
percent

Displays the percent of the content type that arrived compared to what was
scheduled.

Bedloaded bundles
percent

Displays the percent of the content type that arrived compared to what was
scheduled.

Count of pallets
containing sacks

Displays the actual number of pallets that arrived.

Count of pallets
containing trays

Displays the actual number of pallets that arrived

Count of pallets
containing parcels

Displays the actual number of pallets that arrived

Count of pallets
containing bundles

Displays the actual number of pallets that arrived

Content Discrepancy

Comments box displaying additional remarks regarding content differences.

Comments

Additional comments.

Cancel button

Displays the Appointments Landing page.

Return to Search
button

Returns the user to the Manage Closeout Information search page.

The Appointment Closeout page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE » Horme | Sign Out

Eacility Access and Shipment

MWsyemee  Facility Access and Shipment Tracking (FAST)
e

Create Stang-Alone Content Appointment Closeout
Manage Stand-Alone Content

» Manage C

King (FAST]

Please enter the following information ta close of reject an appaintment Once the information
has been entered, click the SUDMItbutton to close of rzject the appointment.

Manage Unscheduled Arrival

Recurring Appointments GEEEITEE S

Current Status: Open
Customer Registration ID: 10000979

Scheduler ID: 245400000001
= 5 Scheduler Name; FASTTEST
Customer / Supplier

Ao USPS Facility Name: NEW YORK
TEM USPS NASS Code: 100

Appointment Date/Time: 05/31/2011 13:00
Surface Visibility Placard Scans: No
Closed by SV: No

R
Origin Entry

The New Status drop-down menu below will alwaye defaultto the current statue of the
appointment. To change the status of the appointment, please selectthe new status from the
drop-down menu and dlick the Submit bution_ (* &=

* New Status:

Arrival Date: Arrival Time:

Unload Start Date: Unload Start Time:

Unload End Date: Unload End Time:
Wehicle ID:

Tandem Trailer Appointment

Mail Class
Standard
Package Senvices Perishable
Periodicals News

“Appointment Irregularities
Note: If additional appointments are noted on the USPS form 5125(s), please enter Appointment IDs.

Nultiple Appts Associated to Load

Appt ID: Appt ID: Appt ID

Appt. ID: Appt ID: Appt. 1D

Appt 1D Appt 1D Appt. ID:

Appt 1D Appt ID Appt. ID

Appt 1D Appt ID: Appt ID
Nane

“Mail Integrity and Load Irregularities
Note: A red asterisk (*) denotes thatthe
irregularity requires a resolution reason

Resolution
Altered Required Field on Form »
Broken FPallets ol
Container Counts Do Not Match Form ®
Damaged Wil *
Driver Refusedto Assist
Incorrect Appointment Type
Incorrect Class of Mail b
Incorrect Entry Office f
Incorrect Processing Category *
Load Unsafe g
Mailings Not Separated by Destination *
Missing Appointment Number .
Wissing Origin Signature and/or Reund Stamp ¥
Missing Required Mailer Field on Form #
Mo Form with Shipment -
Other
Pallets Too Tall »
Pastin Home Date
Phota Copy of P Form -
\Vehicle Size
Mone

- Destination Contacted Origin

2- Driver Contacted Dispatch Office

3- Driver Reconciled Load

4-Irregularities Could Not be Resolved on Dock

Resolution Code Legend:

*Content Discrepancy

Expected  Actual

Count  Count
Bedloaded Sack Caunt 0
Bedloaded Tray Count 0
Bedloaded Parcel Count 0
Bedloaded Bundle Count 0
Count of pallets containing sacks: 0
Count of pallets containing trays: 2
Count ofpallets containing parcels: 0

Countof pallets containing bundles: 0

Comments:

Cancel) (< Retn to Search
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Cancel an Appointment

The following section details the process and pages to cancel an appointment in the FAST
application. Users have the ability to cancel individual contents or appointments based on
Publication and association. Depending on the appointment type and content type, canceling an
appointment redistributes the available appointment slot and volume back to the facility and tier
they were pulled from when creating the appointment.

\

SELECTING the Cancel checkbox. The Confirm Cancel Appointment page displays when

N . . .
B @? A user begins to cancel an appointment(s) from the Appointment Management page by
-

user CLICKS the Cancel Selected Appointments button, which lists some of the important
appointment information

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

Appointment ID

The ID associated to the appointment.

Customer
Registration ID

The ID associated to the appointment’s mailer.

Scheduler
Name

The name of the scheduler associated to the appointment.

Facility Name

The name of the facility for the appointment.

NASS Code The three to five character NASS Code associated to the appointment’s facility

Appointment The date the appointment is to arrive at the facility.

Date

Appointment The time the appointment is to arrive at the facility.

Time

Content ID The IDs of each content associated to the appointment.

Yes button Finalizes the cancellation of the appointment and displays the Cancel Appointment
Confirmation page.

No button Displays the Appointment Management page for the appointment and does not cancel

it.

The Confirm Cancel Appointment page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

Eacility Access and Shipment Tracking (FAST)

MWpweael  Facility Access and Shipment Tracking (FAST)

Create Stand-Alone Content Confirm Cancel
Manaqge Stand-Alone Content
Manage Closeout Information
Manage Unscheduled Arrival

Are you sure you would like to cancel the fallowing?

Appointments
Recurring Appointments The following appointments will be cancelled.
E Z

Profil
R:J ;ﬁ: Appointment ID: 900000007

Resources Customer Registration ID: 9999399999950

Origin Entry Scheduler Mame:  Mailer 1
Customer / Supplier Facility Name: SPRINGFIELD BMC

A’“"‘?E: NASS Code: 012

Appointment Date:  03/31/2008
Appointment Time:  15:00
ContentID: 800000010(FIRATES CHEST)

Appointment ID: 900000008
Scheduler|D: 9999999928950
Scheduler Name: Mailer 1
Facility Mame: SPRIMGFIELD BMC
MASS Code: 012
Appointment Date:  03/31/2008
Appointment Time: 1500
ContentID: 90000001 1({PIRATES CHEST)

Are you sure you would like to confirm cancellation?

Yes No

Note:

An appointment cannot be cancelled within one hour of its scheduled appointment
- time. Also, appointments are automatically no-showed if they have not arrived 24
~ }/4 hours after the scheduled appointment time.

The appointment is not officially cancelled until the user confirms the cancellation from the previous page.

N To cancel the appointment and its associated contents, CLICK the Yes button. The Cancel
= Appointment Confirmation page displays, showing some of the key appointment information.

@[ When a user cancels an appointment, a cancellation number is generated for the
appointment.

The fields and buttons on the Confirm Cancel Appointment page are described below. A
snapshot of the page is displayed after the field description.
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Cancellation The confirmation number for the cancelled appointment.
Number
Cancellation The reason for the cancellation.
Reason
Appointment ID | The ID associated to the appointment.
Scheduler The name of the scheduler associated to the appointment.
Name
Customer The ID associated to the appointment’s mailer.
Registration ID
Facility Name The name of the facility for the appointment.
Facility ID The three to five character NASS Code associated to the appointment’s facility.
Appointment The date the appointment was to arrive at the facility.
Date
Appointment The time the appointment was to arrive at the facility.
Time
Content ID The IDs of each content associated to the appointment.
Finish button Displays the Appointments Landing page.

________________________________________________________________________________________

— Note:
—_— A cancellation number is only generated for the appointment; the associated contents that
are also canceled do not receive a cancellation number.

The Cancel Appointment Confirmation page is displayed on the following page.
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Recurring Appointments
Facilities

Profiles

Reports

Resources

Origin Entry

Customer [ Supplier
Agreements

TEM

Facility Access and Shipment Tracking (FAST)
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Home | Sign Out

Cancel Appointment Confirmation

The following appointment has been cancelled along with any associated contents. For your
recards, please take note ofthe Cancellation Mumber,

Cancellation Mumber:
Cancellation Reason:
Appointment 1D:
Customer Reqgistration ID:
Scheduler Name:

Facility Name:

MASS Code:

Appointment Date:

Appointment Time:
Content 10:

Cancel Comments:

Finish

g00000004

Delivery Appt Cancelled per request of consignee
900000033

A100000003

Scheduler 2

SPRINGFIELD BMC

Mz

09/28/2006

2200

g00000083

6.3.3 Content Information Management

A user may modify or cancel content level information for an appointment via the Content Information
Management page. As described in section 6.2.2 — Appointment Management, a user may access the
Content Information Management page by CLICKING on a Content ID hyperlink on the Appointment

Management page. This section describes how to:

e Edit Content Level Information
e Cancel a Content from an Appointment

Edit Content Level Information

The Content Information Management page looks very similar to the Add Content Information
page. The fields and buttons of the Content Information Management page are described
below. A snapshot of the page is displayed after the field description.

Standard The number of Standard contents to be created with the appointment.
*Package The number of Package Services content to be created with the appointment.
Services
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Periodicals

The number of Periodicals contents to be created with the appointment.

Manage
Content Button

Changes the number and type of contents to be created with the current appointment
and creates the appropriate content grid based on the mail class(es).

CLICKED..

The description below describes the Standard Content Grid. It is displayed when a number of expected
Standard contents are entered into the Standard text box ,and the Manage Content button has been

Content
Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content when the Clear Content button is clicked.

*Mail Preparer
ID

Drop-down box listing the name and partial scheduler IDs of available mail preparers.

Mail Owner ID

Drop-down box listing the name and partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners for this specific content.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape; Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name

The name of the content being created.

Count of Pallets
Containing
Sacks

The total number of pallets containing sacks for this specific content.

Count of Pallets
Containing
Trays

The total number of pallets containing trays for this specific content.

Count of Pallets
Containing
Parcels

The total number of pallets containing parcels for this specific content.

Count of Pallets
Containing
Bundles

The total number of pallets containing bundles for this specific content.

Bedloaded
Sack Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded Tray
Count

The total number of trays that are bedloaded for this specific content.

Bedloaded
Parcel Count

The total number of parcels that are bedloaded for this specific content.
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Bedloaded
Bundle Count

The total number of bundles that are bedloaded for this specific content.

In Home Start
date

The starting date and time the content appointment is expected to arrive at the final
destination.

In Home End
date

The ending date and time the content appointment is expected to arrive at the final
destination.

eVS Content
Checkbox

Indicates eVS content if checked.

eFile Number

The eFile Number of the eVS content being added.

Number to Drop-down box listing the number of times to duplicate the selected content. This will
Duplicate help to duplicate existing contents and minimize re-keying of data.

Duplicate Displays the Add Recurring Content Information page with the content duplicated the
button selected number of times.

The description below describes the Package Services Content Grid. It is displayed when a number of
expected Package Services contents are entered into the Package Services text box, and the Manage
Content button has been CLICKED.

Content
Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content when the Clear Content button is clicked.

*Mail Preparer
ID

Drop-down box listing the name and partial scheduler IDs of available mail preparers.

Mail Owner ID

Drop-down box listing the name and partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners for this specific content.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape; Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name

The name of the content being created.

*Package
Services Sub-

Type

Drop-down box listing the following options to specify package services sub-type: Parcel
Select, or BPM/Library/Media.

Perishable
checkbox

Indicates if the content is perishables (only for Package Services).

Count of Pallets
Containing

The total number of pallets containing sacks for this specific content.
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Sacks

Count of Pallets
Containing
Trays

The total number of pallets containing trays for this specific content.

Count of Pallets
Containing
Parcels

The total number of pallets containing parcels for this specific content.

Count of Pallets
Containing
Bundles

The total number of pallets containing bundles for this specific content.

Bedloaded
Sack Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded Tray
Count

The total number of trays that are bedloaded for this specific content.

Bedloaded
Parcel Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded
Bundle Count

The total number of bundles that are bedloaded for this specific content.

In Home Start
date

The starting date and time the content is expected to arrive at the final destination.

In Home End
date

The ending date and time the content is expected to arrive at the final destination.

eVS Content
Checkbox

Indicates eVS content if checked.

eFile Number

The eFile Number of the eVS content being added.

Number to Drop-down box listing the number of times to duplicate the selected content. This will
Duplicate help to duplicate existing contents and minimize re-keying of data.

Duplicate Displays the Add Content Information page with the content duplicated the selected
button number of times.

The description below describes the Periodicals Content Grid. It is displayed when a number of expected
Periodicals contents are entered into the Periodicals text box ,and the Manage Content button has been

CLICKED.

Content
Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content when the Clear Content button is clicked.

*Mail Preparer
ID

Drop-down box listing the name and partial scheduler IDs of available mail preparers.
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News checkbox

Select the checkbox if the content is news.

Mail Owner ID

Drop-down box listing the name and partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape; Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name

The name of the content being created.

Count of Pallets
Containing
Sacks

The total number of pallets containing sacks for this specific content.

Count of Pallets
Containing
Trays

The total number of pallets containing trays for this specific content.

Count of Pallets
Containing
Parcels

The total number of pallets containing parcels for this specific content.

Count of Pallets
Containing
Bundles

The total number of pallets containing bundles for this specific content.

Bedloaded
Sack Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded Tray
Count

The total number of trays that are bedloaded for this specific content.

Bedloaded
Parcel Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded
Bundle Count

The total number of bundles that are bedloaded for this specific content.

Publication Text box to input the publication name to search for (only for Periodicals).

Name

USPS Text box to input the publication ID of the publication to search for (only for Periodicals).
Publication ID

Search button

Retrieves the publication(s) associated to the search criteria and populates them in the
Publication drop-down box (only for Periodicals).

Publication

Drop-down box containing publications associated with the selected publication name or
publication ID search criteria.
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Add button Adds the selected publication to the associated publications.
Associated The publications associated to the for this specific content.
Publications

Remove button

Removes the selected publication from the associated publications.

Destination
Discount
checkbox

Indicates if a destination discount is being claimed for the content. If the checkbox is
selected the content is considered drop ship otherwise, the content is Origin Entry.

Zone-Skipping
checkbox

Indicates if the content is entered for zone-skipping rather than destination discount.

Cancel button

Displays the Create Recurring Appointment Landing Page.

Clear Contents
button

Clears the data fields of all the contents in the appointment where the cancel contents;
checkboxes has been selected.

Submit button

Saves all associated contents to the appointment.

Update Content
Capacity:
Standard

Text box allowing the user to change the number of Standard contents associated to the
appointment; editable only if the Mail Class: Standard checkbox was checked on the
Appointment Slot Availability Page.

Update Content
Capacity:
*Package
Services

Text box allowing the user to change the number of Package Services contents
associated to the appointment; editable only if the Mail Class: Package Services
checkbox was checked on the Appointment Slot Availability Page.

Update Content

Text box allowing the user to change the number of Periodicals contents associated to

Content button

Capacity: the appointment; editable only if the Mail Class: Periodicals checkbox was checked on
Periodicals the Appointment Slot Availability Page.
Manage Changes the number of contents associated to the appointment.

Content #

The unigue number identifying the particular content.

Cancel Content
checkbox

Indicates if the user wants to cancel an individual content from the appointment.

Mail-Preparer
drop-down

The ID associated to the mail preparer.

Content Name

The name associated to the content.

Mail Owner ID

Drop-down box listing IDs of Mail Owners who could be associated with the content.

Add button

Adds the selected Mail Owner ID from the Mail Owner ID drop-down box to the
Associated Mail Owners field.

Associated Mail
Owner

The Mail Owner IDs of all Mail Owners that have been associated to the content.

Remove button

Removes the selected Mail Owner ID from the Associated Mail Owner field.
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*Mail Shape Drop-down box listing the following options to specify mail shape: Letter, Flat,
Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.
*Package Drop-down box listing either Parcel Select of BPM/Library/Media; only displays the Mail

Services Sub
type

Class: Package Services checkbox was checked on the Appointment Slot Availability
Page.

Perishable

Checkbox that indicates if the content contains perishable items.

Count of
Pallets: Sacks

The total number of pallets containing sacks in the content.

Count of
Pallets: Trays

The total number of pallets containing trays in the content.

Count of The total number of pallets containing bundles in the content.
Pallets:
Bundles
Count of The total number of pallets containing parcels in the content.

Pallets: Parcels

Bedloaded The total number of sacks in the bedloaded content.
Sack Count

Bedloaded The total number of trays in the bedloaded content.
Tray Count

Bedloaded The total number of bundles in the bedloaded content.

Bundle Count

Bedloaded
Parcel Count

The total number of parcels in the bedloaded content.

Publication The name of the publication to search for.

Name

USPS The Publication ID of the publication to search for.
Publication ID

Search button

Retrieves the publication(s) associated to the search criteria and populates them in the
Publication drop-down box.

Publication Drop-down box containing publications associated with the selected publication name or
publication ID search criteria.

Add button Adds the selected publication to the associated publications.

Associated The publications associated to the appointment.

Publications

Remove button

Removes the selected publication from the associated publications.
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Destination
Discount
checkbox

Indicates if the content is destination discount. The destination discount applies when a
user enters mail for a NDC service area at the destination NDC (DNDC), mail for an
ADC service area at the destination ADC (DADC), mail for a SCF service area at the
destination SCF (DSCF), or mail for a DU service area at the destination DU (DDU). If
the checkbox is selected the content is considered drop ship otherwise, the content is
Origin Entry.

Zone-Skipping
checkbox

Indicates if the content is entered for zone-skipping, rather than destination entry
discount.

In Home Start
date

The first date desired by the customer for delivery of mail pieces to the final destination.

In Home End The last date desired by the customer for delivery of mail pieces to the final destination.
date

Number to Drop-down box use to select how many times the content should be duplicated.
Duplicate

Duplicate Duplicates the content the number of times specified in the Number to Duplicate drop-
button down box.

Cancel Cancels the entire appointment.

Appointment

button

Clear Contents
button

Clears the data in each content of the appointment.

Submit button

Updates the content with the new information and displays the Appointment
Management page.

The Content Information Management page is displayed on the following page.
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EUMTEDSTATES
POSTAL SERVICE» Home | Sign Out

Facility Access and Shipment Tracking (FAST]|

Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Please note: Content information describes the mail associated with each PS Form 8125, or each line of consolidated PS Form 8125, ( * Required Fialds |

Selected Criteria
Customer Registration ID: 4433047
Scheduler ID: 999999999980
Scheduler Mame: DERCORP INTERNATIONAL
Facility Mame: BALTIMORE
NASS Code: 212
Maximum Truck Length: 53 ft
Appointment Date: 0212472010
Appointment Time: 14:00
Appointment Type: Pallst
Mail Class{es): Standard

To add content information, selectthe number of contents to add and click “Manage Content”,
Click the "Submit” button with only empty content to bypass content creation and create an appointment shell.
To associate stand-alone content, click the “Associate Stand-Alone Content” button,

Update Content Capacity:
Standard Package Services
2 0
((Associato Stand Alone Contont > )

You have pending Stand-Alone Content awaiting Association

Click the "View All" button to select a Mail Preparer and Mail Owner from the drop-down box.

gl
i

Content #1

Mail Class: Standard

Maid Preparer © - Wiew All Content Name
Mai Dwner - (Add> ) A
Associated Mall Owners
View All -
* Mail Shape = Select One - -

Note: NFM < Soz should be scheduled as meguiar Parcels and NFM >= 6oz should be scheduled as Machinabie Parceils,
Count of Paliets Sacks 0 Trays 0 Bundies [ Parcels [
Bedioaded Sack Count [ Tray Count [ Bundie Count [} Parcel Count [

Destination Discount (¥
In Home Start Date n Home End Date
eV'S Content || eFile Number
Number to Dupicate 1 v Duplicato> )
Content #2 C Clear Content

Mail Class: Standard

Iail Freparer © - Wiew AN Content Name

Wai Owner ID - S -
Associated Mai Owners [ Remave > |
View All = - =

* Wail Shape - Select One -~ -
Note: NFM < S0z should be scheduled as lrregular Parcels and NFM >= Goz should be scheduled as Machinable Parcels.

Count of Palists Sacks [ Trays 0 Bundies 0 Parcels 1
Bedoaded Sack Count [ Tray Count [ Bundie Count [} Parcel Count
Destination Dscount
In Home Start Date = In Home End Date =
VS Content | | eFile Number
Number to Dupicate 1~ | Duplicate> )
(_Cancel | | Cancel Appointment | [ Cloar Contents | [ Submit> )

CopyrightD 2008 USPS. All Rights Reserved. N FEARAGEEC Dats  EOI&

September 30, 2011 FAST Customer User Guide Page 211



Facility Access and Shipment Tracking

\\ User Guide
B/ To edit or update the content level information, CLICK in any of the previously described
= @p fields and ENTER the new content information. Once all updates or edits have been made,
CLICK the Submit button to save the new information to the content.

P Note:

E e Updating content information is subject to the same constraints that
! — are found in creating content information.

|

Cancel a Content from an Appointment

From the Content Information Management page described and shown previously, a user may cancel the
content from the appointment. However, if it is the only content associated to the appointment, it may not
be cancelled unless the appointment is cancelled.
\\\ To cancel a content from an appointment, CHECK the Cancel Content checkbox on the
= @? Content Information Management page. Then CLICK the Submit> button. The Confirm

¥ Content Cancellation page is displayed. The Confirm Content Cancellation page allows the
user to finalize the cancellation of the content or to return to the Content Information
Management page.

——
-

The fields and buttons on the Confirm Content Cancellation page are described below. A
snapshot of the page is displayed after the field description.

Content ID The ID associated to the content.

Mail Preparer The ID associated with the mail preparer for the content.
ID

Mail Owner ID The ID associated with the mail owner for the content.

Yes button Finalizes the cancellation of the content.

No button Displays the Content Information Management page for the content.
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The Confirm Content Information Cancellation page is displayed below.

A http://56.274.61.111 - USPS - Facility Access and Shipment Tracking (FAST) - Existing Appointme - Microso

Fle Edit View Favorites Took Help

E UNITED STATES
POSTAL SERVICE Home |

Facility Access and Shipment Tracking [F

Facility Access and Shipment Tracking (FAST)

Wanage Closeoul information . . .
" Confirm Content Information Cancellation
Eacilities
Profiles
Reports
Resources
Origin Entry
Customer [ Supplier
Agreements ContentD: 900000001
TEM Mail Preparer ID:  MLPOOO001

Mail Owner 1D MON0OO01

Are you sure you would like to cancel the following content?

Yos No

To finalize the cancellation of the content, CLICK the Yes button. The Appointment
? Confirmation page displays and the content ID is not listed as a content for the Appointment.
4

6.3.4 Web Services Appointment Management

Appointments may be created via Web Services as well as through the online FAST application. A Web
Services appointment is treated technically as an online appointment and is subject to the same
restrictions and constraints as an online appointment. A user may perform many of the same actions to a
Web Services appointment, such as editing appointment information and canceling the appointment.

One restriction regarding Web Services appointments is that an online user may not modify content level
information but can view content. They are restricted to modifying only appointment level information for
the Web Services appointment. A user may only modify Web Services appointments that are associated
to the user.

Please reference the section’s 12.3 — PostalOne! User Guide and section 12.4 — PostalOne! Technical
Guide for more detailed descriptions of actions related specifically to PostalOne! and Web Services that
occur outside of the online FAST application.

A user may modify the appointment level information on the Appointment Management page (see section
6.3.2 — Appointment Management for the steps to edit appointment information). The following lists the
information a user may change in a Web Services appointment.
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e Scheduler — restricted to schedulers associated to the user
e Facility
e Appointment Date/Time
e Appointment Type
e Bill of Lading Number
e Number of Pallet Position Counts
e Vehicle ID
e Shipper ID
o Comments

Web Services appointments are subject to normal trip and volume availability checks when updates are
made to the appointments. Also, mail class indicators may not be changed on appointment updates.

A user may perform the following actions to a Web Services appointment:
e Add an appointment to a multi-stop (described in section 6.1.5.2 — Creating an Appointment for an

Existing Multi-Stop)
e Cancel an appointment (described in section 6.2.2 — Appointment Management)

— Note:
p— All actions performed on a Web Services appointment are subject to the same timing,
—_— trip and volume constraints as an online appointment.

6.4 Create/Manage Stand-Alone Content

Stand-Alone content contains information about the mail in the shipment, but does not specify
any of the logistics information with regards to the drop shipment. A user may create the
content information to be associated to an appointment later by the Scheduler. Additionally, if
the user knows the ID of the desired appointment, the user can associate the content to the
appointment during the Stand-Alone content creation process. This functionality is targeted for
scenarios where the entity who prepares the mail is different from the entity that will be drop
shipping the mailing. Hence mail preparers can use FAST to create content level information
while the scheduler focuses on the logistics of the appointment (facility, date, time, location,
etc). Once a Stand-Alone content is created, a user may manage information on the content
grid.

This section describes the above processes and includes:

6.4.1 - Create a Stand-Alone Content

6.4.2 - Associate a Stand-Alone Content

6.4.3 — Manage a Stand-Alone Content

6.4.4 — Confirm Stand-Alone Content Association

6.4.1 Create a Stand-Alone Content

The process to create a Stand-Alone content is similar to adding content to an appointment in section
6.1.3 - Adding Content Information to an Appointment.
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The user begins at the Appointments Landing page and CLICKS the Create Stand-Alone
Content Go> button. The user is taken to the Create Stand-Alone Content page where the
user enters in the content level information.

The fields and buttons on the Stand-Alone Content page are described below. A snapshot of
the page is displayed after the field description.

Update Content
Capacity: Standard

The field containing the number of Standard contents the user would like to create.

Update Content
Capacity: Package
Services

The field containing the number of Package Services contents the user would like to
create.

Update Content
Capacity:
Periodicals

The field containing the number of Periodicals contents the user would like to
create.

Manage Content
button

Creates the specified number of contents for each type of mail class..

The description below describes the Standard Content Grid. It is displayed when a number of expected
standard contents are entered into the Standard text box ,and the Manage Content button has been

CLICKED

Content Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content when the Clear Content button is clicked.

*Customer
Registration ID

Drop-down box containing a list of Scheduler name and CRID.

*Desired Induction
Date

The desired induction date for the content to be accepted at a facility (For use by
schedulers only; not a substitute for in-home date).

Appointment ID

The Appointment ID (if provided to the user by the transportation agent).

State

Drop-down box containing state options.

View Cities button

Retrieves cities within the selected state and populates the cities in the City drop-
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
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table.
*Facility Drop-down box containing the facility(s) located in the specified city and state.
Add Button Adds the selected Facility into the Desired Facility Name textbox.

Desired Facility
Name

The Desired Facility for the content.

*Mail Preparer ID

Drop-down box listing the name and partial scheduler IDs of available mail
preparers.

Mail Owner ID

Drop-down box listing the name and partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners for this specific content.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape: Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name

The name of the content being created.

Count of Pallets
Containing Sacks

The total number of pallets containing sacks for this specific content.

Count of Pallets
Containing Trays

The total number of pallets containing trays for this specific content.

Count of Pallets
Containing Bundles

The total number of pallets containing parcels for this specific content.

Count of Pallets
Containing Parcels

The total number of pallets containing bundles for this specific content.

Bedloaded Sack
Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded Tray
Count

The total number of trays that are bedloaded for this specific content.

Bedloaded Bundle
Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded Parcel
Count

The total number of bundles that are bedloaded for this specific content.

In Home Start date

The starting date and time the content is expected to arrive at the final destination.

In Home End date

The ending date and time the content is expected to arrive at the final destination.

eVS Content
Checkbox

Indicates eVS content if checked.
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eFile Number

The eFile Number of the eVS content being added.

Number to
Duplicate

Drop-down box listing the number of times to duplicate the selected content. This
will help to duplicate existing contents and minimize re-keying of data.

Duplicate button

Displays the Create Stand-Alone Content page with the content duplicated the
selected number of times.

The description below describes the Package Services Content Grid. It is displayed when a number of
expected Package Services contents are entered into the Package Services text box ,and the Manage
Content button has been CLICKED.

Content Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content when the Clear Content button is clicked.

*Customer
Registration ID

Drop-down box containing a list of Scheduler name and CRID

*Desired Induction
Date

The desired induction date for the content to be accepted at a facility (For use by
schedulers only; not a substitute for in-home date).

Appointment ID

The Appointment ID (if provided to the user by the transportation agent).

State

Drop-down box containing state options.

View Cities button

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

Add Button

Adds the selected Facility into the Desired Facility Name textbox.

Desired Facility
Name

The Desired Facility for the content.

*Mail Preparer ID

Drop-down box listing the name and partial scheduler IDs of available mail
preparers.

Mail Owner ID

Drop-down box listing the name and partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.
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Associated Mail
Owners

The names of the associated mail owners for this specific content.

Remove button

Removes the selected Mail Owner from the list of associated mail owners.

*Mail Shape

Drop-down box listing the following options to specify mail shape: Letter, Flat,
Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name

The name of the content being created.

*Package Services

Drop-down box listing the following options to specify Package Services sub-type:

Sub-Type Parcel Select, or BPM/Library/Media (only for Package Services).
Perishable Indicates if the content is perishables (only for Package Services).
checkbox

Count of Pallets
Containing Sacks

The total number of pallets containing sacks for this specific content.

Count of Pallets
Containing Trays

The total number of pallets containing trays for this specific content.

Count of Pallets
Containing Bundles

The total number of pallets containing parcels for this specific content.

Count of Pallets
Containing Parcels

The total number of pallets containing bundles for this specific content.

Bedloaded Sack
Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded Tray
Count

The total number of trays that are bedloaded for this specific content.

Bedloaded Bundle
Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded Parcel
Count

The total number of bundles that are bedloaded for this specific content.

In Home Start date

The starting date and time the content is expected to arrive at the final destination.

In Home End date

The ending date and time the content is expected to arrive at the final destination.

eVS Content
Checkbox

Indicates eVS content if checked.

eFile Number

The eFile Number of the eVS content being added.

Number to
Duplicate

Drop-down box listing the number of times to duplicate the selected content. This
will help to duplicate existing contents and minimize re-keying of data.

Duplicate button

Displays the Add Content Information page with the content duplicated the selected
number of times.

The description below describes the Periodicals Content Grid. It is displayed when a number of expected
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Periodicals contents are entered into the Periodicals text box ,and the Manage Content button has been

CLICKED.

Content Number

Number of the current mailing being created.

Clear Content
Checkbox

Clears the data fields in the content when the Clear Content button is clicked.

*Customer
Registration ID

Drop-down box containing a list of Scheduler name and CRID.

*Desired Induction
Date

The desired induction date for the content to be accepted at a facility (For use by
schedulers only; not a substitute for in-home date).

Appointment ID

The Appointment ID (if provided to the user by the transportation agent).

State

Drop-down box containing state options.

View Cities button

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

Add Button

Adds the selected Facility into the Desired Facility Name textbox.

Desired Facility
Name

The Desired Facility for the content.

*Mail Preparer ID

Drop-down box listing the name and partial scheduler IDs of available mail
preparers.

News checkbox

Select the checkbox if the content is news (only for Periodicals).

Mail Owner ID

Drop-down box listing the name and partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape; Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.
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Content Name

The name of the content being created.

Count of Pallets
Containing Sacks

The total number of pallets containing sacks for this specific content.

Count of Pallets
Containing Trays

The total number of pallets containing trays for this specific content.

Count of Pallets
Containing Bundles

The total number of pallets containing parcels for this specific content.

Count of Pallets
Containing Parcels

The total number of pallets containing bundles for this specific content.

Bedloaded Sack
Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded Tray
Count

The total number of trays that are bedloaded for this specific content.

Bedloaded Bundle
Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded Parcel
Count

The total number of bundles that are bedloaded for this specific content.

Publication Name

Text box to input the publication name to search for (only for Periodicals).

USPS Publication
ID

Text box to input the publication ID of the publication to search for (only for
Periodicals).

Search button

Retrieves the publication(s) associated to the search criteria and populates them in
the Publication drop-down box (only for Periodicals).

Publication Drop-down box containing publications associated with the selected publication
name or publication ID search criteria (only for Periodicals).

Add button Adds the selected publication to the associated publications (only for Periodicals).

Associated The publications associated to the appointment (only for Periodicals).

Publications

Remove button

Removes the selected publication from the associated publications (only for
Periodicals).

Destination
Discount checkbox

Indicates if a destination discount is being claimed for the content.

Zone-Skipping
checkbox

Indicates if the content is being entered for zone-skipping, rather than destination
discount.

Receive an Email
checkbox

Indicates if the user wishes to receive an email when their Stand-Alone content is
associated to an appointment.

Cancel button

Cancels the Stand-Alone content.
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Clear Contents
button

Clears the data fields of all the contents in the appointment where the cancel
contents; checkboxes has been selected.

Submit button

Saves all associated contents to the appointment and creates the appointment in
the system.

The Create Stand-Alone Content page is displayed on the following page.
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Create Stand-Alone Content

Please note: Contentinformation describes the mail associated with each PS Form 8125, or each line of consolidated
PS Form 8125, (* Required Fields

Update Content Capacity:
Standard Package Services Periodicals
1 1 1

( Manage Content )

User Guide

Content #1 [7] clear content

Mail Class: Standard
* Gustomer Registration D: ~ Select One — + * Desired inducton Date: =

Appointment D:

state: e ____ nasscose:
~SelectOne~ v ( View Cities > !
a7 Desied Facity Name: (Romove >
Faciiity:
* Wai Preparer ;- Select One ~ -
1ail Owner D ~ (Add>) Associated Mai Owners: (‘Remove > )
* Mail Shape: — Select One — ¥ Content Name:
Count of Pallets. Sacks: 0 Trays: 0 Bundles: 0 Parcels: 0
Becbaded  SackCount: 0 Tray Gount. 0 Bundie Gount: 0 Parcel Gount.
In Home Start Date: EE  ntomeEndDate =
evs content. 7] eFil Humber
Number to Duplicate: 1w ( Duplicate> )
Content #2 [T clear content
Mail Class: Package Services
* Gustomer Regstration D~ Select One — + * Desired Inducton Date: m
Appontment D:
State: — | NASS Code: ( Sean )
~SelectOne ~ v ( View Gities > Seenh:
o Desired Facilty Name: )
Facility:
* Wai Preparer ;- Select One ~ '
Mai Owner I ~ (Add>) assocated Mal Owners: (Remove > )
* Mail Shape: —SelectOne — v Content Name:
Hote: NFM < oz should be scheduled as Iiegular Parcels and IFI >= 60z should be scheduled as Machinable Parcsls
* Package Services ~ T
SubType Select One Perishable: [7]
Count of Pallets. Sacks: 0 Trays: 0 Bundies: 0 Parcels: 0
Bedioaded Sack Count. 0 Tray Count: 0 Bundle Count: 0 Parcel Count. 0
In Home Start Date: n Home End Date: =
evs content. [ eFile Humber
Number o Duplicate: 1 v ( Dupiicats > )
Content #3 [T] Clear Content
Mail Class: Periodicals
* Customer Regitration D: - Select One ~ + * Desired Inducton Date: m
Appontment D:
State: NASS Code: h>
~SelectOne -~ (1 ==
o > Desired Faity Nare: (Remove >
Facity.
*Mai Preparer >: — Select One — E
Wail Owner ID: ~ ((Add>) Associated Mai Owners: ((Remove > )
*1ai Shape: - Select One ~ - News: [7]  Content Name:
Count of Pallets. Sacks: 0 Trays: 0 Bundies: 0 Parcels: 0
Bedioaded Sack Count. 0 Tray Count: 0 Bundle Count: 0 Parcel Count. 0
Pubication Name: Associated Pulications: (Remove > )
OR
Ustertecatn b | doarch > Destination Discount:
Pt Hote: When Zone Skipping is checked,
Zone-Skipping: [[] €M
validation will not be performed.
Number to Dupicate: 1 v ( Duplicate > )
Receive an email once my content has been
associated to an appointment.
( Gancer’) Glear Gontents ) Submit > )

Copyright® 2010 USPS. All Rights Reserved.  NoFEARAGEEO Dsta  FOIA
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After CLICKING the Submit button, the Stand-Alone content is created and the user is taken
to the Stand-Alone Content Confirmation page.

The fields and buttons on the Stand-Alone Content Confirmation page are described below.
A snapshot of the page is displayed after the field description.

Stand-Alone
Content table

A table displaying all the information for the Stand-Alone content that was just created.

Content

Creator column

Column displaying the Content Creator Name. If internally created “USPS Created” will
be displayed

Content ID
column

Displays the Content ID as a hyperlink.

Mail Preparer
column

Displays the Mail Preparer.

Mail Owner(s)

Displays the Mail Owner(s).

column
Mail Class Displays the Mail Class(es).
column
Mail Shape Displays the Mail Shape(s).
column

Content Name
column

Displays the Content Name

Count column

Desired Displays the Desired Induction Date (For use by schedulers only; not a substitute for in-
Induction Date | home date).

column

Pallet Count Displays the number of pallets.

column

Bedload Unit Displays the number of bedloaded units.

Scheduler
Name column

Displays the Scheduler Name.

column

Appointment ID

Displays the Appointment ID.

Action column

Displays the most recent action.

Return to
Home button

Takes the user to the Appointments Landing page.

The Stand-Alone Content Confirmation page is displayed on the following page.
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POSTAL SERVICE = Home | Sign Out
Facility Access and Shipment Tracking (FAST)
Facility Access and Shipment Tracking (FAST)
Stand-Alone Content Confirmation
Your stand-alone content has been successfully updated. Below is a summary of stand-
alone content information for your records. To edit a stand-alone content, click the Content
ID link to access the Stand-Alone Content Management Page.
Mote: An email notification has been sentto associated customers, if applicable.
Resources
Origin Entry Conlteut) || Conteit | Rell 22 || il ) il Content: S ==t =9\ p oot Bedivaden| | Scioduler | Appomntiient]s 4| Desired
Customer / Supplier Cresior 1 Preporer Y Closy shape Hame "SUSEOR Copny uneCount  Mame b ATER fociy
Ag%%r;:j FASTSCHEDO1 | 910001018 FAST Standard Letter 07/28/2010 1 0 FASTSCHEDO Created NEW
= | (SCHEDULER) TESTER 9 (SCHEDULER) YORK
< Return to Home
Foms Gov't Services Caresrs Privacy Pol
1, ____________________________________________________________________________________ - \\‘
! |
' Note: '
V\—— An email will be sent to the scheduler notifying them of the contents that need to be '
v associated to an appointment. Once the content has been associated by the '
! — scheduler, an email will be sent to the user confirming the transaction if the user ,
! selected the “Receive an email once my content has been associated to an |
. '
' appointment” checkbox. i

6.4.2 Associate a Stand-Alone Content

Once Stand-Alone content has been created, it can be added to a new or existing appointment via the
normal appointment creation (reference Section 6.1 — Create New Appointment) and appointment
management (reference Section 6.2 — Manage Existing Appointment).

\ To add a Stand-Alone content to a new appointment, the user should navigate to the
X Appointment Slot Availability page, input the data and then CLICK the Add Content button.
= @ The user is taken to the Add/Edit Content Information page and can then CLICK the
- ¥ Associate Stand Alone Content button, which will take the user to the Associate Stand-

Alone Content page.

To add a Stand-Alone content to an existing appointment, the user should navigate to the
Appointment Management page, and then CLICK the Manage Content button. The user is
taken to the Add/Edit Content Information page and can then CLICK the Associate Stand
Alone Content button, which will take the user to the Associate Stand-Alone Content page.
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The user can filter the Stand-Alone content that is displayed on the Associate Stand-
Alone Content page by checking the “Only display Stand-Alone Content(s) with a Facility
of <the appointment scheduled Facility>" checkbox.

The user can also choose to select all the Associate Content checkboxes that are
displayed on the Associate Stand-Alone Content page by checking the “Select all Stand-
Alone Content to associate” checkbox.

fields and buttons on the Associate Stand-Alone Content page are described below. A

snapshot of the page is displayed after the field description.

Customer
Registration ID

The Customer Registration ID of the Mail Scheduler selected by the mail owner/mail
preparer.

Scheduler ID The Scheduler ID of the Mail Scheduler selected by the mail owner/mail preparer.
Scheduler The Name of the Mail Scheduler selected by the mail owner/mail preparer.
Name

Facility Name

The name of the facility to which the appointment is scheduled to be delivered.

NASS Code The three to five character NASS Code of the facility to which the appointment is
scheduled to be delivered.

Appointment The date of the appointment.

Date

Appointment The time of the appointment.

Time

Appointment The type of appointment.

Type

Mail Class(es)

The Mail Class(es) associated with the Appointment.

Checkbox Checkbox the user may select to only display Stand-Alone content that has the same
Desired Induction Facility for the content as the Facility for the appointment being
created.

Checkbox Checkbox the user may select to only select all of the Stand-Alone content(s) that

displays on the page.

Submit button

Refreshes the associate Stand-Alone content page and only display the Stand-Alone
content where the Desired Induction Facility for the content is the same as the Facility
for the appointment being created and/or selects all of the Stand-Alone content(s) that
display on the page.

Associate
Stand-Alone
Content table

A table displaying all the information for the Stand-Alone content waiting to be
associated.
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Associate
Content column

The column containing the Associate Content checkboxes.

Reject Content
column

The column containing the Reject Content checkboxes.

Content
Creator column

Column displaying the Content Creator Name. If internally created “USPS Created” will
be displayed

Content ID
column

Displays the Content IDs.

Mail Preparer

Displays the Mail Preparer name.

column

Mail Class Displays the Mail Class of the content.
column

Mail Shape Displays the Mail Shape of the content.
column

Content Name
column

Displays the name of the content.

Desired Displays the Desired Induction Date (For use by schedulers only; not a substitute for in-
Induction Date | home date).

column

Pallet Count Displays the number of pallets associated with the content.

column

Bedloaded Unit
Count column

Displays the number of bedloaded units associated with the content.

Comments
column

Displays any comments associated with the content.

Desired Facility
column

Displays the desired facility of the content, if applicable.

Cancel button

Takes the user back to the Add/Edit Content Information page.

Continue
button

Associates the selected contents to the appointment and removes any rejected contents
associated to the user's Scheduler ID.

The Associate Stand-Alone Content page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST] |

Boremmmeed  Facility Access and Shipment Tracking (FAST)

Associate Stand-Alone Content Return to F

Below are the Stand-Alone contents that are associated to your Customer Registration ID. Select the contents you would like to associate to your
appointment and click Continue to associate contents. You may also release content. Releasing content disassociate the content from your
Customer Registration 1D.

Customer Registration ID: 10001269
Scheduler ID: 200240000044
Scheduler Name: FASTSCHEDO1 (SCHEDULER)

Resources Facility Name: NEW YORK

@ng_;Etrr: NASS Cods: 100

Appointment Date: 07/28/2010
Appointment Time: 16:00
Appointment Type: Pallet

Mail Class(es): Standard

[] Only display Stand-Alone Content(s) with a Desired Facility of 100 - NEW YORK Submit >
[] Select all Stand-Alene Content to associate

Associate Reject Comtent . ..o Mail Mail Mail Content ﬁg:;ﬁn Pallet Bedlosded ., Dk
Content Content Creator = FPreparer Class Shape Hame =~ Count Unit Count == Fa
& 7] FASTSCHEDU1 910000782 FASTCCO1 Standard Iregular Content 08122010 3 i
- (SCHEDULER) (CONTENT Parcel
CREATOR)
& [7| FASTSCHEDO1 910000763 FASTCCO1 Standard irsguar Content 08/142010 3 0
B ' (SCHEDULER) (CONTENT Parcel
CREATOR)
B [] FASTSCHEDD! 910000764 FASTCCO1  Standard kregular Content 08/142010 3 0
k= {SCHEDULER}) {CONTENT Parcel
CREATOR)
[l ] FASTSCHEDO1 910000765 FASTCCO1 Standard Iregular Conlent 08/1422010 3 0
(SCHEDULER) (CONTENT Parcel
CREATOR)
B 7] FASTSCHEDO1 910000785 FASTCCO1 Standard Iregular Content 08142010 3 0
" (SCHEDULER) (CONTENT Parcel
CREATOR)
| [7] FASTSCHEDO1 910000767 FASTCCO1 Standard irsgular Content 08/142010 3 0
B (SCHEDULER) (CONTENT Parcel
CREATOR)
B ] FASTSCHEDO! 910000768 FASTCCO1  Standard Iregular Content 08/142010 3 0
(SCHEDULER) (CONTENT Parcel
CREATOR)
& =) FASTSCHEDOM 910000763 FASTCCO1 Standard Iregular Content 081272010 3 i
= ' (SCHEDULER) (CONTENT Parcel
CREATOR)
" 7] FASTSCHEDOT 910000770 FASTCCO1 Standard irsgular Content 08/1412010 3 i
= " (SCHEDULER) (CONTENT Parcel
CREATOR)
B 7] FASTSCHEDO1 910000771 FASTCCO1 Standard Iregular Content 08142010 3 0
e (SCHEDULER) (CONTENT Parcel
CREATOR)

E.V'qrrnr.‘elr | Continue >
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\\\ After checking the Associate Content checkbox, CLICK the Continue button to continue the
=~ associate Stand-Alone content process. If the selected Stand-Alone content has a Desired
- 7 Induction Facility that is the same as the Facility specified for the appointment, the user is

taken to the Add/Edit Content Information page. At this point, the user can add additional
contents (see section 6.1.3 — Adding Content Information to an Appointment) or CLICK the
Submit button to create the appointment. The user is then taken to the Appointment
Confirmation page to view a summary of the appointment. If the Desired Induction Facility
does not match the facility specified for the appointment, the user will be taken to the Confirm
Stand-Alone Content Association page (see section 6.4.4 — Confirm Stand-Alone Content
Association) where they may choose to keep the selected content or return to the Associate

Stand-Alone Content page.

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

Appointment ID

The appointment ID to which the content was associated.

Customer
Registration ID

The customer registration ID of the user who created the content.

Scheduler
Name

The scheduler name of the scheduler who created the content.

Facility Name

The name of the facility to which the appointment is scheduled to be delivered.

NASS Code The three to five character NASS Code of the facility with which the appointment is
associated.

Appointment The scheduled date of the appointment.

Date

Appointment The scheduled time of the appointment.

Time

Content ID The content ID number(s) of the content associated with the appointment.

Bill of Lading The Bill of Lading number associated with the appointment.

Number

Total Number
of Pallets

The total number of pallets associated with the appointment.

Total Number
of Bedloaded
Units

The total number of bedloaded units associated with the appointment.

Return to
Home button

Takes the user back to the Appointments Landing page.
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Create New Appointment
Appointment Confirmation

Manage Closeout Information Your appointment has been successfully created. Below is a summary of the appointment
Manage Unscheduled Arrival information for your records. To edit this appointment, click the Appointment ID link to access

the Appointment Management page.
Recurring Appointments
Facilities
Profiles

Reports Mote: An email notification has been sentto associated customers, if applicable.
Resources
Origin Entry 2 s =
Appointment ID: 910000558
TEM e e

Customer Registration 1D: 10001269
Scheduler ID: 200240000044
Scheduler Name: FASTSCHEDO1 (SCHEDULER)
Facility Mame: NEW YORK
NASS Code: 100
Appointment Date; 07/28/2010
Appointment Time: 16:00
Content ID: 910000762
Bill of Lading Mumber:
Vehicle ID:
Total Mumber of Pallets: 3
Total Number of Bedloaded Units: 0

< Return to Home

6.4.3 Manage a Stand-Alone Content

From the Appointments landing page, a user may CLICK the Manage Stand-Alone Content link to access
the Search Existing Stand-Alone Content page to search for a Stand-Alone content to manage. A user
may manage a Stand-Alone content by editing any of the fields on the content grid.

A user has the option to search for a Stand-Alone content by either the scheduler 1D or the content ID of
the Stand-Alone content. The resulting search page appears two different ways, depending on the how
the user searches for the Stand-Alone content.

To manage a Stand-Alone content, the user should CLICK the Manage Stand-Alone
Content link to get to the Search Existing Stand-Alone Content page. The user selects
Customer Registration ID or Content ID from the Search By menu, and then either selects a
customer registration ID or enters a content ID, depending on which search option was
selected. Once the user clicks Search, the Search Existing Stand-Alone Content page
reloads with a Stand-Alone Content Summary. The fields and buttons for the Customer
Registration ID search are described below. A snapshot is displayed after the field
description.
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*Search By:

Drop-down box to select to search by scheduler ID or content ID.

*Customer
Registration ID

Drop-down box to select the customer registration ID to search.

Cancel button

Takes user back to the Appointments landing page.

Search button

Reloads page with a Stand-Alone Content Summary table.

Stand-Alone
Content
Summary table

A table displaying all the information for the Stand-Alone content waiting to be
associated.

Manage
Content column

The column containing the Manage Content checkboxes.

Reject Content
column

The column containing the Reject Content checkboxes.

Content Creator
column

Column displaying the Content Creator Name. If internally created “USPS Created” will
be displayed.

Content ID
column

Displays the Content IDs.

Mail Preparer

Displays the Mail Preparer name.

column

Mail Owner Displays the Mail Owner name.
column

Mail Shape Displays the Mail Shape of the content.
column

Content Name
column

Displays the name of the content.

Desired Displays the Desired Induction Date (For use by schedulers only; not a substitute for in-
Induction Date | home date).

column

Pallet Count Displays the number of pallets associated with the content.

column

Scheduler Displays the Scheduler name.

column

Cancel button

Takes the user back to the Appointments landing page.

Manage
Content button

Takes the user to the Manage Stand-Alone Content page.

The Search Existing Stand-Alone Content page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE» Home | Sign Qut

Facility Access and Shipment Tracking (FAST] |

mepweme  Facility Access and Shipment Tracking (FAST)

Search Existing Stand-Alone Content

Choose Search Criteria

Flease selectthe search method and enter the required content information. Then click
Search to locate the stand-alone content. You may search by Customer Registration 1D,
Scheduler 1D or Content ID. { * Required Fields )

Recurring Appointments

Eacilities

Profiles MOTE: Once a content has been associated to an appointment, you must search for it

Reports through the Manage Existing Appointment link using the Appointment ID to which it is

Resources associated.
Origin Entry
D * Search By Customer Registration 1D v (Submit>
Agreements
TEM * Customer 5 -
Registration ID: MYMNAME_03222010 - 10000966
(Cancel Search>

Stand-Alone Content Summary

Below is the stand-alone content information you requested. Click the Content ID link to
access the stand-alone content information you would like to viewsedit.

Manage Reject ~Content Comtent .o . Mal Mai Mail Content EE;:;?;‘“ Pallet Bedload
Mail Freparer Induction - =cheduler
Content Content Creator jiv} Owner Class Shape Hame Date Count Units
D FASTSCHEDO1 910000853 MYNAME_03222010 Standard Machinable Step 138 07/31/2010 5 0
(SCHEDULER) Parcel
Cancel Manage Comtent

After checking the Manage Content checkbox, CLICK the Manage Content button to continue
the manage Stand-Alone content process. The user is taken to the Manage Stand-Alone
Content page. The Manage Stand-Alone Content page is similar to the screenshot of the
Create Stand-Alone Content page in Section 6.3.1 Create a Stand-Alone Content. The user
may manage fields on the content grid and CLICK the Submit button.

The Manage Stand-Alone Content page is displayed on the following page.
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Manage Stand-Alone Content
Below is the stand-alone contentinformation you requested. Edit the information as needed and click Submit to save.

Please note: Contentinformation describes the mail associated with each PS Form 8125, or each line of consolidated
PS Form 8125. (* Required Fields )

Update Content Capacity:
Standard Package Services Periodicals
1 ] 0
Manage Comtent
Content ID: 910001012 [7] cancel Content
Mail Class: Standard
= Customer Registration ID: | FASTS( 01 (SCHEDULERY)- 10001 “ Desired Induction Date: 07/29/2010 [R
Appointment ID:
State NASS Code:
U SelectOne—  + ( View Cities > o Sl
che Desired Facilty Name: 0 Remove >
Facility:
* Mail Preparer ID: FAST TESTER 9- 10000 =
Mail Qwner ID: ~ [Add> ) associated Mail Owners: Remave >
* Mail Shape:  Lelter - Content Name:
Count of Palists Sacks: 0 Trays: 1 Bundles: 0 Parcels: 0
Bedloaded Sack Count: 0 Tray Count: 0 Bundle Count: 0 Parcel Count: O
In Home Start Date: In Home End Date: =
VS Content: [] eFile Number:
Number to Duplicate: 1 = ([ Duplicate >
Il Receive an email once my content has been
o associated to an appointment.
Cancel Submit >

The validation could also output a warning on the Confirm Content page. A warning means that there is
an incomplete redirection or specific conditions may apply (e.g. truck size limitation). A number of
warning messages could appear advising the user of restrictions on the scheduled content. A snapshot
of a confirmation warning is displayed on the following page.

—— Note: The Desired Induction Facility search tag located in the Manage Stand-Alone
psm— Content page will display in read-only format for content that was created via Web
—

Services. The Desired Induction Facility information for Web Services created content
can only be updated via Web Services.
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Create New Appointment
Manage Existing Appointment
Create Stand-Alone Content
Manage Stand-Alone Content
Manage Closeout Information
Create Unscheduled Arrival

Manage Unscheduled Arrival

Recurring Appointments
Faciliti

Profiles
Reports
Resources

Origin Entry

Hoeme | Sign Cut

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Confirm Content Management Information

Warning! Redirections are reflected in the Drop Ship Product for:

Content #1: Some Periodicals/Flats are redirected to §37-SAINT LOUIS BMC. Please
refer to the Mail Direction Search Report or Drop Ship Product for the

correct accepting facility.

To proceed with the appointment, click the Yes' button, or else click the ‘Mo’ button to go back
to the content page.

Customer / Supplier
Agreements
TEM

Contact Us Forms Govw't Services Jobs Terms of Uss National & Premier Accounts

Privacy Policy

T N TN N S N e N e N

Note:

The NASS Code — Facility Name in the error or warning messages
for a Default facility is a hyperlink to the Facility Profile — Additional
Information page for the specified facility.

6.4.4 Confirm Stand-Alone Content Association
The Confirm Stand-Alone Content Association page will display in the following cases:

When creating or managing an appointment:

Stand-Alone content can be added to a new or existing appointment via the normal appointment creation
(reference Section 6.1 — Create New Appointment) or via the normal appointment management process
(reference Section 6.2 — Manage Existing Appointment).

If the Stand-Alone content being associated to an appointment ID has a Desired Induction Facility that is
different from the Facility being used to create the appointment, upon clicking the Continue button, the
user will be taken to the Confirm Stand-Alone Content Association page. On this page, the user can
choose to keep the selected content and CLICK the Yes button, to be taken to the Add/Edit Content
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Information page and continue the Stand-Alone content process. Otherwise, the user the user can
CLICK the No button to return to the Associate Stand-Alone Content page.

The fields and buttons on the Confirm Stand-Alone Content Association page are described
below. A snapshot of the page is displayed after the field description.

Appointment ID

Displays the Appointment ID associated to the new appointment, this hyperlink will
direct the user to the Appointment Management page where a user may edit the
appointment.

Customer
Registration ID

ID associated with the appointment’s mailer.

Scheduler ID Scheduler ID associated with the appointment’s mailer.
Scheduler The name of the company scheduling the appointment.
Name

Facility Name

The name of the facility of the appointment.

NASS Code The three to five character NASS Code of the facility to which the appointment is
scheduled to be delivered.

Appointment The date of the appointment.

Date

Appointment The time of the appointment.

Time

Appointment The selected appointment type.

Type

Bill of Lading The Bill of Lading number associated to the appointment.

Vehicle ID The ID associated to the vehicle.

Total Number
of Pallets

The number of pallets in the appointment.

Total Number
of Bedloaded
Units

The total number of bedloaded units associated with the appointment.

Stand-Alone
Content
Summary table

A table displaying all the information for the Stand-Alone content waiting to be
associated.

Content
Creator column

Column displaying the Content Creator Name. If internally created “USPS Created” will
be displayed.

Content ID
column

Displays the Content IDs.

September 30, 2011

FAST Customer User Guide Page 234




Facility Access and Shipment Tracking

User Guide

Appointment ID
column

Displays the Appointment ID.

Mail Preparer

Displays the Mail Preparer name.

column
Mail Class Displays the Mail Class of the content.
column
Mail Shape Displays the Mail Shape of the content.
column

Content Name
column

Displays the name of the content.

Desired Displays the Desired Induction Date (For use by schedulers only; not a substitute for in-
Induction Date | home date).

column

Pallet Count Displays the number of pallets associated with the content.

column

Bedloaded Unit
Count column

Displays the number of bedloaded units associated with the content.

Comments
column

Displays any comments associated with the content.

Desired Facility
column

Displays the desired facility of the content, if applicable.

No button

Displays the Associate Stand-Alone Content page.

Yes button

Displays the Add/Edit Content Information page.
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UNITED STATES
POSTAL SERVICE»

Home | Sign Out

Facility Access and Shipment Tracking (FAST!

, Facility Access and Shipment Tracking (FAST)

Manage Existing Appointment

Content
d-Alone Content

Confirm Stand-Alone Content Association

Return to Previous Screen
Wanage Closeout Information
Manage Unscheduled Arrival Customer Registration 1D: 10001269
Scheduler 1D: 200240000044
Recurring Appointments Scheduler Name: FASTSCHEDO1 (SCHEDULERY)
Facilities Facility Name: NEW YORK
Profiles MASS Code: 100
Reports Appointment Date: 07/28/2010
Resources Appointment Time: 16:00
Origin Entry Total Number of Pallets: 0
TEM Total Number of Bedloaded Units: 0

Please note that the Desired Induction Facility for the following contents does not match the Appointment's Facility.

Are you sure you want to continue? To proceed click the "Yes' button or else, click the "No’ button to go back to the Associate Stand-Alone content

page.
- Desired -
Content Content D Appoinment Mail Preparer Mail Mail Content lialisetion Pallet Bedloaded i Desired
Lontent ith Hail Freparer Induction Lomments =
Creator i} Class Shape  Name Date  CouNt Unit Count Facility
FASTSCHEDO1 910000762 NiA FASTCCO1 Standard Irregular Content 08/14/2010 3 0
(SCHEDULER) (CONTENT Parcel
CREATOR)
Total (1 result)y
No

Yes

When creating or managing Stand-Alone content:

Stand-Alone content can be created via the normal Stand-Alone content creation (reference Section 6.4.1
— Create a Stand-Alone Content) and managed via the normal Stand-Alone management process
(reference Section 6.4.3 — Manage a Stand-Alone Content).

If the user chooses to associate an appointment ID for a Facility different than the specified Desired
Induction Facility for the Stand-Alone content during the Stand-Alone content creation or Stand-Alone
content management process, upon CLICKING the Submit button, the Confirm Stand-Alone Content
Association page will display. A warning will display on the Confirm Stand-Alone Content Association
page warning the user that the Facility specified for the appointment ID is not the same as the Desired
Induction Facility specified for the content. The user can CLICK the Yes button, to be taken to the Stand-

Alone Content Confirmation page. Otherwise, the user the user can CLICK the No button to return to the
Associate Stand-Alone Content page

The fields and buttons on the Confirm Stand-Alone Content Association page are described
below. A snapshot of the page is displayed after the field description.
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Stand-Alone
Content
Summary table

A table displaying all the information for the Stand-Alone content waiting to be
associated.

Content
Creator column

Column displaying the Content Creator Name. If internally created “USPS Created” will
be displayed.

Content ID
column

Displays the Content IDs.

Appointment ID
column

Displays the Appointment ID.

Mail Preparer

Displays the Mail Preparer name.

column

Mail Class Displays the Mail Class of the content.
column

Mail Shape Displays the Mail Shape of the content.
column

Content Name
column

Displays the name of the content.

Desired Displays the Desired Induction Date (For use by schedulers only; not a substitute for in-
Induction Date | home date).

column

Pallet Count Displays the number of pallets associated with the content.

column

Bedloaded Unit
Count column

Displays the number of bedloaded units associated with the content.

Comments
column

Displays any comments associated with the content.

Desired Facility
column

Displays the desired facility of the content, if applicable.

No button

Displays the Associate Stand-Alone Content page.

Yes button

Displays the Add/Edit Content Information page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out
Facility Access and Shipment Tracking (FAST
Appointments OH . .
Sneyesmmed  Facility Access and Shipment Tracking (FAST)
Confirm Stand-Alone Content Association Return to Frevicus Scree
e S 01Z - SPRINGFIELD BMC was specified as the Facility for Appointment ID: 910000647, The
e G : B
o e A K content selected to be associated has 100 - NEW YORK as the Desired Facility.
s Z Please note that the Desired Induction Facility for the following contents does not match the Appointment's Scheduled Facility.
Recurring Appointments
Eacilities Are you sure you want to continue? To proceed click the "Yes™ button or else, click the ‘Mo’ button to go back to the Manage Stand-Alone Content
Pr 5 page.
Reports
Resources . . ; Desired :
Origin Entry SLLisl Content ID SR Mail Preparer S Ll Induction e Comments _Desfr.ed
Creator e 1D Class Shape Name Count Unit Count Facil
TEM Hate
FASTSCHEDO1 A 910000647 FASTSCHEDO1 Standard  Letter 07/28/2010 1 0 MEW
(SCHEDULER) (SCHEDULER) YORK
Total (1 resutt)
No Yes

6.5 Create a Drop Ship One Time Appointment Shell

The Create New Appointment module allows the User to create a One-Time Appointment shells (One-
Time appointments with no associated content). Content may be added at a later time by the Scheduler
or Mail Owner/Mail Preparer. One-Time Appointment shells must have at least one associated content
one hour prior to the scheduled appointment date/time or the One-Time Appointment Shell will be
automatically cancelled.

This section includes:
6.5.1 Creating a Drop Ship One-Time Appointment Shell
6.5.2 Confirming a Drop Ship One-Time Appointment Shell

6.5.1 Creating a JIT One-Time Appointment Shell

A One-Time Appointment shell can be created via the Create New Appointment module. This module
outlines actions a user may perform to create a new One-Time appointment as well as Appointment Shell
in FAST.

Users may create a new One-Time Appointment Shell by following the same steps for creating a new
One-Time Appointment in FAST. A user must first search for an available hour for the desired date,
volume capacity and appointment type at a specified facility. Once the user has selected an available
time, the user is directed to the Add/Edit Content Information page. An Appointment Shell is created upon
the user selecting the Submit button on the Add/Edit Content Information page without entering any
content information.

September 30, 2011 FAST Customer User Guide Page 238



Facility Access and Shipment Tracking

User Guide

The fields and buttons on the Add/Edit Content Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Update Content
Capacity: Standard

The number of expected Standard contents to be created with the appointment. It
is only available if the Standard checkbox was checked on the Appointment Slot
Availability screen.

Update Content
Capacity: Package
Services

The number of expected Package Services contents to be created with the
appointment. It is only available if the Package Services checkbox was checked
on the Appointment Slot Availability screen.

Update Content
Capacity: Periodicals

The number of expected Periodicals contents to be created with the appointment.
It is only available if the Periodicals checkbox was checked on the Appointment
Slot Availability screen.

Manage Content
button

Refreshes the Add/Edit Content Information page and displays a content form for
each content requested.

Cancel button

Directs the user to the Just In Time (JIT) One-Time Appointment page.

Submit button

Creates an Appointment Shell and redirects the user to the JIT One-Time
Appointment Confirmation page.

The Add/Edit Content Information page is displayed on the following page.
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EWTEDSTJ&TES
POSTAL SERVICE« Horme | Sign Out
Eacili nd Shipment Tracki FAST

Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Please note: Content information describes the mail associated with each PS Form 8125, or each ling of consolidated
PS Form 8125, { * Required Fields |

Selected Criteria
Customear Registration ID: 4433047
Scheduler ID: 399999988980
Scheduler Name: Mailer *
Facility Name: SPRINGFIELD BMC
MASS Code: 01Z
Maxmum Truck Length. 651t
Appointment Date; 030172010
Appointment Time: 15:00
Appointment Type: Pallet
Mail Class(es) Standard

To add coentent information, select the number of contents to add and dick “Manage Content’,
Click the "Submit” bulton 1o bypass content creation and creale an appaintment shell

Update Content Capacity:
Standard Package Sernvices Periodicals
0 [ B
Manage Comlent |
[ Cancel Subenit >
Site hiag Cesiomer Sarvice Formg Toy't Serveas Canegrs Privacy Boloy Ters of Use Buginess Cosiomar Satewary

Copyright® 2009 USPS. All Rights Reserved. Mo FEAR ACtEEOD Dats  EOI4
6.5.2 Confirming a Drop Ship One-Time Appointment Shell

Once a user has the One-Time appointment date, time and mail class(es), the Appointment Confirmation
page displays confirming the One-Time appointment shell. A note will display to warn the user that no
contents are associated to the appointment.

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

Displays to warn the user that an appointment shell has been created:

“Note: There are no contents associated to this appointment. The appointment will not
appear on the facility schedule until contents are added.”

Appointment ID | Displays the ID associated to the new appointment and is a hyperlink to the
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Appointment Management page where a user may edit the appointment.

Customer
Registration ID

ID associated with the appointment’s mailer.

Scheduler
Name

The name of the company scheduling the appointment.

Facility Name

The name of the facility of the appointment.

Facility ID The ID associated with the facility.

Appointment The date of the appointment.

Date

Appointment The selected appointment type.

Type

Content ID The ID(s) associated to the content(s) associated to the new appointment.
Bill of Lading The Bill of Lading number associated to the appointment.

Total Number
of Pallets

The number of pallets in the appointment.

The Appointment Confirmation page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE « Homs | Sean O
Facil and Shipment Tracking (FAST

Facility Access and

Appointrment ID
Customer Registration 1D
Scheduler D

Scheduler Mame

Facility Mame

MASS Code

Appointment Date
Appoiniment Time

Origin r:nt-

pplier

< Retwrn to Home

Sitw Liac Eorma ot L e ik ]

WD

Shipment Tracking (FAST)

Appointment Confirmation

Your appointment has been successfully created. Balow I8 a summary of the appointment
information for your records, To edit this appointment, dick the Appointment ID link to access
the Appointment Management page.

Nole: There are no contents associated to this appointment The appointment will not appear
on the facility schedule wntil contents are added

1910000515

L &433047

: 999999999980

- Malier *

| BPRINGFIELD BMC
(012

: 03012010

- 15:00

Content 1D

Bill of Lading Number.

Vehicle 1D:

Total Humber of Pallets:

Total Mumber of Bedioaded Unils:

Copyright® 2008 USPS. Al Rights Reserved Mo FEAR ASEEODsts  EQIA
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6.6 Drop Entry Point System (DEPS)

The Drop Entry Point System (DEPS) section describes DEPS and how it will affect you. The Drop Entry
Point System (DEPS) section is outlined below:

6.6.1 What is DEPS?
6.6.2 Effects of DEPS

6.6.1 What is DEPS?

DEPS is an internal USPS FAST subsystem that facilitates the creation and management of mail
redirections, CINs and CIN Groups to improve drop ship accuracy. The information maintained in DEPS is
then used to ensure appointments are created in FAST at the correct facility to claim a destination
discount. The DEPS application also creates a downloadable Mail Direction file(version 1 and version 2)
that Mailers can use in their own systems processing. The redirection information for a facility will be
visible on the Facility Profile — Additional Information page (Section 2.1).

6.6.2 Effects of DEPS

FAST uses the DEPS information to check that the correct type of mail is dropped at the correct facility.
Once you have clicked submit at the end of the Add Content Information page to create an appointment,
FAST checks each contents’ mail class and mail shape against current and future redirections maintained
in DEPS. If the validation fails, one of two error messages is displayed above the content that is not valid.
“<CIN Group> is not accepted at this facility; please refer to the Mail Direction Search Report or the Drop
Ship Product for an accepting facility.” Or, “<CIN Group> are not accepted at this Facility. Please clear
content and create an appointment at <NASS Code — Facility Name>".

September 30, 2011 FAST Customer User Guide Page 243



Facility Access and Shipment Tracking
User Guide

This page has been intentionally left blank.

September 30, 2011 FAST Customer User Guide Page 244



Facility Access and Shipment Tracking
User Guide

7.0 Recurring Appointments

A recurring appointment is classified as an appointment that happens on a consistent frequency, on the
same day or days, at the same time of day, with usually the same contents and using the same form and
size of transportation. The appointment may occur every week through the entire time period or on
selected weeks in the time period. The Recurring Appointments section details the processes for
requesting a recurring appointment and managing recurring appointment instances in FAST.

Postal customers are encouraged to request a recurring appointment online using FAST. The traditional
process of submitting the PS Form 6241 has been made available for creation and management of
recurring appointments within FAST. For consolidation scenarios, the electronic submission will allow
multiple customers to work together in providing the most accurate information to USPS with regards to
recurring appointments. The scheduler can enter the appointment and content information (single entity
scheduling) or the scheduler can create the appointment level information and work with mail
owner(s)/mail preparer(s) to provide content level information. This process is better known as joint
scheduling. Once both the appointment level information and the content level information have been
provided in FAST, the request is then directed to the selected USPS facility for approval.

FAST USPS and customer users are able to search for a single appointment instance of the recurring
appointment series. They may edit the appointment and content information for the appointment
instance. However, a new recurring appointment request must be submitted if the USPS customer wants
to change the appointment or content information for an entire recurring appointment series. The new
request must go through the same approval process as the original request.

The Recurring Appointments section describes how a user may request a recurring appointment online
and how to manage a single instance of a recurring appointment. The section includes:

7.1 Request a Recurring Appointment — Describes how a user may create and submit a recurring
appointment request in FAST

7.2 Manage a Recurring Appointment/Request — Describes how a user may edit or cancel a recurring
appointment request in FAST

7.3 Manage a Recurring Appointment Instance — Describes how a user may edit or cancel a recurring
appointment instance

7.4 Create a Drop Ship Recurring Appointment Shell — Describes how a user may create an
appointment shell.

7.5 Manage a Publication Exclusion — Describes how a user may create, manage, or cancel a
publication exclusion

7.1 Request a Recurring Appointment

FAST allows customers to submit recurring appointment requests online instead of completing the PS
Form 6241 and submitting it to a facility for approval and subsequent recurring appointment creation.
When a user makes the request online, the user specifies the details of the recurring appointment. The
scheduler could input the logistics information of the recurring appointment (facility, frequency, time of
day, etc) and the recurring content associated to the recurring appointment, or the scheduler can input
only the logistics information and have mail owners and/or mail preparers input content information for the
recurring appointment request. Once the logistics and the content information have been created the
recurring appointment is submitted to the USPS facility for review and approval. Once approved, FAST
will create a master record of the recurring appointment in the system and the recurring appointment is
considered to be active
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Once the recurring appointment is active, FAST schedules individual instances of the recurring
appointment beginning 15 days after the USPS user approves the recurring appointment request in
FAST. If an appointment instance needs to be created within the 15 day window, it must be created as a
one-time appointment in addition to the recurring appointment. FAST schedules recurring appointment
instances before any other appointment, which gives the recurring appointment highest priority.

'
' Y=\ Note: :
L= Specific rules apply to recurring appointments. Please reference Publication 804 for a E
N complete list. :
)

The Recurring Appointment Creation section details the above process and is outlined below:

7.1.1 Create a Recurring Appointment

7.1.2 Add Recurring Content Information

7.1.3 Confirm Recurring Appointment Creation
7.1.4 Creating an Appointment for a Multi-Stop
7.1.5 Multi-Stop Management

7.1.1 Create a Recurring Appointment Request

A user is encouraged to create a recurring appointment request online in FAST without submission of PS
Form 6241 to a USPS facility. This enables the user to submit the data electronically and receive email
confirmation once USPS reviews and approves the recurring appointment request. The online capability
also gives the capability for mail owners and mail preparers to work with the scheduler to schedule a
recurring appointment. Hence all the process owners associated to the recurring appointment will have
visibility into the appointment. A user begins the process by CLICKING the Request New Recurring
Appointment link, or associated Go> button, to display the Request New Recurring Appointment page.

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

Sequence Number | Input box to enter the Sequence Number of the recurring appointment to copy; used
to leverage the information for an existing recurring appointment.

Create Copy button | Displays the Create Recurring Appointment page populated with information from
the sequence number that the user wants to utilize.

Create New from Displays the Search for Existing Appointment Information page where the user can
Existing button search for an existing recurring appointment and leverage the information by
copying the appointment.

State Drop-down box listing all state options.

View Cities button 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 Drop-down box listing all cities with postal facilities within the selected state.
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Search button

Retrieves the facilities associated to the City and State and populates them in the
Facility drop-down box.

NASS Code

Input box to enter the three to five character NASS Code of the facility.

Search button

Retrieves the facility associated to the NASS Code and populates it in the Facility
drop-down box.

*Facility Drop-down box containing facilities associated with the selected search city/state or
NASS Code search criteria.
*Mail Class Selects the mail class(es) of the appointment.

All Contents are
Perishable
checkbox

Indicates that the appointment contains all perishable contents.

*Customer
Registration ID

Drop-down box listing the ID associated with the appointment’s mailer.

*Select Date Range

Selects the beginning date and the end date within which the recurring appointment
will be active.

*Appointment Time

Drop-down box listing the time the appointment will be scheduled to arrive at the
facility.

*Appointment Type

Drop-down box listing the appointment types to choose from.

Number of Pallet

The number of pallet positions of the appointment (Required for speedline

Positions appointments).

*Scheduling Selects which day(s) of the week and which week(s) within the selected date range
Frequency on which the recurring appointment is to occur.

Comments Displays any additional comments regarding the appointment.

Add Content button

Displays the Add Recurring Content Information page.

Cancel button

Returns the user to the Appointment Management page without creating the
appointment.

The Request New Recurring Appointment page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE= Horme | Sign Out

Facility Access and Shipment Tracking (FAST)

Racursiing E Facility Access and Shipment Tracking (FAST)

3

Request New Recurring Appointment

Flease enter the following information to create a recurring appointment. Far frequency, please select the day or days the
appointment should occur and the week or weeks the appointment should ocour within the selected date range. Please select all
week options to indicate the appointment should occur on a weekly hasis. Once the information has been entered, select the Add
Content button to enter content summary infarmatian for each mailing in the recurring appaintment. {* Required Fields)
Resources
Origin Entry There are two options to search for a facility.
Customer / Supplier
Agreements 1. Search for the facility using the "State” andfor "City" field. Select a state and click "View Cities". Cities and Facilities within
TEM the selected state will he 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 MASS code for the facility. If the NASS code is not known, use option 1.

Sequence Number:? ' “C.réa.m'fopy: Create New from 'E;Flcring':
Stats: [ — SelectOne— v (View Cities> ) || NaSS Code: Search >
City:
* Facility;
* Mail Class:
[ standard
O FPackage Services
[ Periodicals

[l &l contents are Petishable

* Customer -
Reaistration ID: [

* Select Date Range:?

| To: 10/05/2999 | X
*Appointment Tirme: E_— Select One — >
* Appointrment Type: '— Select One — |

Mumber of Pallet Positions: _

* Scheduling Frequency

O oaily [weekty

[ saturday [ Bi-wieekly

[ sunday [CIFirstwieek
[ monday [ second Week
[ Tuesday [ Third week
['wednesday I Fourth week
O Thursday [CIFifth wweek

[ Friday [ 5ixth ieek

Comments: |

Addd Content ) ( Cancel )
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- 4

page, perform the following steps on the Request New Recurring Appointment page:

1. SELECT the Facility of the appointment

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

To search for a Facility by NASS Code:

e. ENTER the three to five character NASS Code in the NASS Code textbox
f. CLICK the Search button

SELECT the Mail Class(es) of the appointment

CHECK if All Contents are Perishable on the appointment

SELECT the Customer Registration ID of the appointment

SELECT the Date Range the recurring appointment is to occur within
SELECT the Appointment Time the appointment is to arrive at the facility
SELECT the Appointment Type of the appointment

ENTER the Number of Pallet Positions of the appointment

© ® N o O~ W N

SELECT the Scheduling Frequency of the appointment
10. ENTER any additional Comments regarding the appointment
11. CLICK the Add Content button to display the Add Recurring Content Information page

7.1.2 Add Recurring Content Information

The Add Recurring Content Information page associates content information to a recurring appointment
request. The user can add Origin Entry contents to a Drop Ship appointment if at least one drop ship
content has been selected. The user can create a recurring appointment request without associating
content to the request, but USPS review will only occur once a content has been associated to the
recurring appointment request. Content can be associated to the Recurring Appointment Shell(defined as
recurring appointment request with no content associated) by other mail owners and mail preparers for
scenarios where there are different process owners working together to provide advanced notification to
USPS. Content information describes the mail associated with each PS Form 8125, or each line of a
consolidated PS Form 8125C.

A user may encounter restrictions when entering content information, depending on the appointment type
and if the appointment is to contain all perishable contents. An error message (reference section 1.3.3 —
Error Messages) will be displayed if the user tries to submit a content that violates any of the restrictions.
The message describes the restriction to help the user to submit valid information.

The fields and buttons on the Add Recurring Content Information page are described below.
A snapshot of the page is displayed after the field description.
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Standard The number of expected Standard contents to be created with the appointment.
Package The number of expected Package Services contents to be created with the

Services appointment.

Periodicals The number of expected Periodicals contents to be created with the appointment.
Manage Changes the number and type of contents to be created with the current appointment

Content Button

The description below describes the Standard Content Grid. It is displayed when a number of expected
standard contents are entered into the Standard text box ,and the Manage Content button has been

CLICKED.

Standard
Content Grid

Displays when a number of expected Standard contents to be created are entered into
the Standard text box and the Manage Content button has been CLICKED.

Content
Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content.

*Mail Preparer
ID

Drop-down box listing the partial scheduler IDs of available mail preparers.

Mail Owner ID

Drop-down box listing the partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners for this specific content.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape: Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name

The name of the content being created.

Count of
Pallets
Containing
Sacks

The total number of pallets containing sacks for this specific content.

Count of
Pallets
Containing
Trays

The total number of pallets containing trays for this specific content.

Count of
Pallets
Containing
Parcels

The total number of pallets containing parcels for this specific content.
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Count of
Pallets
Containing
Bundles

The total number of pallets containing bundles for this specific content.

Bedloaded
Sack Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded
Tray Count

The total number of trays that are bedloaded for this specific content.

Bedloaded
Parcel Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded
Bundle Count

The total number of bundles that are bedloaded for this specific content.

In Home Start
date

The starting date and time the content is expected to arrive at the final destination.

In Home End
date

The ending date and time the content is expected to arrive at the final destination.

eVS Content

Indicates eVS content if checked.

Checkbox

Number to Drop-down box listing the number of times to duplicate the selected content. This will
Duplicate help the user to duplicate existing contents to minimize re-keying of data.

Duplicate Displays the Add Recurring Content Information page with the content duplicated the
button selected number of times.

The description below describes the Package Services Content Grid. It is displayed when a number of
expected package services contents are entered into the Package Services text box, and the Manage
Content button has been CLICKED.

Content
Number

Number of the current content being created.

Clear Content
Checkbox

Clears the data fields in the content.

*Mail Preparer
ID

Drop-down box listing the partial scheduler IDs of available mail preparers.

Mail Owner ID

Drop-down box listing the partial scheduler IDs of available mail owners.

Add button

Adds the selected Mail Owner to the list of associated mail owners.

Associated Mail

The names of the associated mail owners for this specific content.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape: Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.
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Content Name

The name of the content being created.

*Package
Services Sub-

Type

Drop-down box listing the following options to specify package services sub-type: Parcel
Select, or BPM/Library/Media.

Perishable
checkbox

Indicates if the content is perishables.

Count of
Pallets
Containing
Sacks

The total number of pallets containing sacks for this specific content.

Count of
Pallets
Containing
Trays

The total number of pallets containing trays for this specific content.

Count of
Pallets
Containing
Parcels

The total number of pallets containing parcels for this specific content.

Count of
Pallets
Containing
Bundles

The total number of pallets containing bundles for this specific content.

Bedloaded
Sack Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded
Tray Count

The total number of trays that are bedloaded for this specific content.

Bedloaded
Parcel Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded
Bundle Count

The total number of bundles that are bedloaded for this specific content.

In Home Start
date

The starting date and time the content is expected to arrive at the final destination.

In Home End
date

The ending date and time the content is expected to arrive at the final destination.

eVS Content

Indicates eVS content if checked.

Checkbox

Number to Drop-down box listing the number of times to duplicate the selected content. This will
Duplicate help the user to duplicate existing contents to minimize re-keying of data.

Duplicate Displays the Add Recurring Content Information page with the content duplicated the
button selected number of times.
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The description below describes the Periodicals Content Grid. It is displayed when a number of expected
Periodicals contents are entered into the Periodicals text box, and the Manage Content button has been
CLICKED.

Content Number of the current content being created.
Number

Clear Content Clears the data fields in the content.
Checkbox

*Mail Preparer | Drop-down box listing the partial scheduler IDs of available mail preparers.
ID

News checkbox | Select the checkbox if the content is news.

Mail Owner ID | Drop-down box listing the partial scheduler IDs of available mail owners.

Add button Adds the selected Mail Owner to the list of associated mail owners.

Associated Mall The names of the associated mail owners.

Owners
Remove Removes the selected Mail Owner from the list of associated mail owners.
*Mail Shape Drop-down box listing the following options to specify mail shape: Letter, Flat,

Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content Name | The name of the content being created.

Count of The total number of pallets containing sacks for this specific content.
Pallets
Containing
Sacks

Count of The total number of pallets containing trays for this specific content.
Pallets
Containing
Trays

Count of The total number of pallets containing parcels for this specific content.
Pallets
Containing
Parcels

Count of The total number of pallets containing bundles for this specific content.
Pallets
Containing
Bundles

Bedloaded The total number of sacks that are bedloaded for this specific content.
Sack Count

Bedloaded The total number of trays that are bedloaded for this specific content.
Tray Count

Bedloaded The total number of parcels that are bedloaded for this specific content.
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Parcel Count

Bedloaded
Bundle Count

The total number of bundles that are bedloaded appointment for this specific content.

Publication Text box to input the publication name to search.

Name

USPS Text box to input the publication ID of the publication to search.
Publication ID

Search button

Retrieves the publication(s) associated to the search criteria and populates them in the
Publication drop-down box.

Publication Drop-down box containing publications associated with the selected publication name or
publication ID search criteria.

Add button Adds the selected publication to the associated publications.

Associated The publications associated for this specific content.

Publications

Remove button

Removes the selected publication from the associated publications.

Destination
Discount
checkbox

Indicates if the content is destination discount. The destination discount applies when a
user enters mail for a NDC service area at the destination NDC (DNDC), mail for an
ADC service area at the destination ADC (DADC), mail for a SCF service area at the
destination SCF (DSCF), or mail for a DU service area at the destination DU (DDU)
(only for Periodicals). If the checkbox is selected checked the content is will be
considered drop ship otherwise, the content will be considered is Origin Entry. The
indicator is automatically defaulted to ‘checked’ for all content. At least one content
must be set for destination discount to be able to add Origin Entry content to a drop ship
appointment.

Zone-Skipping
checkbox

Indicates if the content is being entered for zone-skipping, rather than destination
discount.

Cancel button

The user is directed back to the Create Recurring Appointment Landing Page if the user
clicks the Cancel button.

Clear Contents
button

Clears the data fields of all the contents in the appointment where the cancel contents;
checkboxes have been selected.

Submit button

Saves all associated contents to the appointment and creates the recurring appointment
in the system.

\

T T Sss

Note: \
A recurring appointment cannot be part of a multi-stop, unlike a One-Time
appointment.

An Appointment Shell is created when users select the Submit button on the
Add Recurring Content Information page without entering any content
information.
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The Add Recurring Content Information page is displayed below.

UNITED STATES
POSTAL SERVICE » Home | Sign Owl

Facility Access and Shipment Tracking (FAST)

Add Recurring Content Information
Piease note: Content information describes the mail associated with each PS Form 8125, or each line of consolidated PS Form 8125, (* Required Fieias )
Customer Registration ID: 4433047
Scheduler ID: 993399339080
Scheduler Name: Mailer *
Facility Name: BALTIMORE
NASS Code: 212
Maximum Truck Length: 53 ft
Appointment Date Range: 03/11/2010 to 03/11/2993
Appointment Time: 4:00
Frequency: Saturday, Bi-Weekly
Appointment Type: Pallat
Mail Class(es). Standard

Click the Submit button to bypass content creation and create recumring appointment shell only.

Update Content Capacity:
Standard Package Services Periodicals
2 [ i
|_Manage Content |

Content #1 [] Clear Contant
Mail Class: Standard
Mai Preparer D -

Wi Qwner D » (Add> ) Associated Mai Owners ( Romave > )

“ Mad Shape - Select One - w Content Name

Count of Padets Sacks [0 Trays Bundies [ Parcels
Bedicaded Sack Count [ Tray Count Bundie Count Parcel Count [
Destination Discount
In Home Start Date B I Home End Date =
€\V'S Content [
Number toDupicate 1w [ Duplicate >

Content #2 [] tlear Content

Mail Class: Standard
Mail Preparer ID -

Uil Owner D * (Add>) Associated Mai Owners ( Romove > )

*MaiShape - SelectOne -~ » Content Name

Count of Paliets Sacks Trays 0 Bundies I Parcess (0

Bedioaded Sack Count [} Tray Count [ Bundle Cousnt Parcel Count [
Destination Oiscount ¥

in Home Start Date 0= In Home End Date =
&S Content [

Numberto Dupbcate | » [ Duplicate> )

(_Cancel ) ( Cloar Conteats ) ( Subamic > |

Siw Mag Euztomer Servicy Eomy Bov't Services. Lareery Privacy Pobicy Tarms of Use Businass Customer Gateway

Copyright® 2009 USFS, All Rights Reserved. 1o FEAR AGEED Dty EQIA
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To enter content level information and save the master recurring appointment record in the
system, perform the following steps on the Add Recurring Content Information page:

ENTER the number of Standard contents, if applicable

ENTER the number of Package Services contents, if applicable

ENTER the number of Periodicals contents, if applicable

CLICK the Manage Content button to display the appropriate content grids
SELECT the Mail Preparer ID

CHECK the News checkbox if the content is news (for Periodicals content only)
SELECT the Mail Owner ID

SELECT the Add button to add the Mail Owner to the Associated Mail Owners
SELECT the Mail Shape of the content

. ENTER the Content Name of the content

. SELECT the Package Services Sub-Type, if applicable (for Package Services content

only)

CHECK the Perishable checkbox if the content is perishable (for Package Services
content only)

ENTER the number of Pallets containing Sacks, if applicable
ENTER the number of Pallets containing Trays, if applicable
ENTER the number of Pallets containing Parcels, if applicable
ENTER the number of Pallets containing Bundles, if applicable
ENTER the number of Bedloaded Sacks, if applicable

ENTER the number of Bedloaded Trays, if applicable

ENTER the number of Bedloaded Parcels, if applicable

ENTER the number of Bedloaded Bundles, if applicable
ENTER the In Home Dates of the content, if applicable

CHECK the eVS Content checkbox, if applicable

SELECT the Publication (for Periodicals content only)

CHECK the Destination Discount checkbox, if applicable.
CHECK the Zone Skipping checkbox, if applicable (for Periodicals content only)
REPEAT steps 1 through 21 in the additional content sections

CLICK the Submit button to save all contents to the appointment and create the recurring
appointment request in the system
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Note: l
— Please be aware of the following restrictions when adding content information: |
— e An all Periodicals appointment can only have a mail class of Periodicals E
- o The News checkbox will only display if the mail class selected is Periodicals :
e An all perishable appointment can only have a mail class of Parcel Select E
e The mail class must be Package Services for the user to select one of the specific :

Package Services sub-types: Parcel Select, BPM/Library/Media Mail )

After CLICKING the Submit button and upon successful CIN validation, the Recurring Appointment
Confirmation page is displayed.

7.1.3 Confirm Recurring Appointment Request Creation

Once a user has entered all contents for an appointment and submits the recurring appointment request
in the system, the Recurring Appointment Request Confirmation page displays to confirm the recurring
appointment request has been sent to the facility.

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

Recurring Displays the sequence number that is associated to the master recurring appointment
Appointment record and is a hyperlink to the Recurring Appointment Management page.
Sequence

Number hyperlink

Status The current status of the appointment.

Customer ID associated with the appointment’s mailer.
Registration ID

Scheduler Name | Name of the appointment’s scheduler.

NASS Code The three to five character NASS Code of the facility.

USPS Facility The facility name of the recurring appointment.

Name

Date Range The effective date range within which the recurring appointment occurs.

Recurring The time the recurring appointment is scheduled to arrive at the facility for the given
Appointment day.

Time

Frequency The specified frequency the recurring appointment is to arrive at the facility.
Content ID The content ID(s) associated with the recurring appointment.

Total Number of | The total number of pallets in the recurring appointment.
Pallets
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Total Number of | The total number of bedloaded units in the recurring appointment.

Bedloaded Units

Return to Home Redirects the user back to the Create Recurring Appointment page upon clicking the

button

button.

Create Copy
button

Redirects the user back to the Create Recurring Appointment page pre-populated
with information from the current recurring appointment.

Note: ,
The Recurring Appointment Sequence Number is associated to every individual
appointment instance of the recurring appointment and is used as the appointment
ID. Each appointment instance also has a unique ID number to use for managing
single appointment instances of the recurring appointment. The unique ID number
can be derived from the Recurring Appointment Sequence ID (described in
section 7.2.1 — Recurring Appointment Search). The Recurring Appointment
Sequence Number and Recurring Appointment Sequence can only be associated to
a single facility.

The Recurring Appointment Request Confirmation page is displayed on the following page.
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Horwe | Sign Out

Appointments

Facilities

Reports

Resources

Origin Entry
Customer [ Supplier
Agreements

TEM

Note:

section).

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Recurring Appointment Request Confirmation

Yaur recurring appointment has been successfully requested. Below is a summary ofthe
appointment information for your records. To editthe recurring appointment request, click
the Bequence Mumber ID link to access the Recurring Appaointment Request Management

pane.

Mote: An email notification of the request has been sent to the facility for review. After review,

an email response will be senttoyou,

Sequence Number:
Status:
Customer Registration 1D:  A100000003
Scheduler Name: Scheduler 2

NASS Code: 01Z
LISPS Facility Name;

Date Range

Recurring Appointment
Time:

Frequency:

Content ID:

Total Number of
Pallets:

Total Number of
Bedloaded Units:

40031

12:00

900000021

10

Return to Home > Creata Copy >

Pending Review

SPRIMNGFIELD BMC
10/05/2006 to 10/05/2959

Monday, Tuesday, Wednesday, Thursday, Friday; Bi-Waekly

The Recurring Sequence Number is also used when a corporate or scheduler
user manages a single recurring appointment instance (described in the next
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7.1.4 Create an Appointment for a Multi-Stop

A user may create an appointment for a new multi-stop trip for any active facility within FAST. A user may
also create an appointment in an existing multi-stop trip by searching for the multi-stop and adding a new

appointment to it.
This section describes the above processes and includes:

7.1.4.1 — Creating an Appointment for a New Multi-Stop
7.1.1.2 — Creating an Appointment for an Existing Multi-Stop

7.1.4.1 Creating an Appointment for a New Multi-Stop

The process to create an appointment for a new multi-stop trip is similar to the process in section 6.1.2 -
Creating a New Appointment. A user may also add the subsequent appointments in the multi-stop trip,
ensuring the total time from the first stop to the last stop in a multi-stop trip is not more than 24 hours.

> The user begins at the Appointment Slot Availability page to select a date with an available

N
< slot and volume for the specified facility. The user is taken to the Create New Appointment
- 7 page where the user enters in the appointment level information. To indicate this
appointment is part of a multi-stop, the user CHECKS the Multi-Stop checkbox which says:

‘Please check here if this appointment is part of Multi-Stop’.

Please reference section 6.1.2 - Creating a New Appointment to view the fields and buttons
description of the Create New Appointment page. The page is displayed below.
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E UNITED STATES
POSTAL SERVICE» Home | Sign Qut
Facility Access and Shipment Tracking (FAST)
Appointments e - .
, o Facility Access and Shipment Tracking (FAST)
Manage Existing Appointment
d-Alone Content .
et Create New Appointment
Stand-Alone Content
Wl & qe 0SE0 0 I .I_ i & = i - .
Manage Closeoyt lnhrmat_“n Please enter the following information to create an appointment. Once the information has
Manage Unscheduled Arrival been entered, selectthe Add Content button to enter content summary information for each
mailing in the appointment. ( * Required Fields );
Recurring Appointments
Eaciliti
% Customer Registration ID: 4433047
Facility Mame: NEW YORK
Reports :
e MNASS Code: 100
Origin Entn Maximum Truck Length: 53 ft.
Customer / Supplier Appointment Date: 10M14/2008
Agreements Appointment Time: 12:00
TEM Appointment Type: Bedload
Mail Class(es): Standard
* Submission Method: | Online
Bill of Lading Mumber:
Mumber of Pallet Positions
Vehicle/Trailer ID:
Shipper Name:
[7]Please check here ifthis appointment is part of a Multi-Stop
Comments: -
Cancel Add Content
Customer Service
) After checking the Multi-Stop checkbox, CLICK the Add Content button to continue the

N
< appointment creation process. The user is taken to the same Add Content Information page
= 7 displayed in section 6.1.2 — Creating a New Appointment. The user enters content
information required for the appointment. Any restrictions on content information found for
single stop appointments also apply to multi-stop appointments. An additional restriction for
multi-stop appointments is that the appointment may not be of type Drop and Pick.

After submitting all contents and the multi-stop appointment request, the Appointment
Confirmation page is displayed. The multi-stop Appointment Confirmation page displays a
multi-stop 1D that is created for the multi-stop trip and a button that enables a user to add
additional appointments to the multi-stop.

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

Displays the ID associated to the new appointment and is a hyperlink to the
Appointment Management page where a user may edit the appointment.

Customer
Registration ID

ID associated with the appointment’s mailer.

Scheduler
Name

The name of the scheduler of the appointment.

Facility Name

The name of the facility of the appointment.

NASS Code The three to five character NASS Code associated with the facility.
Appointment The scheduled date of the appointment.

Date

Appointment The selected appointment type.

Type

Content ID The ID(s) associated to the content(s) associated to the new appointment.
Bill of Lading The Bill of Lading number associated to all appointments on the multi-stop.
Number

Total Number
of Pallets

The total number of pallets for the appointment.

Total Number
of Bedloaded
Units

The total number of bedloaded units for the appointment.

Multi-Stop ID The ID associated to the multi-stop trip the appointment is a part of; only displays when
the appointment is part of a multi-stop.

Add Additional | Takes the user to Appointment Slot Availability search page to select another

Appointment to | appointment add to the multi-stop; only displays when the appointment is part of a multi-

Multi-Stop stop.

button

Return to Takes the user to the Appointment Search page.

Home button

The Appointment Confirmation page is displayed below.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out
Facility Access and Shipment Tracking (FAST)
Facility Access and Shipment Tracking (FAST)
Appointment Confirmation
Manage Closeout Information Your appointment has been successfully created. Below is a summary of the appointment
Manage Unscheduled Arrival information for your records. To edit this appointment, click the Appointment ID link to access
the Appointment Management page.
Recurring Appointments
Facilities Mote: An email notification has been sentto associated customers, if applicable.
Profiles
Reports Appointment ID; 200008624
Resources Customer Registration ID: 4433047
Origin Entry Scheduler Name: FAST ALSO
C“"'“’r"‘;r Ir::l‘l‘ll'::ll'lisr Facility Mame: NEW YORK
_gﬁ NASS Code: 100
Appointment Date: 10/14/2009
Appointment Time: 17:00
Content 1D: 900011597
Bill of Lading Mumber:
Yehicle 1D:
Total Number of Pallets: 1
Total Mumber of Bedloaded Units: 0
Multi-Stop 1D: 900000052
AﬁdAd'c'ﬂ'n-‘}mm.r-.ﬁppninlnmm 1o Multi stop |
< Return to Home
) A user may add an additional appointment to this multi-stop appointment by CLICKING the

Add Additional Appointment to Multi-Stop button. The user is taken to the Appointment
7 Slot Availability search page to add another appointment to the multi-stop, as described in
this section.

To add an appointment to an already existing multi-stop, the user performs a slightly different
process, described in the following section — Creating an Appointment for an Existing Multi-
Stop.

7.1.4.2 Create an Appointment for an Existing Multi-Stop

A user may add appointments to an existing multi-stop trip if the user is associated to the trip. The user
searches for the existing multi-stop and then creates a new appointment and adds it to the multi-stop. A
user beings the process by CLICKING the Appointments link on the FAST Main Menu page. The user is
taken to the Appointment Management landing page where they may CLICK the Manage Existing
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Appointment link to search for an existing multi-stop trip. Section 6.2 — Manage Existing Appointments
describes in more detail the functions related to managing appointments.

The Manage Existing Appointment link displays the Search Existing Appointment Information page.
From this page a user may search for a multi-stop trip by either the multi-stop ID or the scheduler ID. A
user may also search for appointments through this same page. Please reference section 6.2.1 —
Appointment Search for a detailed description of appointment search options and processes.

Once a user searches for the existing multi-stop by either of the two ways, the user is redirected to the
Multi-Stop Management page where they may add a new appointment to the multi-stop. A user may
perform a number of other functions from the Multi-Stop Management page which are described in
section 6.1.6 — Multi-Stop Management. This section details how to search for a multi-stop by the multi-
stop ID, how to search for a multi-stop by the scheduler ID and create and add an appointment to the
multi-stop.

Search for an Existing Multi-Stop by the Multi-Stop ID

When a user knows the ID of the specific multi-stop they wish to add an appointment to, they may search
directly by the multi-stop ID.

After CLICKING the Manage Existing Appointment link, the Search Existing Appointment
Information page displays with some initial fields and buttons. The fields and buttons of the
page are described below. A snapshot of the page is displayed after the field description.

*Search for: Drop-down box to select to search for an appointment or a multi-stop.

Submit button Refreshes the page and displays a Search by button.

Search button Searches the database for the entered search criteria and displays either the Multi-Stop
Management page or Appointment Management page only when all required fields
have been entered.

Cancel button Displays the Appointment Management landing page.

The Search Existing Appointment Information (Search for Multi-Stop) page is displayed on the following
page.
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Home | Sign Cut

Appointments

v Appointment

Manage Unscheduled Arrival

Recurring Appointments
Facilities
Profiles

Reports

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Site Map Customer Servics

Forms Gow't Services Careers Privacy Foliey

Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fields )

*Searchfor -] (Submi>

\

3
@

To search for a multi-stop by the multi-stop 1D, perform the following initial steps on the Search
Existing Appointment Information page:

1. SELECT Multi-Stop in the Search for drop-down box

2. CLICK the Submit button beside the Search for drop-down box

The Search Existing Appointment Information (Search for Multi-Stop) page refreshes with
additional fields, described below.

*Search by: Drop-down box to select to search by either multi-stop ID or scheduler ID when

searching for a multi-stop, or to search by appointment ID or scheduler ID when
searching for an appointment.

Submit button Refreshes the page and displays a multi-stop ID input box, appointment ID input box or

a scheduler 1D drop-down box with a facility search section to select a scheduler and
facility for an existing multi-stop or appointment.

The Search Existing Appointment Information (Search for Multi-Stop) page is displayed 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)

Search Existing Appointment Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.| * Required Fields )

Recurring Appointments
Facilities
Profiles

* Search for: Multi-Stop - ( Submit> )
Reports
Resources

Origin Entry gt - Select One — - | ( Submit>)
Customer [ Supplier

Agreements
TEM

Customer Service Forms Gow't Services Carzers Privacy Policy

\
@@ Perform the following steps on the Search Existing Appointment Information page:
4 1

\H//

SELECT Multi-Stop ID in the Search by drop-down box
2. CLICK the Submit button next to the Search by drop down box

The Search Existing Appointment Information (Search for Multi-Stop by multi-stop ID) page
refreshes with an additional field, described below.

*Multi-Stop ID Input box to enter the ID associated to the multi-stop.

The Search Existing Appointment Information (Search for Multi-Stop by multi-stop ID) page is displayed
on the following page.
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UNITED STATES
POSTA[, SEME@ Home | Sign Out

Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Manage Closeout Information Choose Search Criteria
Manage Unscheduled Arrival
Please selectthe search method and enter the required appointment information.
Recurring Appointments Then click Search to locate the appointment.{ * Required Fields )
Facilities
Profiles
Reports
Resources . ——
Origin Entn * Search by: Multi-Stop ID - [ Submit>
Customer / Supplier

Agreements * Multi-Stop 1D:
TEM

* Search for. Multi-Stop » [ Submit>

Cancel Search >

N
3 Perform the following final steps on the Search Existing Appointment Information page to
= @, view the Multi-Stop Management page for the specified multi-stop ID:

1. ENTER the multi-stop ID in the Multi-Stop ID input box
2. CLICK the Search button to display the Multi-Stop Management page for the multi-stop ID

‘ I Note: \
'

V) — A user may perform several different actions from the Multi-Stop E
E —_— Management page, please reference section 6.4.4 — Multi-Stop !

_______________________________________________________________________________________

Search for a Multi-Stop by the Customer Registration 1D

Searching for a multi-stop by the customer registration ID displays a different Search Existing
Appointment Information page then when searching by the multi-stop ID. This search option may retrieve
several multi-stops that fall within the specified search criteria and displays them in a summary table.
Each multi-stop ID is a hyperlink to the Multi-Stop Management page for the ID.

After CLICKING the Manage Existing Appointment link on the Appointment Management
page, the Search Existing Appointment Information page displays. The initial fields and
buttons on the page are described below. A snapshot of the page is displayed after the field
descriptions.
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*Search for: Drop-down listing the options a user may search for: Appointment, Multi-Stop.

Submit button Displays the Search by: drop down box that contains search options based on the
Search for selection.

Search button Searches the database for the entered search criteria and displays either the Multi-Stop
Management page or Appointment Management page (depending on the search
criteria) only after all required fields have been entered.

Cancel button Displays the Appointment Management landing page.

The Search Existing Appointment Information (Search for Multi-Stop) page is displayed below.

UNITED STATES
POSTAL SERVICE « Home | Sign Out

Facility Access and Shipment Tracking {(FAST

Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Manage Closeout Information Choose Search Criteria
Manage Unscheduled Arrival
Please selectthe search method and enter the required appointment information.
Recurring Appointments Then click Search to locate the appointment.( * Required Fields )
Facilities
Profiles * Search for: Multi-Stop v ( Submit>
Reports
Resources S— —
Origin Entry gR=LEU RO C ustomer Registration 1D w | | Submit >
Customer [ Supplier

Agreements
TEM

To search for a multi-stop by the scheduler or customer registration ID, perform the following
initial steps on the Search Existing Appointment Information page:

SELECT Multi-Stop in the Search for drop-down box
2. CLICK the Submit button beside the Search for drop-down box

The Search Existing Appointment Information (Search for Multi-Stop) page refreshes with
additional fields, described below.
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Drop-down box to select to search by either multi-stop ID or scheduler ID or customer
registration ID when searching for a multi-stop, or to search by appointment ID or
scheduler ID or customer registration ID when searching for an appointment.

*Search by:

Displays the Scheduler ID drop-down box, date range input boxes and facility search

Submit button
fields and buttons.

The Search Existing Appointment Information (Search for Multi-Stop by scheduler ID) page is displayed
Home | Sign Cut

below.
FAST

UNITEDSTATES
POSTAL SERVICE»

Facility Access and Shipment Trackin

mepwsmes]  Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria
Please selectthe search method and enter the required appointment information.

Submit >

-

Recurring Appointments
Facilities
* Search for: Multi-Stop
o 5;&:::;"1 >

Profiles
* Search by: Scheduler D

Origin Entry
Customer [ Supplier
Agreements * Multi-Stap 1D:

TEM

Then click Search to locate the appointment.( * Required Fields )

Search >

‘Cancel

Site Map

Appointment Information page:
SELECT Customer Registration ID in the Search by drop-down box

1.
CLICK the Submit button next to the Search by drop down box

refreshes with the following additional fields, described below.

To search by the Customer Registration ID, perform the following steps on the Search Existing

2.
The Search Existing Appointment Information (Search for Multi-Stop by scheduler ID) page

*Customer
Registration ID

Drop-down box listing mailer names and IDs from which to select.
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*Select Date Enter date range for which you wish to see occurrences of multi-stop appointments.
Range
*State Drop-down box listing all state options.
View Cities Retrieves cities within the selected state and populates the cities with postal facilities in
button the City drop-down box.
City Drop-down box listing cities with postal facilities within the selected state.

Search button

Retrieves all facilities within the selected city and state and populates them in the
Facility drop-down box.

NASS Code

The three to five character NASS Code of the facility.

Search button

Retrieves the facility associated with the entered NASS Code and populates it in the
Facility drop-down box.

Facility

Drop-down box containing the facility associated with either the State/City pair or the
NASS Code or the All Facilities option.

Search button

Retrieves all multi-stop trips that are for the specified scheduler, date range and facility
and populates them in a Multi-Stop Summary table at the bottom of the page.

Cancel button

Displays the Appointments Landing page.

The Search Existing Appointment Information (Search for Multi-Stop by scheduler ID) page is displayed
on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Cut

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)
Search Existing Appointment Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment. * Required Fislds )

Recurring Appointments
Eacilities
Profiles

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
e “View Cities™. Cities and Facilities within the selected state will be available for
Origin Entry selection in their respective dropdowns. If the city is known, select the city and click
Customer / Supplier "Search”. Faciliies within the selected city will be available for selection in the
Agreements facility dropdown.
TEM 2. Enterthe NASS Code for the facility. Ifthe NASS Code is not known, use option 1.

* Search for. Multi-Stop ~ ( Submit>
* Gearch by SchedulerID - ( Submit>
* Scheduler ID: FAST ALSO - 200026125001 B
* Select Date
Range: 10/14/2009 To: 10/14/2009 B
State: NY v [ View Citis > MASS Code: | Seareh >
City: Al Cities v [, Sk
* Facility: 100 - NEW YORK -
Cancel Search >

~ To view all multi-stops for the specified criteria, perform the following final steps on the
= @ Search Existing Appointment Information page:
- 4

1. SELECT the mailer to search for associated multi-stops in the Customer Registration ID
drop-down box

2. SELECT the time frame within which to look for multi-stops in the Select Date Range
textboxes

3. SELECT afacility from the Facility drop-down box by searching for the facility by one of
the following two ways:

To Search for a Facility by State and City:
SELECT a state from the State drop-down box

2. CLICK the View Cities button
3. SELECT a city from the City drop-down box
4. CLICK the Search button
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To Search for a Facility by NASS Code:
1. ENTER the three to five character NASS Code in the NASS Code textbox
2. CLICK the Search button

4. SELECT the facility in the Facility drop down box, or SELECT the All Facilities option

5. CLICK the Search button, refreshing the page and displaying the Multi-Stop Summary
table

The Search Existing Appointment Information page displays with a Multi-Stop Summary table
below the search fields and buttons. The new fields and buttons are described below.

Multi-Stop Lists the multi-stops and related information that fall within the specified search criteria.
Summary

section

Multi-Stop ID Lists the IDs of all multi-stops that are associated with the selected scheduler ID, facility,
hyperlink and within the date range, and is a hyperlink to the Multi-Stop Management page for the
column multi-stop.

1% Appt ID Lists the ID of the first appointment in the multi-stop.

column

Date column Lists the date of the first appointment in the multi-stop.

Time column Lists the time of the first appointment in the multi-stop.

NASS Code Lists the three to five character NASS Code of the facility for the first appointment in the
column multi-stop.

Facility Name Lists the name of the facility for the first appointment in the multi-stop.

column

The Search Existing Appointment Information page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

oy Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria

Manage Unscheduled Arrival

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fields )

Recurring Appointments

Eacilities " .
Profiles There are two options to search for a facility.
R st 4. Search for the facility using the “State™ and/or "City” field. Select a state and click
Lesources “View Cities”. Cities and Facilities within the selected state will be available for
" Oﬂ"‘E—““Y selection in their respective dropdowns. Ifthe city is known, select the city and click
Customer / Supplier “Search”. Facilities within the selected city will be available for selection in the
Agreements facility dropdown
TEM 2. Enterthe NASS Code for the facility. IFthe NASS Code is not known, use option 1.
* Search for. Multi-Stop - [ Submit>
* Search by. Scheduler 1D + [ Submit>
* Scheduler ID: FAST ALSO - 200026125001 b
* Gelect Date
Range 10/14/2009 [R 1o: 10/14/2009 R

Shileg b i, Viow Cities > )| NASS Code: Search >
City: All Cities - [ Search>
* Facility: 100 - NEW YORK -
Cancel Search >

Multi-Stop Summary

Below is the multi-stop information you requested. Click the multi-Stop ID link to access the
multi-stop information you would like to view andior edit.

Scheduler Name: FAST ALSO

Multi-Stop ID 1st Appt ID Date Time HASS Code %
900000052 500008624 10/14/200% |17:00 100 NEW YORK
<[ T " r

Create and Add a New Appointment to the Multi-Stop

taken to the Multi-Stop Management page. From this page, a user has the ability to add an

additional appointment to the existing multi-stop. The Multi-Stop Management page lists the
appointments that are already included in the multi-stop. The fields and buttons of the Multi-
Stop Management page are described below. A snapshot of the page is displayed after the
field description.

B/ @ After searching for a multi-stop by either the multi-stop ID or the scheduler ID, the user is
4

Multi-Stop ID Displays the ID associated to the multi-stop trip.

Results table Displays all appointment IDs and related information that are included in the multi-stop.

Appointment ID | Displays the appointment ID of the associated appointment, and is a hyperlink which
hyperlink displays the Appointment Management page for the selected appointment.
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Remove Refreshes the page, displaying a note beneath the table stating that the selected
hyperlink appointment has been removed from the multi-stop but still exists as a stand-alone

appointment.
Date column Lists the dates of each appointment in the multi-stop.
Time column Lists the time of each appointment in the multi-stop.
NASS Code Lists the three to five character NASS Code associated with the facility for each
column appointment in the multi-stop.

Facility Name

Lists the name of the facility for each appointment in the multi-stop.

Stop button

column

Add Additional | Displays the Appointment Slot Availability Search page where the user begins the
Appointment to | process to create a new appointment.

Multi-Stop

button

Cancel Multi- Displays the Confirm Cancel Multi-Stop page where a user may confirm cancellation of

the multi-stop and its associated appointments.

Cancel button

Displays the Search Existing Appointment Information page.

The Multi-Stop Management page is displayed below.

UNITED STATES
POSTAL SERVICE =

Home | Sign Out

Ney

Origin Fntry
Customer / Supplier
Agreements

TEM

Appointments

Eacility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Multi-Stop Management

To remove an individual appointment from this multi-stop, click Remove underneath the
appropriate appeintment. If you would like to add another appointment to this multi-stop, click
Add Additional Appointment to Multi-Stop. To cancel this Multi-Stop, click Cancel Multi-Stop. To
navigate back to Search for Existing Appointments, click Cancel.

Multi-Stop 1D: 900000052

1 result
Appointment 10 Date Time HASS Code

g00008824 10/14/2008 | 17:00 100
remove

Facility Hame
NEW YORK

1 result

Add Additional Appointment to Multi-stop
Gancel Multi-stop

Cancel

) CLICK the Add Additional Appointment to Multi-Stop button, which displays the

Appointment Slot Availability page with the existing appointments associated with the Multi-
Stop. From this page, the user follows the same process as described in this section to
create a new appointment and add it to the multi-stop trip.
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—— Note:
The time difference between the first appointment’s arrival date and the last
-_— appointment’s arrival date in the multi-stop cannot be greater than 24 hours.

\

7.1.5 Multi-Stop Management

After a user searches for a multi-stop by either the multi-stop ID or the scheduler ID (described in section
7.1.4.2 — Creating an Appointment for an Existing Multi-Stop), they are directed to the Multi-Stop
Management page for the selected multi-stop. From the Multi-Stop Management page, a user has the
ability to:

e Add appointments to a multi-stop

e Remove appointments from a multi-stop
e Edit appointment information

e Cancel a multi-stop

The Multi-Stop Management section gives a brief description of the above processes, but details the
steps and screens accessed when a user cancels a multi-stop.

All of the above actions may be accessed from the Multi-Stop Management page. The fields
and buttons on the Multi-Stop Management page are described below. A snapshot of the
page is displayed after the field description.

Multi-Stop ID The ID associated to the multi-stop.

Appointment ID | Lists the IDs of each appointment associated with the multi-stop, with each ID being a

column hyperlink to the Appointment Management page for the appointment.
Remove Removes the appointment from the multi-stop and refreshes the multi-stop page, noting
hyperlink that the appointment has been removed from the multi-stop but still exists as a

standalone appointment.

Date column Lists the date of each appointment in the multi-stop.

Time column Lists the time of each appointment in the multi-stop.

NASS Code Lists the three to five character NASS Code of each appointment’s facility in the multi-
column stop.

Facility Name Lists the name of the facility for each appointment in the multi-stop.
column

Add Additional | Displays the Appointment Slot Availability page for the user to create a new
Appointment to | appointment.

Multi-Stop
button
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Cancel Multi- Displays the Confirm Cancel Multi-Stop page.
Stop button

Cancel button Displays the Search for Existing Appointment page without saving any changes.

The Multi-Stop Management page is displayed below.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

o Facility Access and Shipment Tracking (FAST)

e oot Multi-Stop Management

Manage Stand-Alone Content
Manage Closeout Information
Manage Unscheduled Arrival

To remove an individual appointment from this multi-stop, click Remove underneath the
appropriate appointment. If you would like to add another appointment to this multi-stop, click
Add Additional Appointment to Multi-Stop. To cancel this Multi-Stop, click Cancel Multi-Stop. To
navigate back to Search for Existing Appointments, click Cancel.
Recurring Appointments

Facilities Multi-Stop 1D: 900000052

Profiles

Reports 1 result
Resources Appointment ID Date Time

Origin Entry
Customer [ Supplier
Agreements

200008624 1001472008 17:00
[EmovE

1 result

TEM

Add Additional Appointment to Mult-stop
Cancel Multi-stop

Cancel

Add Appointments to a Multi-Stop

\ . - . .
N A user may add a new appointment to an existing multi-stop from the Multi-Stop Management

= page by CLICKING the Add Additional Appointment to Multi-Stop button. Please
¥ reference section 6.1.5.2 — Creating an Appointment for an Existing Multi-Stop for the steps
and actions needed to add an appointment to a multi-stop.

Remove an Appointment from a Multi-Stop

A user may remove an appointment from a multi-stop directly from the Multi-Stop Management page.

\
@ To remove an appointment from a multi-stop, CLICK the Remove hyperlink beneath the

\H//

appointment to be removed.
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The Multi-Stop Management page refreshes and displays the summary table without the selected
appointment ID. A note displays stating the appointment has been removed from the multi-stop but the
appointment still exists in the system as a standalone appointment.

Edit Appointment Information

A user may edit the appointment information for an appointment within a multi-stop by accessing the
Appointment Management page. A user may edit the following appointment level information on the
Appointment Management page:

Bill of Lading Number

Number of Pallet Positions

Vehicle ID

Shipper 1D

Comments regarding the appointment

\
Ny To edit the appointment information, CLICK the Appointment ID hyperlink for the specific

= @Q appointment. The Appointment Management page is displayed. CLICK in the desired

- ¥ textbox of the above options and replace the entry with the new information. CLICKING the
Submit button on the Appointment Management page then updates the appointment with the
new information and displays the Appointment Confirmation page. A user may modify the
appointment slot information — as described in section 6.2.2 — Appointment Management.

From the Appointment Management page, a user may also manage the content information for the
individual appointment, which is detailed in section 6.2.3 - Content Information Management.

.........................................................................................

Cancel a Multi-Stop

The following section details the process and pages to cancel a multi-stop through the FAST application.
Canceling a multi-stop cancels all appointments associated with the multi-stop and all contents that are
associated to each appointment. Depending on the appointment type and content type, canceling an
appointment redistributes the appointment slot back to the tier it was pulled from and redistributes the
appointment volume back to the facility it was pulled from when creating the individual appointments.

\\ A user begins to cancel a multi-stop from the Multi-Stop Management page by CLICKING the

By Cancel Multi-Stop button. The Confirm Cancel Multi-Stop page displays. The page displays
= q the Multi-Stop ID and all associated appointment IDs.

The fields and buttons on the Confirm Cancel Multi-Stop page are described below. A
snapshot of the page is displayed after the field description.

Multi-Stop ID The ID associated to the multi-stop.

Associated Lists each appointment in the multi-stop and their associated information, contains the
Appointments: | below fields for each appointment in the multi-stop.
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Appointment ID

The ID associated to the appointment.

Scheduler The name of the scheduler associated to the appointment.
Name
Customer The ID associated to the appointment’s mailer.

Registration ID

Facility Name

The name of the facility.

Facility ID The ID associated to the appointment’s facility.

Appointment The scheduled arrival date of the appointment.

Date

Appointment The scheduled arrival time of the appointment.

Time

Content ID The ID(s) of each content associated to the appointment.

Yes button Cancels the multi-stop and all associated appointments and displays the Cancel Multi-
Stop Confirmation page.

No button Does not cancel the multi-stop and displays the Multi-Stop Management page.

The Confirm Multi-Stop Cancellation page is displayed on the following page.
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Appointments

Create Appointment

Manage Clozeout Information

Facilities

Profiles

Reports

Resources

Origin Entry
Customer / Supplier

Agreements
TEM

Facili

User Guide

Home | Sign Out

Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Confirm Cancel Multi-Stop

Are you sure you would like the cancel the following multi-stop? Please note that cancelling a
multi-stop will also cancel its associated appointments and contents.

Multi-Stop |D: 900000022

Associated Appointments:

Appointment ID:
Customer Registration 10
Scheduler Mame:

Facility Mame:

Facility 10:

Appointment Date:

Appointment Time:
Content 1D:

900000024
111111120
Mailer 6
BOWLING GREEM
41223
1110/2004

10:00

900000024

Appointment ID:
Customer Reagistration ID:
Scheduler Mame:

Facility Mame:

Facility 10:

Appointment Date:

Appointment Time:
Content 1D:

900000026
111111119
Mailer 5
LOUISVILLE
41229
11H10/2004
16:00
900000026

Appointment ID:
Customer Reagistration ID:
Scheduler Mame:

Facility Mame:

Facility 10:

Appointment Date:

Appointment Time:
Content 1D:

900000025
111111120
Mailer 6
ASHLAMND
41222
1110/2004
12:00
900000025

Yes

The multi-stop is not officially cancelled until the user confirms the cancellation from the above page.
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To cancel the multi-stop and its associated appointments, CLICK the Yes button. The
Cancel Multi-Stop Confirmation page displays. A cancellation number is generated for each
appointment in the multi-stop.

The fields and buttons on the Cancel Multi-Stop Confirmation page are described below. A
snapshot of the page is displayed after the field description.

Multi-Stop ID The ID associated to the multi-stop.

Associated Displays the following fields for each appointment within the multi-stop.
Appointments

sections

Cancellation The confirmation number for the cancelled appointment.

Number

Appointment ID

The ID associated to the appointment.

Scheduler The name of the scheduler associated to the appointment
Name
Customer The ID associated to the appointment’s mailer.

Registration ID

Facility Name

The name of the facility for the appointment.

Facility ID The ID associated to the appointment’s facility.
Appointment The scheduled arrival date of the appointment.

Date

Appointment The scheduled arrival time of the appointment.

Time

Content ID The ID(s) of each content associated to the appointment.

The Cancel Multi-Stop Confirmation page looks identical to the Confirm Multi-Stop Cancellation page with
the additional field(s) of the Cancellation Number.
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7.2 Manage Recurring Appointment/Request

From the Recurring Appointments Landing page, a user may CLICK the Manage Recurring
Appointment/Request link to access the recurring appointment management area of the FAST
application. There are several possible actions a user may perform to manage recurring appointment
request information, such as editing appointment level information, editing content level information,
adding content information, canceling content information, and canceling recurring appointments.

The Managing a Recurring Appointment/Request section includes:

7.2.1 Recurring Appointment Request Search
7.2.2 Recurring Appointment Request Management
7.2.3 Recurring Appointment Request Content Information Management

7.2.1 Recurring Appointment Request Search

A user has the option to search for an existing recurring appointment or recurring appointment request
record by area, by district, or by facility of the appointment, or the recurring appointment sequence ID.
Depending on the search option, the resulting search page, Search for Existing Recurring
Appointment/Request, may appear with some variation based on the search criteria. A user may also
search for the individual appointment instances via the appointment search.

Searching by the area, by district, or by facility of the recurring appointment, displays a different Search
for Existing Recurring Appointment/Request page for each search. These searches may retrieve several
recurring appointments that fall within the specified search criteria and displays them in a summary table.
Each appointment is a hyperlink to the Recurring Appointment Management page for the sequence ID.

When a user searches for the recurring appointment by the recurring appointment sequence ID, the
resulting page is similar to searching for an appointment by the appointment ID (described in section
6.3.1 — Appointment Search). If the user enters a specific sequence ID, the user will be re-directed to the
Recurring Appointment Management page of the sequence ID.

The Recurring Appointment Search section describes each of the four search options.

Search for a Recurring Appointment by the Sequence ID

After CLICKING the Manage Recurring Appointment link, the Search For Existing
Recurring Appointment/Request page displays with some initial fields and buttons. The fields
and buttons are described below. A snapshot of the page is displayed after the field
description.

*Search by: Drop-down box listing indicating search options: By Area, By District, By Facility, or
Sequence Number.

Submit button Displays the Sequence ID textbox when searching by sequence ID, the Area ID drop-
down box when searching by area, the District ID drop-down box with searching by
district, or the facility search section when searching by facility. The Scheduler 1D
drop-down box, Mail Class drop-down box, and Status drop-down box also display
when searching by area, by district, or by facility.

The Search for Existing Recurring Appointment/Request page is displayed on the following page.
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Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Search For Existing Recurring Appointment/Reguest

Choose Search Criteria
Facilities Flease selectthe search method and enter the required appointment information.
Profiles Then click Search to locate the appointment.(* Required Fields )
Reports
Resources * Saarch By | — Selact Ona — v | ( Submit>

Origin Entry

Customer / Supplier
Agreements
TEM

> To search for a recurring appointment by the sequence ID, perform the following initial steps on
@ the Search for Existing Recurring Appointment/Request page:

A

1. SELECT Sequence ID in the Search by drop-down box
2. CLICK the Submit button beside the Search by drop-down box

The Search for Existing Recurring Appointment/Request (Search by sequence ID) page
refreshes with additional fields, described below. A snapshot of the page is displayed after the
field description.

*Sequence Input box to enter the recurring sequence ID of the recurring appointment sequence
Number: record.

Cancel button Displays the Appointment Management Landing page.

Search button Displays the Manage Recurring Appointment page for the specified recurring sequence
ID.

The Search for Existing Recurring Appointment/Request (Search by Sequence ID) page is displayed 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)
Search For Existing Recurring Appointment/Reguest

Choose Search Criteria
FPlease selectthe search method and enter the required appointment informatian.
Then click Search to locate the appaintment.d* Required Fields)

Facilities
Profiles

Reporis i
Resources *Search By | Sequence Murber
Origin Ent b i At
Cust { Suppli T
e Seguence Mumber:

Agreements
TEM

1 o
e | | Suibmit >

Cancel | Search >

Once the user inputs the sequence number and clicks Search, the user is directed the Manage Recurring
Appointment page for that specific sequence number.

Perform the following steps on the Search For Existing Recurring Appointment/Request page

~
= @? to search for a specific recurring sequence ID:

1. ENTER the sequence ID in the Sequence Number input box
2. CLICK the Search button, displaying the Manage Recurring Appointment page

Searching for a Recurring Appointment by the Area

Searching by the area displays different search results on the Search For Existing Recurring
Appointment/Request page. The user SELECTS to Search by Area and CLICKS Submit,
displaying the Search For Existing Recurring Appointment/Request page with the below fields
and buttons. A snapshot of the page is displayed after the field description.

*Area ID Drop-down box listing the areas the user can search by.

Customer Drop-down box listing mailer names and IDs to search by.

Registration ID

Drop-down box listing mail class options to select from: All, Standard, Package
Services, or Periodicals.

Mail Class

Drop-down box listing status options to select from: All, Pending Review, Active,
Cancelled, or Denied.

Status
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Cancel button

Redirects the user to the Recurring Appointment Landing page.

Search button

bottom of the page.

Retrieves all recurring appointments that are for the specified area, scheduler ID, mail
class, and status and populates them in a Recurring Appointment Summary table at the

The Search for Existing Recurring Appointment/Request (Search by Area) page is displayed below.

UNITED STATES
POSTAL SERVICE «

Appointments

Facilities

Choose Search Criteria

Horme | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Search For Existing Recurring Appointment/Reguest

FPlease selectthe search method and enter the required appointment informatian.

Profiles Then click Search ta lacate the appointment.{* Required Fields )

Reporis

Resources * Search By: | Area
Origin Entry
Customer [ Supplier = o | e
Agreements ArealD: | 4A-New vork Metra ()

\

\H//

N oo o bk

TEM
Custamer|
Registration 1D: 1.

( Cancel

hail Class:é v/

| ( Submit>

Status: v‘

Search >

To search for and view all recurring appointments for criteria specific area, perform the
@ following steps on the Search for Existing Recurring Appointment/Request page:

SELECT Area from the Search By drop-down box

CLICK the Submit button

SELECT the area to search for recurring appointments for from the Area ID drop-down

box

SELECT the scheduler from the Customer Registration 1D drop-down box

SELECT the Mail Class from the Mail Class drop-down box

SELECT the Status from the Status drop-down box

CLICK the Search button, refreshing the page and displaying the Recurring Appointment

Summary table
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The Search for Existing Recurring Appointment/Request page displays with a Recurring
Appointment/Request Summary table below. The new fields and buttons are described
below. A snapshot of the page is displayed after the field description.

Recurring Lists the recurring appointments and their related information that fall within the
Appointment specified search criteria.

Summary

section

Sequence Lists the sequence IDs of all recurring appointments that are associated with the
Number selected area, scheduler ID, mail class, and status and is linked to the Recurring

hyperlink column

Appointment Management page for the appointment.

Facility column

Lists the facility name of the recurring appointment.

NASS Code
column

Lists the three to five character NASS Code of facility.

District column

Lists the district of the facility associated to the recurring appointment.

Status column

Lists the status of the recurring appointment.

Scheduling
Frequency Days
column

Lists the day(s) of the week for the recurring appointment.

Scheduling
Frequency
Weeks column

Lists the week(s) of the month for the recurring appointment.

Appointment
Time column

Lists the time of day for the recurring appointment.

Appointment
Type column

Lists the appointment type for the recurring appointment.

Mail Class
column

Lists the mail class(es) for the recurring appointment.

Old
Pallet/Bedloaded
Unit Count
column

Lists the old pallet or bedloaded unit count for the recurring appointment.

New
Pallet/Bedloaded
Unit Count
column

Lists the new pallet or bedloaded unit count for the recurring appointment.

Effective Date
column

The effective date range within which the recurring appointment occurs.

Request Date
column

Lists the date the recurring appointment was requested (if requested by postal
customers via FAST online).
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Approval Date Lists the date the recurring appointment request was approved or denied by an USPS
column user.

The Search For Existing Recurring Appointment/Request page is displayed below when a user searches
by Area.

UNITED STATES

POSTAL SERVICE=

Home | Sion Out

Facility Access and Shipment Tracking (FAST)

Search For Existing Recurring Appointment/Request

Choose Search Criteria
Please selectthe search method and enter the required appointment infarmation.
Then click Search to locate the appaintment.{* Required Fislds )

*Search By, Area ~ | [ Submit>
Origin Entry T "
Customer / Supplier A 1
rea D > ~
Agreements 4B Norhemeb(E) |
TEM
Customer, =
Registration ID:
: Y
Mail Class: | Standard e Status: | ol
Cancel Search >
Recurring Appointment/Request Summary
Below is the recurring appointment information you requested. Click the Recurring Appointment ID link to access the appointment and content information you would like to view/edit,
3 s Scheduling Frequency Old Pallet / P“I% e e
e e e Facilily District  Status ApptTime  ApptTvpe  MailClass  Bedioaded . EAIEL DA ik S
Humber Code 7 Bedloaded  Date Date Date
T Wetlts Unit Count = o0 o
10084 SPRINGFIELD 01Z Massachusetts Active Saturday, First Wigek, 11:00 Bedload Stanchard 081 5/2005 08/03/2006
Monday, Second Week, 130(8) 130(8)
Tuesday, Third sk,
Wednesday,  Fourth \esk,

Thursday, Friday Fifth Veesk, Sixth
Week
Export optiones: | Download into Excel | Visw Printsble ‘YVersion

sitemap contactus government services jobs National & Premier Accounts
Cop: 13F5_ All Rights Reserwver o

Searching by the district displays a different Search for Existing Recurring

Appointment/Request page. The user SELECTS to Search by District and CLICKS Submit,
displaying the Search for Existing Recurring Appointment/Request page with additional fields
and buttons, described below. A snapshot of the page is displayed after the field description.

*District ID Drop-down box listing the districts the user can search by.

Customer Drop-down box listing mailer names and IDs to search by.
Registration ID

Mail Class Drop-down box listing mail class options to select from: All, Standard, Package
Services, or Periodicals.

Status Drop-down box listing status options to select from: All, Pending Review, Active,
Cancelled, or Denied.

Cancel button Redirects the user to the Recurring Appointment Landing page.

Search button Retrieves all recurring appointments that are for the specified district, scheduler 1D, mail
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class, and status. The Recurring Appointment Summary table is populated and
displayed at the bottom of the page.

The Search For Existing Recurring Appointment/Request (Search by District) page is displayed below.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

_ pesed  Facility Access and Shipment Tracking (FAST)

Search For Existing Recurring Appointment/Reguest

Choose Search Criteria
Facilities Flease selectthe search method and enter the required appointment information.
Profiles Then click Search to locate the appointment.(* Required Fields )

Reports
Resources *Search By, E.Digtric‘t - | Submit >
Origin Entry T L
B vPep] Distct D: (006 -Caribbean. ]
TEM
Customeri =5
Registration 1D/ P

Mail Class: | w Status: | w
("Cancel | [ Search> )
site map government services jobs
wpyTight o 9-2005 USPS, All Rights Reserved. Terms

To search for and view all recurring appointments for the specified criteria, perform the
following steps on the Search For Existing Recurring Appointment/Request page:

SELECT District from the Search By drop-down box
CLICK the Submit button

SELECT a district to search for recurring appointments for from the District ID drop-down
box

SELECT the scheduler from the Customer Registration 1D drop-down box
SELECT the Mail Class from the Mail Class drop-down box
SELECT the Status from the Status drop-down box

N o

CLICK the Search button, refreshing the page and displaying the Recurring Appointment
Summary table
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The Search For Existing Recurring Appointment/Request page displays with a Recurring
Appointment/Request Summary table below. The new fields and buttons are described
below. A snapshot of the page is displayed after the field description.

Recurring Lists the recurring appointments and their related information that fall within the
Appointment specified search criteria.

Summary

section

Sequence Lists the sequence IDs of all recurring appointments that are associated with the
Number selected district, scheduler ID, mail class, and status and is linked to the Recurring

hyperlink column

Appointment Management page for the appointment.

Facility column

Lists the facility name of the recurring appointment.

NASS Code
column

Lists the three to five character NASS Code of the facility.

Status column

Lists the status of the recurring appointment.

Scheduling
Frequency Days
column

Lists the day(s) of the week for the recurring appointment.

Scheduling
Frequency
Weeks column

Lists the week(s) of the month for the recurring appointment.

Appointment
Time column

The time the recurring appointment is scheduled to arrive at the facility for the given
day.

Appointment
Type column

Lists the appointment type for the recurring appointment.

Mail Class
column

Lists the mail class(es) for the recurring appointment.

Old
Pallet/Bedloaded
Unit Count
column

Lists the old pallet or bedloaded unit count for the recurring appointment.

New
Pallet/Bedloaded
Unit Count
column

Lists the new pallet or bedloaded unit count for the recurring appointment.

Effective Date
column

Lists the requested effective date range for the recurring appointment.

Request Date
column

Lists the date the recurring appointment was requested (if requested by postal
customers via FAST online).

Approval Date
column

Lists the date the recurring appointment request was approved or denied by an USPS
user.
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UNITED STATES
POSTAL SERVICE= Home | Sign Out
Facility Access and Shipment Tracking (FAST)
Facility Access and Shipment Tracking (FAST)
Search For Existing Recurring Appointment/Request
Choose Search Criteria
Flease selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.(* Required Fields)
*8earch By | District | (Submi>
Origin Entry
C ppli &
Customer / Supplier Distrct ID: | 118 - Massachusetts v
Agreements i hhioigtad] I
TEM
* Customer @
Registration ID:
Mail Class: | Standard vl status: | A
Cancel Search >
Recurring Appointment/Request Summary
Below is the recurring information you requested. Click the Recurring Appointment D link to access the appointment and content information you would like 1o viewredit.
Seheduling Frequency 01d Pallet tew 5
semuence Facility  UASS Code  Status Appt Time ApptType Wail Class Pallet: ' friectve Bequest Approval
Humber Bedloaded  Date Date Date
Days. Weeks Count S ot
10084 SPRINGFIELD T1Z Active Saturday, First week, 11:00 Bedioad Standard 08/15/2005 08/03/2008
BMC Monday, Second Week, 130(8) 130(8)
Tussday, Third Week,
wisdnesday, Fourth Wesk, Fifth
Thursdlay, Friday Week, Sith Week
Export options: | Downlosd into Excel | Wiew Prirtable Version
sitemap contactus government services jobs National & Premier Accounis
i PG All Rights Reserved olicy
> 1>

Searching by the facility displays a different Search For Existing Recurring

Appointment/Request page. The user SELECTS to Search by Facility and CLICKS Submit,
displaying the Search For Existing Recurring Appointment/Request page with additional fields
and buttons, described below. A snapshot of the page is displayed after the field description.

State Drop-down box listing all 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 will be returned.

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

Search button

Retrieves the facilities associated to the City and State and populates them in the
Facility drop-down box.

NASS Code

Input box to enter three to five character the NASS Code of the requested facility.

Search button

Retrieves the facility associated to the NASS Code and populates it in the Facility drop-
down box.

*Facility Drop-down box containing facilities associated with the selected search city/state or
NASS Code search criteria.
Customer Drop-down box listing mailer names and IDs to select from.
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Registration ID

Mail Class Drop-down box listing mail class options to select from: All, Standard, Package
Services, or Periodicals.
Status Drop-down box listing status options to select from: All, Pending Review, Active,

Cancelled, or Denied.

Cancel button

Redirects the user to the Recurring Appointment Landing page.

Search button

Retrieves all recurring appointments that are for the specified facility, scheduler 1D, mail
class, and status and populates them in a Recurring Appointment Summary table at the
bottom of the page.

The Search For Existing Recurring Appointment/Request (Search by Facility) page is displayed on the

following page.

UNITED STATES
POSTAL SERVICE » Home | Sign Out

A

Facility Access and Shipment Tracking (FAST)

pasesomed  Facility Access and Shipment Tracking (FAST)

Search For Existing Recurring Appointment/Reguest

Choose Search Criteria

Facilities Flease selectthe search method and enter the required appointment information.
Profiles Then click Search to locate the appointment.{* Required Fields )

Reports
Resources *Search By, Facility v Submit >
Origin Ent R
Customer [ Supplier -
Agreements State: | b, "I View Cities F'. T i Search >

\

\H//

TEM

City: | Al Gities " |%)| (Search>

“Fasity. | 012-SPRINGFIELDEMC |

* Customer| 1
Reaqistration 1D/

Mail Class: | v|  status:| v |

Cancel Search >

To search for and view all recurring appointments for criteria specific facility, perform the
@ following steps on the Search For Existing Recurring Appointment/Request page:
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1. SELECT Facility from the Search By drop-down box

CLICK the Submit button

3. SELECT afacility from the Facility drop-down box by searching for a facility by one of the
following two ways:

To search for a facility by state and city:

a.

® 2 0 T

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

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

SELECT a facility from the Facility drop-down box

To search for a facility by NASS Code:

S L

a
b

C

. ENTER the three to five character ID in the NASS Code text box

. CLICK the Search button

. SELECT a facility from the Facility drop-down box

SELECT the scheduler from the Customer Registration 1D drop-down box

SELECT the Mail Class from the Mail Class drop-down box

SELECT the Status from the Status drop-down box

CLICK the Search button, refreshing the page and displaying the Recurring Appointment

Summary table

The Search For Existing Recurring Appointment/Request page displays with a Recurring
Appointment/Request Summary table below. The new fields and buttons are described
below. A snapshot of the page is displayed after the field description.

Recurring Lists the recurring appointments and their related information that fall within the
Appointment specified search criteria.

Summary

section

Sequence Lists the sequence IDs of all recurring appointments that are associated with the
Number selected facility, scheduler ID, mail class, and status and is linked to the Recurring

hyperlink column

Appointment Management page for the appointment.

Status column

Lists the status of the recurring appointment.

Scheduling
Frequency Days
column

Lists the day(s) of the week for the recurring appointment.

Scheduling
Frequency
Weeks column

Lists the week(s) of the month for the recurring appointment.

Appointment

Lists the time of day for the recurring appointment.
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Time column

Appointment
Type column

Lists the appointment type for the recurring appointment.

Mail Class
column

Lists the mail class(es) for the recurring appointment.

Old
Pallet/Bedloaded
Unit Count
column

Lists the old pallet or bedloaded unit count for the recurring appointment.

New
Pallet/Bedloaded
Unit Count
column

Lists the new pallet or bedloaded unit count for the recurring appointment.

Effective Date
column

Lists the requested effective date range for the recurring appointment.

Request Date
column

Lists the date the recurring appointment was requested (if requested by postal
customers via FAST online).

Approval Date
column

Lists the date the recurring appointment request was approved or denied by an USPS
user.

The Search For Existing Recurring Appointment/Request page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST

sl Facility Access and Shipment Tracking (FAST)

Search For Existing Recurring Appointment/Request

Choose Search Criteria
Please selectthe search method and enter the required appointment information
Then tlick Search to locate the appointment.(* Required Fields)

* Search BV':Facihly | ( Submit>
Origin Entry - |
Customer / Supplier
Shla] M | ( View Cities > ) NASS Code: | (Soarch>
City | Al Cities | (Search>

“Fatiity: | 01Z- SPRINGFIELDBMC |

Seheduler ID; | <

Mail Class: | v: Status: | v:

Cancel _Search>

Recurring Appointment/Request Summary

Below is the recurring appointment information vou requested. Click the Recurring Appointment |0 link to access the appointment and content information you would
like to viewdedit.

Scheduling Frequency Old Pallet /| Hew Pallet / =
sﬁ‘rﬁ Status L ApptTime  ApptType  Mail Class « « Eifective Date L";;f:%“' A‘i‘x—"“'
Days Weeks Unit Count  Unit Count = =
20001 Pencling Daily 12:00 Pallet Standard 10CF) 10CF) 10/05/2006 08/20/2005
Review
0002 Pencling Monclay, Bi-wueekly 15:00 Pallet Standard 100F) 10CF) 10M05/2006 0972002005
Review Tuesday,
Wednesday,
Thursdary,
Fricay
anong Pending  Monday, First Week, 1300 Pallat Standard 15(P) 15(P) 10572008 (09/20/2005
Review Tuescay, Thirei Week,
Wednesday,  Fourth Week
Thurscay,
Fricay

Export options: | Dovwnload into Excel | Wiev Printable Version

Search for an Individual Appointment Instance of a Recurring Appointment

A user may search for a single appointment occurrence of a recurring appointment by searching for the
unique ID number assigned to the appointment instance. The ID number is unique for each individual
appointment in the recurring appointment and is different than the recurring sequence number.

The format of the unique ID number is defined as:
Recurring Sequence Number + ‘R’ + Date (mmdd) (maximum of 10 characters long)

When a user needs to search for a single appointment instance, they may derive the unique ID number
by using the defined format above.

For example, if a user wants to search for the appointment arriving on November 13" in the recurring
appointment with a sequence number of 10312, the user would use the one time appointment search
process in FAST (described in section 6.4.1 — Appointment Search) to search for an appointment ID of
10312R1113.

7.2.2 Recurring Appointment Management
After a user searches for a recurring appointment by the sequence ID, area, district, or the facility, they
are taken to the Edit Recurring Appointment Request page when the selected recurring appointment

hyperlink is clicked. From the Edit Recurring Appointment Request page, a user has the ability to:

e Edit appointment level information
o View Appointment Audit Information
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Go to the Add/Edit Content Information page

Add additional contents

Cancel the recurring appointment

Create a copy of the recurring appointment
View/Access instances of the recurring appointment
View a summary of the recurring appointment contents

Editing appointment and content level information through the Recurring Appointment Management area
in FAST sets the Recurring Appointment Request status to Pending. A USPS user must approve the
changes before they will take effect. If an already scheduled appointment instance needs to be updated
and is within the allowable time frame to be modified, the user can update it by clicking the instances in
the Recurring Appointment Instances section. The user may also edit the appointment or content
information through the one time appointment management process via the recurring instance
appointment ID (described in section 6.4.2 — Appointment Management).

! Note:

5
— Non-Pure Periodical Recurring Appointment Series cannot change facilities.
—

_—

A user may change the facility of a recurring appointment series if the following
conditions are met: the appointment is Pure Periodicals and a redirection has been set
for at least one of the contents in the appointment.

\

The Recurring Appointment Management section gives a brief description of the processes listed above.
It also details the steps and screens accessed when a user cancels a recurring appointment. Editing and
adding contents is discussed in more detail in section 7.2.3 — Recurring Content Information
Management.

The listed actions may be accessed from the Edit Recurring Appointment Request page. The
fields and buttons on the Edit Recurring Appointment Request page are described below. A
snapshot of the page is displayed after the field description.

Create Copy Displays the Create Recurring Appointment page populated with information from the
button copied recurring appointment.

Cancel Cancels the recurring appointment in the system.

Appointment

button

Sequence The ID associated to the master recurring appointment record.

Number

Status The status of the recurring appointment.

Facility Name The name of the facility where the recurring appointment is scheduled.

NASS Code The three to five character NASS Code associated to the recurring appointment’s
facility.
Customer The ID associated to the recurring appointment’s mailer.

Registration ID

Scheduler The scheduler name of the recurring appointment.
Name
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Contact Name

The scheduler contact name of the recurring appointment.

Contact Phone
Number

The scheduler phone number of the recurring appointment.

Contact Email

The scheduler email address of the recurring appointment.

Last Update
Date/Time

The date and time that the recurring appointment was last updated.

Last Update
User Name

The user name of the user who last updated the recurring appointment.

Requested
Date

The date the recurring appointment was requested.

Approval Date

The date the recurring appointment was approved.

View Audit Displays the Recurring Appointment Audit Information page.
Information

button

*Mail Class The mail class(es) of the recurring appointment.

check boxes

*Select Date

The effective date range of the recurring appointment.

Range

Appointment The appointment time of the recurring appointment.

Time

Appointment The appointment type of the recurring appointment.

Type

Number of The number of pallet positions of the recurring appointment.

Pallet Positions

*Scheduling Selects which day(s) of the week and which week(s) within the selected date range on
Frequency which the recurring appointment is to occur.
Comments Displays any miscellaneous comments regarding the appointment.

Cancel button

Displays the Search For Existing Recurring Appointment/Request page without saving
any changes to the appointment.

Submit button

Displays the Recurring Appointment Confirmation page, saving any changes to the
appointment.

Recurring
Appointment
Contents
section

Displays all contents associated to the recurring appointment.

Content ID
column

Lists the IDs of each content associated to the recurring appointment.
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Mail Preparer Lists the scheduler name of the mail preparer associated to the recurring content.
column
Mail Class Lists the mail class of the recurring content.
column
Mail Shape Lists the mail shape of the recurring content.
column
Pallet Count Lists the total count of pallets of the recurring content.
column

Bedloaded Unit
Count column

Lists the total count of bedloaded units of the recurring content.

Manage
Content Button

Displays the Recurring Content Information Management page.

Recurring
Appointment
Instances
section

Displays all instances of the recurring appointment that have been created for the next
14 days.

Appointment ID
column

Lists the appointment ID of each instance of the recurring appointment that has been
created.

Appointment
Date column

Lists the appointment’s scheduled date.

*Appointment
Time column

Lists the appointment’s scheduled time of the recurring instance.

*Appointment

Lists the appointment type of the recurring instance.

Type column

Mail Class Lists the mail class(es) of the recurring instance.
column

Total Pallet Lists the total pallet count of the recurring instance.

Count column

Total
Bedloaded Unit
Count column

Lists the total count of bedloaded units of the recurring instance.

The Edit Recurring Appointment Request page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE«

Appointments

Reguest New Recurring
Appointment

Manage Recurring
Appointment/Request

Manage Publication Exclusions

Resources
Origin Entry

Home | Sian Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Edit Recurring Appointment

Creata Copy > !:ancel’!’re:urrmg Agpaiurﬁ)Jcm>
Sequence Number: 80004
Status: Active
Facility Name: SPRINGFIELD BMC
HASS Code: 012
Customer Registration 1D: 9999993393980
Scheduler Name: Wailer 1
Contact Name: John Do
Contact Phone Humber: (202} 651-1234
Contact Email: USPSFAST2@GHMAIL.COM
Last Update Date/Time: 03/28/2008 07:52:34
Last Update User Name: FSADO1
Requested Date: 03/28/2008
Approval Date: 03/28/2008 07:52:34
Original Date Range: 04/12/2008 to 04/12/2939

View Audit Iformation >

* Wail Class: [ standard
ackage Senices
Periodicals

[TJAll contents are Perishable

* Select Date Range: |04/15/2008 | B8 1o |04/12/2999 R

= Appaintment Time |E007

* Appaintment Type: | F‘aH‘el

Mumber of Pallet Positions:

* Scheduling Frequency

Daily Oweekly
[ saturday
[ sunday
E Manday O second week
O Tuesday [ Third week
[Jwednesday [ Faurth week
[ Thursday [CIFiftn week
CFriday [ sith week
Comments:
( Cancel’ Submit > )
Recurring Appointment Contents
Pallet Bedloaded
Content ID Mail Preparer Mail Class = Mail Shape e e o
500000008 A Standard Machinable Parcel |1 1

500000006 HIA Machinable Parcel |1 1
800000007 M Periodicals | Machinabie Parcel 1 .1

Total 3 3
( 'M.'nng;;c l‘:c‘n}rlém-_ )

Recurring Appointment Instances

5 Total Total
Appointment Appointment . went Appointment Mail Class | Pallet  Bedloaded
D Date Time ——— e
Count  Unit Count

No Records Found

User Guide
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Edit Appointment Level Information

A user may edit the following appointment level information on the Edit Recurring Appointment Request
page:

e Mail Class

o Date Range of Recurring Appointment

e Appointment Time

e Appointment Type

e Number of Pallet Positions

e Scheduling Frequency

e Comments regarding the appointment

\\\ To edit any of the above fields, a user CLICKS in the desired textbox and updates the entry
= with the new information. CLICKING the Submit button on the Edit Recurring Appointment
- @? Request page updates the recurring appointment with the new information and displays the

Recurring Appointment Confirmation page.
View Appointment Audit Information

A user may view an appointment’s audit information report by accessing the Recurring Appointment
Management page.

\
~ A user may access the Recurring Appointment Audit Information page through the Recurring
= @? Appointment Management page. A user CLICKS the View Audit Information button on the
Edit Recurring Appointment Management page and is taken to the Recurring Appointment
Audit Information report page. The fields display as read-only and contain all appointment
audit information.

The fields and buttons on the Recurring Appointment Audit Information search page are
described below. A snapshot of the page is displayed after the field descriptions

Status The current status of the appointment.

Scheduling Day(s) of the week on which the recurring appointment is to occur.
Frequency

Days

Scheduling Week(s) on which the recurring appointment is to occur.
Frequency

Weeks

Appt Time The time the appointment is to arrive at the facility.

Appt Type The appointment type code (Pallet, Speedline, Bedload).
Pallets The total number of pallets containing trays.

Containing

Trays

Pallets The total number of pallets containing sacks.

Containing

Sacks
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Pallets The total number of pallets containing parcels.

Containing

Parcels

Pallets The total number of pallets containing bundles.

Containing

Bundles

Bedloaded The total number of tray that are bedloaded.

Units Trays

Bedloaded The total number of sacks that are bedloaded.

Units Sacks

Bedloaded The total number of parcels that are bedloaded.

Units Parcels

Bedloaded The total number of bundles that are bedloaded.

Units Bundles

Mail Class Lists the mail class(es) for the appointment.

Update User ID | The ID associated to the user who last updated the appointment.

Last Update The date and time that the appointment was last updated.

Date/Time
The Recurring Appointment Audit Information Report page is displayed on the following page.
September 30, 2011 FAST Customer User Guide Page 299




Facility Access and Shipment Tracking

User Guide

UNITED STATES
POSTAL SERVICE

Manage Recurring
Appointment/Request

Manage Publication Exclusions

Origin Entry
Customer / Supplier
Agreements

Home | Sian Out

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Recurring Appointment Audit Information
Return to Previous Screen

Selected Criteria

Recurring Sequence Id: 90004
Facility: 01Z - SFRINGFIELD BMC
Customer Registration ID: 292999999980 - Mailer 1
Status Code Legend: ACT = Active, CMCL = Cancelled, DNY = Denied, PND = Pending Review
Mail Class Legend: PS-Package Senvices, PER-Periodicals, STD-Standard, NiC-No Content
Appointment Type Legend: B = Bedload, OF = Drop and Pick, P = Pallet, S = Speedline

IEM

*Please note: An audit row inthe report may appear unchanged, due to appeintment updates that do not affect any of the displayed data in the report (2.0. comments;,

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

cel | Bh View Printable Versi
Scheduling Fregquency Appt Pallets Containing Bedloaded Units Mail Update User LastUpdate
SEE T Dave ABRLUME  Type [Parcels| Sacks | Trays [Bundles Parcels|Sacks | Trays |Bundies Class [1] DateiTime
ACT Sunday, 0:00 P 0 3 ] 0 ] 3 0 0 STD, usps
Menday, PER, PS
Tuesday,
We sday,
Thursday,
Friday,
Saturday
ACT Sunday, 0:00 P [ 3 (] 0 ] 3 0 ] STD, usPs 03/28/2008
L PER, PS 075534
Y,
Thursday,
Friday,
Saturday
ACT Sunday 0:00 P 0 1] 0 0 0 ] STD, usPs 03/28/2008
Monday, PER, PS 07:52:34
Thursday,
Friday,
Saturday
ACT Sunday, 0:00 P 0 1 ] 0 ] 4 0 (1] STD usps 034282008
0T:42:05

Honday,

Friday,
Saturday

Total (4 resultz)

o1 | B View Printable

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

Edit Content Level Information

A user may edit a recurring appointment’s content level information by accessing the Recurring Content
Information Management page from the Edit Recurring Appointment Request page.

\\ To access the Recurring Content Information Management page, a user CLICKS the
Manage Content button in the Recurring Appointment Contents section of the Edit Recurring
Appointment Request page. After editing the content information, the user CLICKS the
Submit button on the Recurring Content Information Management page, which updates the
content information in the system and displays the Recurring Appointment Confirmation page

for the appointment.

Managing recurring content information is detailed in section 7.2.3 — Content Information Management.

Add Additional Contents

A user may add additional contents to the appointment by accessing the Recurring Content Information
Management page from the Edit Recurring Appointment Request page.
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\\\ To access the Recurring Content Information Management page, a user CLICKS the

= Manage Content button in the Recurring Appointment Contents section of the Edit Recurring

- @? Appointment Request page. The user then ENTERS the total number of contents for each
mail class in the Standard, Package Services, and Periodicals textboxes Contents are
dependent on the mail class chosen from the Edit Recurring Appointment page. Hence if the
recurring appointment was scheduled for Periodicals, only Periodicals mail content can be
added on the Add/Edit Recurring Content Information page.

Cancel a Recurring Appointment

The following section details the process and pages to cancel a recurring appointment in FAST.
Canceling a recurring appointment also cancels all contents that are associated to the appointment.
However, canceling a recurring appointment does not cancel any appointment instances that have been
created within the next 14 days. A user needs to cancel each appointment instance individually to cancel

those instances.

\\\ A user begins to cancel an appointment from the Edit Recurring Appointment Request page
= by CLICKING the Cancel Recurring Appointment Request button. The Recurring
- Appointment Request Cancellation Confirmation page displays confirming that the

appointment was cancelled.

The fields and buttons on the Recurring Appointment Request Cancellation Confirmation
page are described below. A snapshot of the page is displayed after the field description.

Sequence ID Displays the Edit Recurring Appointment Request page
hyperlink

Return to Displays the Recurring Appointments Landing page
Home button

Return to Displays the Search For Existing Recurring Appointment/Request page
Search button

The Recurring Appointment Request Cancellation Confirmation page is displayed on the following page.

September 30, 2011 FAST Customer User Guide Page 301



Facility Access and Shipment Tracking

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

I Facility Access and Shipment Tracking (FAST)

B eosmwn  Facility Access and Shipment Tracking (FAST)

Recurring Appointment Request Cancellation Confirmation

Facilities Your recurring apointment request, 90001 | has been successfully cancelled. To return to
Profiles the recurring appointment request, click the Sequence Mumber link to access the Update
Reports Existing Recurring Appointment page.

Resources
Origin Entry

Agreements | Beturn to Home > | [ Return to Search
TEM
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7.2.3 Recurring Content Information Management

A user may modify and cancel content level information for a recurring appointment via the Recurring
Content Information Management page. As described in section 7.2.2 — Recurring Appointment
Management, a user may access the Recurring Content Information Management page by CLICKING on
the Manage Content button on the Edit Recurring Appointment Request page. This section describes
how to:

o Edit Content Level Information
e Add Additional Contents
e Cancel a Content from a Recurring Appointment

Edit Content Level Information

The Recurring Content Information Management page looks very similar to the Add
Recurring Content Information page. The fields and buttons of the Recurring Content
Information Management page are described below. A shapshot of the page is displayed
after the field description.

Standard The number of expected Standard contents to be created with the appointment.
*Package The number of expected Package Services contents to be created with the

Services appointment.

Periodicals The number of expected Periodicals contents to be created with the appointment.
Manage Changes the number and type of contents to be created with the current appointment.
Content

Button

The description below describes the Standard Content Grid. It is displayed when a number of expected
standard contents are entered into the Standard text box, and the Manage Content button has been
CLICKED.

Standard Displays when a number of expected standard contents to be created are entered into
Content Grid the Standard text box and the Manage Content button has been CLICKED.
Content Number of the current content being created.

Number

Clear Clears the data fields in the content.

Content

Checkbox

*Mail Drop-down box listing the partial scheduler IDs of available mail preparers.
Preparer ID

Mail Owner Drop-down box listing the partial scheduler IDs of available mail owners.

ID

Add button Adds the selected Mail Owner to the list of associated mail owners.
Associated The names of the associated mail owners for this specific content

Mail Owners P '
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Remove

Removes the selected Mail Owner from the list of associated mail owners.

*Mail Shape

Drop-down box listing the following options to specify mail shape: Letter, Flat,
Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content
Name

The name of the content being created.

Count of
Pallets
Containing
Sacks

The total number of pallets containing sacks for this specific content.

Count of
Pallets
Containing
Trays

The total number of pallets containing trays for this specific content.

Count of
Pallets
Containing
Parcels

The total number of pallets containing parcels for this specific content.

Count of
Pallets
Containing
Bundles

The total number of pallets containing bundles for this specific content.

Bedloaded
Sack Count

The total number of sacks that are bedloaded for this specific content.

Bedloaded
Tray Count

The total number of trays that are bedloaded for this specific content.

Bedloaded
Parcel
Count

The total number of parcels that are bedloaded for this specific content.

Bedloaded
Bundle
Count

The total number of bundles that are bedloaded for this specific content.

In Home
Start date

The starting date and time the content is expected to arrive at the final destination.

In Home
End date

The ending date and time the content is expected to arrive at the final destination.

eVS Content

Indicates eVS content if checked.

Checkbox

Number to Drop-down box listing the number of times to duplicate the selected content. This will
Duplicate help the user to duplicate existing contents to minimize re-keying of data.

Duplicate Displays the Add Recurring Content Information page with the content duplicated the
button selected number of times.
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The description below describes the Package Services Content Grid. It is displayed when a number of
expected package services contents are entered into the Package Services text box ,and the Manage
Content button has been CLICKED.

Content Number of the current content being created.

Number

Clear Clears the data fields in the content.

Content

Checkbox

*Mail Drop-down box listing the partial scheduler IDs of available mail preparers.

Preparer ID

Mail Owner Drop-down box listing the partial scheduler IDs of available mail owners.

ID

Add button Adds the selected Mail Owner to the list of associated mail owners.

Associated : : . .

Mail Owners The names of the associated mail owners for this specific content.

Remove Removes the selected Mail Owner from the list of associated mail owners.

*Mail Shape Drop-down box listing the following options to specify mail shape: Letter, Flat,
Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.

Content The name of the content being created.

Name

*Package Drop-down box listing the following options to specify package services sub-type:

Services Parcel Select, or BPM/Library/Media.

Sub-Type

Perishable Indicates if the content is perishables.

checkbox

Count of The total number of pallets containing sacks for this specific content.

Pallets

Containing

Sacks

Count of The total number of pallets containing trays for this specific content.

Pallets

Containing

Trays

Count of The total number of pallets containing parcels for this specific content.

Pallets

Containing

Parcels

Count of The total number of pallets containing bundles for this specific content.

Pallets

Containing

Bundles
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Bedloaded The total number of sacks that are bedloaded for this specific content.
Sack Count
Bedloaded The total number of trays that are bedloaded for this specific content.
Tray Count
Bedloaded The total number of parcels that are bedloaded for this specific content.
Parcel
Count
Bedloaded The total number of bundles that are bedloaded for this specific content.
Bundle
Count
In Home The starting date and time the content is expected to arrive at the final destination.
Start date
In Home The ending date and time the content is expected to arrive at the final destination.
End date
eVS Content Indicates eVS content if checked.
Checkbox
Number to Drop-down box listing the number of times to duplicate the selected content. This will
Duplicate help the user to duplicate existing contents to minimize re-keying of data.
Duplicate Displays the Add Recurring Content Information page with the content duplicated the
button selected number of times.

The description below describes the Periodicals Content Grid. It is displayed when a number of
expected Periodicals contents are entered into the Periodicals text box ,and the Manage Content button
has been CLICKED.

Content Number of the current content being created.

Number

Clear Clears the data fields in the content.

Content

Checkbox

*Mail Drop-down box listing the partial scheduler IDs of available mail preparers.
Preparer ID

News Select the checkbox if the content is news.

checkbox

Mail Owner Drop-down box listing the partial scheduler IDs of available mail owners.
ID

Add button Adds the selected Mail Owner to the list of associated mail owners.
Associated . .

Mail Owners The names of the associated mail owners.

Remove Removes the selected Mail Owner from the list of associated mail owners.
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*Mail Shape Drop-down box listing the following options to specify mail shape: Letter, Flat,
Machinable Parcel, Non-Machinable Parcel, or Irregular Parcel.
Content The name of the content being created.
Name
Count of The total number of pallets containing sacks for this specific content.
Pallets
Containing
Sacks
Count of The total number of pallets containing trays for this specific content.
Pallets
Containing
Trays
Count of The total number of pallets containing parcels for this specific content.
Pallets
Containing
Parcels
Count of The total number of pallets containing bundles for this specific content.
Pallets
Containing
Bundles
Bedloaded The total number of sacks that are bedloaded for this specific content.
Sack Count
Bedloaded The total number of trays that are bedloaded for this specific content.
Tray Count
Bedloaded The total number of parcels that are bedloaded for this specific content.
Parcel
Count
Bedloaded The total number of bundles that are bedloaded for this specific content.
Bundle
Count
Publication Text box to input the publication name to search.
Name
USPS Text box to input the publication ID of the publication to search.
Publication
ID
Search Retrieves the publication(s) associated to the search criteria and populates them in
button the Publication drop-down box.
Publication Drop-down box containing publications associated with the selected publication name
or publication ID search criteria.
Add button Adds the selected publication to the associated publications.
Associated The publications associated for this specific content.
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Publications
Remove Removes the selected publication from the associated publications.
button
Destination Indicates if a destination discount is being claimed for the content. If the checkbox is
Discount selected the content is considered drop ship otherwise, the content is Origin Entry.
checkbox
Zone- Indicates if the content is being entered for zone-skipping, rather than destination
Skipping discount.
checkbox
Cancel The user is directed back to the Create Recurring Appointment Landing Page if the
button user clicks the Cancel button.
Clear Clears the data fields of all the contents in the appointment where the cancel
Contents contents; checkboxes have been selected.
button
Submit Saves all associated contents to the appointment and creates the recurring
button appointment in the system.

The Recurring Content Information Management page is displayed on the following page.
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POSTAL SERVICE« Home | Sian Out

Eacility Access and Shipment Tracking (FAST]

Facility Access and Shipment Tracking (FAST)

R ing Content Inf ion M

Sequence Number: 20004
Status: Active
Scheduler Name: lailer 1
‘Customer Registration ID: 92298
Contact Name: John Do
Contact Phone Number: (202} 631-1234
Contact Email: USPSFAST2@GWAIL.CON
Facility Name: SPRINGFIELD BMC
HASS Code: 012
Maximum Truck Length: 85 fi
Appointment Date Range: 04/12/2008 to 04/12/29993
Original Date Range: 04/12/2008 to 04/12/2993
Appointment Time: 0:00
Frequency: Daily;
Appointment Type: Pallet
Mail Class(es): Standard, Package Services, Perindicals

Update Content Capacity:
Standard Package Services Periodicals
[ ] [ ]

(_Manage Content )

Content #1

Mail Class: Standard

1ai Preparer 0|

Add > ) Associated Mai Owners,

Mail Owner ;|

Wa Shage: | - Select One [3] content ame: | |
CountofPallets  Sacks |D | Traye | sundes ‘D | Parcen:f0
— —— —— —
Bedbsges  SackCount [0 | Tray Count: [oundie count [0 [Parcetcount [0 |

" |
In Home Start Date: | = In Home End Date: | B=

&vs Content: [7]

Number to Duplicate: | 1 _Duplicate > )
Content#2

Mail Class: Package Services

e Freparer ;| [¥]

Wal Owner D: | [se] Cada>) associated Wail Ovrmers:

11ail Shape: SelectOne — v contenttiame: |

Hote: NFIA < 6oz should be soheduled 35 Irequiar Parasis snd HFW >= 6oz should be scheduled 33 Mschinable Paroels
Package Services
= = - Perishale:
e Select One i}

Countof Palets  Sacks:

Parceis: |0

| Tray count [0 | Bundie Count: |0 | Parcel Count: [0

m In Home End Date: | =

Bedioaded  Sack Count: .[D

In Home Start Date: |

evs Content: []
Humber te Duplicate: “Dupiicato > )
Content#3

Mail Class: Periodicals

Hews: [

Wail Preparer D: |

Mat owner 0 [ [v] Cade>)  associstes 1at awners:

* Mail Shape:

- SelectOne - [3¢] content tame: |

| sundes o | arces:[0
| Bundie Count: [0 | Pareel count: [0

Associated Publcations: ( Remove > )

Count of Pallets Sacks: |0 1

Sedipases  Sack Count: [0 | ray count. [0

Publication Name: ‘
i OR
USPS Publicatien ID:

( Search> )
L e Destination Discount:

Fublication: Note: When Zone Skipping is checked, CIN

Zone-Skipping: []

validation will not be performed.

Humber to Dupicate: Duplicate > )
( Clear Contemts > ) ( Submit>)
Site Mag Foms Jobe  Prvacy Foiy Tems o Nations) & Premisr fccounte

Posial inspectors = Inspector General
Presenving e

%=/ Prometng integrity

[ ciear content

( Remave > ")

L1 ciear content

[ ciear content

( Remove > )

User Guide
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fields and ENTER the new content information. Once all updates or edits have been made,
CLICK the Submit button to save the new information to the content.

B/ @p To edit or update the content level information, CLICK in any of the previously described

— Note: E
e Updating content information is subject to the same constraints that are '
—_— found in creating content information. :

Cancel a Content from a Recurring Appointment

From the Recurring Content Information Management page, a user may cancel the content from the

associated appointment. However, if it is the only content associated to the recurring appointment, it may

not be cancelled unless the recurring appointment is cancelled.

\\\ To cancel a content from a recurring appointment, CLICK the Cancel checkbox for the

= @Q appropriate content on the Recurring Content Information Management page. Then CLICK

- ¢ the Submit button. The Recurring Appointment Confirmation page is displayed with the
updated information.

7.3 Manage a Recurring Appointment Instance

A user may update and cancel a single appointment instance of a recurring appointment. However, a
scheduler must submit a new recurring appointment request if the appointment or content information for
an entire recurring appointment series needs to be changed.

A user may manage a recurring appointment instance through the Appointments area in FAST. A user
follows the same process as described in section 6.4 — Appointment Management to update appointment
and content information, add additional contents to an appointment instance, cancel a content from an
appointment instance and cancel the appointment instance.

Note:
— Non-Pure Periodical Recurring Appointment Instances cannot change facilities.
-_ A user may change the facility of an instance in the recurring appointment series if the

following conditions are met: the appointment is Pure Periodicals and a redirection has
been set for at least one of the contents in the appointment.

In addition to the Recurring Sequence Number, which is used as the appointment number on the PS
Form 8125, a unique ID number is created for each appointment instance in the recurring appointment
series. This unique ID number will be used as the appointment ID when searching for the single
appointment instance of the recurring appointment series. A user searches for the appointment instance
using the unique 1D number through the search for an appointment by the appointment ID process
described in section 6.3 — Appointment Management. The unique ID number is derived from the
Recurring Sequence Number associated to the recurring appointment series.

The format of the unique ID number is defined as:
Recurring Sequence Number + R + Date (mmdd)

The unique ID number distinguishes an appointment instance on one day from an instance on another
day in the recurring series.
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For example, a user needs to update information for an appointment that is scheduled to arrive on
November 20". The Recurring Sequence Number for the recurring appointment series is 10302. The
unique 1D number for that appointment instance would be 10302R1120, based on the defined format
above. However if the user needed to update the information for the appointment scheduled for
November 25"in the same recurring series, the user would search for an appointment by the
appointment ID of 10302R1125.

Please reference section 6.4 — Appointment Management for the steps and screens accessed to manage
single appointments. The multi-stop management section is not applicable because recurring
appointments are not included in multi-stop trips.

7.4 Create a Drop Ship Recurring Appointment Shell

The Create New JIT Recurring Appointment module allows the user to create a Recurring Appointment
Shell (Recurring Appointment with no associated contents). Contents can be added by the Scheduler or
Mail Owner/Mail Preparer at a later time.

This section includes:

7.4.1 Creating a Drop Ship Recurring Appointment Shell

7.4.2 Confirming a Drop Ship Recurring Appointment Shell

7.4.1 Creating a Drop Ship Recurring Appointment Shell

A Drop ship Recurring Appointment shell is created through the Request New Recurring Appointment
module. This module consists of the different actions a user may perform to create a new drop ship
Recurring Appointment Shell in FAST.

Creating a new drop ship Recurring Appointment Shell requires the user to follow the same steps as
creating a new drop ship Recurring Appointment in FAST except for entering content information. A user
must first specify the logistics information of the recurring appointment (facility, frequency, time of day,
etc). Once the user has completed entering the appointment information, the user is directed to the Add
Recurring Content Information page. A Recurring Appointment Shell is created when the user selects the
Submit button on the Add Recurring Content Information page without entering any content information.

The fields and buttons on the Add Recurring Content Information page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Update Number of Field where the user may specify the number of contents requested.

Contents

Manage Content Refreshes the Add Recurring Content Information page and displays a content
button form for each content requested.

Cancel button Directs the user to the Recurring Appointments page.

Creates an Appointment Shell and redirects the user to the Recurring

Submit button Appointment Request Confirmation page.

September 30, 2011 FAST Customer User Guide Page 311



Facility Access and Shipment Tracking
User Guide

The Add Recurring Content Information page is displayed below.

UNITED STATES
POSTAL SERVICE= Home | Sign O
Eacili nd Shipm Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Add Recurring Content Information

Please note: Contentinformation describes the mail associated with each PS Form 8125, or each line of conselidated
PS Form 8125, { * Required Fields |
Customer Registration ID; 4433047
Scheduler ID: 999993999330
Scheduler Name: Mailer
Facility Name: SPRINGFIELD BMC
NASS Code: 012
Maximum Truck Length: 85 ft
Appointment Date Range: 031672010 to 03M16/2933
Appointment Time: 1400
Frequency: Daily;
Appointment Type: Pallet
Mail Classies): Standard

Click the Submit button to bypass content crealion and create recurring appointment shell anly

Update Content Capacity:
Standard Package Services Periodicals
0 o 0
‘Manage Cortent
Cancel ( Submit >
Site Mg Cutomer Sarvicy Forma Bow't Sarvicel Careany Brivagy Polcy Terrs of Liss Bysrass Custome: Gatwway

Copyright® 2008 USPS. All Rights Reserved  NoFEARAGEEO Dats  EQIA

7.4.2 Confirming a Drop Ship Recurring Appointment Shell

After a user enters the drop ship Recurring appointment shell information, the Recurring Appointment
Request Confirmation page displays. A note informing the user that no contents have been associated to
the drop ship recurring appointment is displayed.

The fields and buttons on the Recurring Appointment Request Confirmation page are
described below. A snapshot of the page is displayed after the field description.
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Note Displays to warn the user that an appointment shell has been created:
“Request will not be submitted to USPS for approval until contents are added.
Recurring Displays the sequence number that is associated to the master recurring appointment
Appointment record and is a hyperlink to the Recurring Appointment Management page.
Sequence
Number
hyperlink
Status The current status of the appointment.
Customer ID associated with the appointment’s mailer.

Registration ID

Scheduler Name of the appointment’s scheduler.

Name

NASS Code The three to five character NASS Code of the facility.

USPS Facility The facility name of the recurring appointment.

Name

Date Range The effective date range within which the recurring appointment occurs.
Recurring The time the recurring appointment is scheduled to arrive at the facility for the given
Appointment day.

Time

Frequency The specified frequency the recurring appointment is to arrive at the facility.
Content ID The content ID(s) associated with the recurring appointment.

Total Number
of Pallets

The total number of pallets in the recurring appointment.

Total Number
of Bedloaded
Units

The total number of bedloaded units in the recurring appointment.

Return to
Home button

Redirects the user back to the Create Recurring Appointment page upon clicking the
button.

Create Copy
button

Redirects the user back to the Create Recurring Appointment page pre-populated with
information from the current recurring appointment.

The Recurring Appointment Request Confirmation page is displayed on the following page.
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E UNITED STATES
POSTAL SERVICE »

Appointments
Recurring Appointments

page.
eports
Resources

Origin Entry
Customer ! Supplier

Agreements

TEM associated.

Sequence Number:

Status:
Customer
Registration ID:

Scheduler IO
Scheduler Name:
NASS Code:

USPS Facility Name:
Date Range:

Original Date Range:
Recurring Appointment
Tirme:

Freguency:
Content ID:

Total Number of
Pallats:

Total Number of
Bedloaded Units:

< Retirn ta Home

Facility Acce:

Recurring Appointment Request Confirmation

20223
Pending Review

4433047

299999999930

Mailer

0z

SPRIMGFIELD BMC
03162010 to 0311672993
03M6/2010 to 031672999

1400
Daily;

and Shi

User Guide

Hosme | Sign Oul

ment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Your recurring appointment has been successfully requested. Below is a summary of the
appointment information for your records. To edit the recuming appointment request, click
the Sequence Number ID link to access the Recurring Appaintment Regueast Managament

Request will not be submitted o USPS for approval until contents are added

Mate: There are no contents associated 1o this recurring appointment. An email
notification will be sent to the facility for review once at least one content has been

Croate Copy >

Busnass Sustomer Sateway
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From the Recurring Appointments Landing page, a user may CLICK the Manage Publication Exclusion
link to access the publication exclusion area of the FAST application. There are several possible actions
a user may perform on the Manage Publication Exclusion page, such as creating an exclusion for a
publication title over a specified date range, manage an existing exclusion date range, and cancel an

existing exclusion.
The Managing a Publication Exclusion section includes:
7.5.1 Create a Publication Exclusion

7.5.2 Manage a Publication Exclusion

snapshot of the page is displayed after the field description.

The fields and buttons of the Manage Publication Exclusion page are described below. A

Delete Deletes the publication exclusion when the Delete Exclusion button is clicked
checkbox
Exclusions Hyperlinks user to Manage Publication Exclusions page
Scheduler The Scheduler name associated with the publication.
Publication The ID associated to the publication
ID
Publication The name associated to the publication.
Name
Start Date Date exclusion becomes effective

NOTE: The Start Date cannot be less than 15 days in the future and the date range
End Date Date exclusion ends

NOTE: The Date Range may not span more than 7 days.
Impacted Hyperlinks user to Impacted Appointments page
Appointment
S
Delete Displays Confirm Publication Exclusion page
Exclusion
button
Create New Displays Create Publication Exclusion page
Exclusion
button

The Manage Publication Exclusion page is displayed on the following page.
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E UNITED STATES
POSTAL SERVICE

Appointments
Recurring Appointments
Request Ne ring
ppointment

Manage Recurring
Appointment/Request

Reports

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Home | Sign Out

Eacility Access and Shipment Tracking (FAST]

Facility Access and Shipment Tracking (FAST)

Manage Publication Exclusions
Returnto Fre

The following actions may be taken from this page

To create an exclusion for a publication title over a specified date range click Create New Exclusion.
T manage an existing exclusion date range click the Manage link next to that exclusion dats range.
To cancel existing exclusions check the check box(es) and click the Delete Exclusion button
Toview recurring appointments impacted by an existing exclusion click the View button next to that
exclusion.

TR TN

Publication Exclusion Dates:

Delete Exclusions o Nsme StartDate EndDate , Impacted
[0 |Memsoe  Maierd 377030 5708 03/28/2009 0410242008
[ |Moemsoe  Maiert 22319 DHOME & GARDEN 03/30/2008 D405/2008  Wiew
[ |Memsoe  iiaiert 10876 MODEL ENGINEER 08
WORKSHOP
[0 |Memsge  Maiert 10888 CABLING 03/28/2009 0410242009
NSTALLATION A
MANTENANCE
[0 |Memsge  Maierd 11252 SONDAG 0228/2012 030082012 View
Menage  Maier 1 3 8708 02/28/2008 03/08/2008
Menage  Maier 1 10801 CLEANERTMES 02/28/2008 03082008  Wiew

_bblﬁe Ec’lu:’imi__ ) ( Create New Exclusion >
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7.5.1 Create a Publication Exclusion

A user may create a publication exclusion for a recurring appointment via the Manage Publication
Exclusion page.

As described in section 7.5 Manage Publication Exclusion, a user may access the Create Publication
Exclusion page by CLICKING on the Create New Exclusion button on the Manage Publication
Exclusion page. This section describes how to:

e Select a Publication
e Create an Exclusion

The fields and buttons of the Create Publication Exclusion page are described below. A
snapshot of the page is displayed after the field description.

Publication Textbox to input the name of the publication.

Name

USPS Textbox to input Permit ID of the Publication.

Publication

ID

Search Retrieves the publications listed in the Publication Name textbox or the Publication ID
button box.

Publication Drop-down box listing publications returned from search.
*Scheduler Drop-down box listing all applicable Scheduler IDs.

ID

*Select Date Selects the date range that the result will be displayed.
Range

Cancel Displays Recurring Appointments landing page

button

Submit Displays Confirm Publication Exclusion page

button

The description below describes the existing publication exclusions grid. It is displayed when existing
publications exist.

Scheduler The scheduler name associated with the appointment.
Publication The name associated to the publication
Name

Publication ID The ID associated to the publication.

Start Date Date exclusion becomes effective

End Date Date exclusion ends
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The Create Publication Exclusion page is displayed below.

UNITED STATES
POSTAL SERVICE» Home | Sian Out

Facility Access and Shipment Tracking (FAST)

Recurring E Facility Access and Shipment Tracking (FAST)

Request New Recurring
Appointment % 5 .
Create Publication Exclusion

Manage Recurring

Appointment/Request Return to Previo

Please select a publication title, Scheduler ID and date range for which you willl not be including
mail then click Submitto create the exclusion. (* r= i

Creating a publication exclusion will resultin ane of the following actions:

Origin Entry 1. Appointment Exclusion will cause recurring appointment instance(s} to be cancelled
Customer / Supplier 2. Content Exclusion will cause content on the recurring appointment instance(s) to be
Agreements cancelled
TEM 3. Ifthe contentto be excluded has multiple publication titles or the Scheduler ID is for a
mail owner and the content has multiple mail owners the exclusion will not be created
and the content will not be cancelled

Publication Name: [g
oR

USPS Publication ID: |~ | (Search>

Publication: | SPC SOAP - 10433 v

* Customer, l
| Mailer 1- 999999999960 |

Registration 1D: |

* Select Date Range 3705,"18;'20887\ B To 5/25/2008

Cancol Submit >

Exclusion Dates:

The fellowing are the existing publication exclusions.

o1 | Bl vie n
Publication ID Publication Name Start Date End Date
Hailer 1 377030 BTOB 03/28/2008 04/02/2008
Mailer 1 22318 D HOME & GARDEN 02/30/2008 04/05/2008
Hailer 1 10878 MODEL ENGINEER 09/05:200% 08/11/200%
WORKSHOP
Mailer 1 10968 CABLING 03/28/2009 04/02/2008
INST, ON AND
MAINTENANCE
Mailer 1 11252 SONDAG 0272872012 03/06/2012
Mailer 1 377030 BTOB 02/28/2009 03/06/2008
Hailer 1 10901 CLEANER TIMES 02/28/2009
Excel | &) view P

To select a publication for exclusion, select a publication title, Scheduler ID and date range
for which you will not be including mail, then click Submit to confirm the exclusion.
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select a publication for specified criteria, perform the following steps on the Create

Publication Exclusion page.

a p W N

CLICK the Create New Exclusion button on the Manage Publication Exclusions page to
display the Create Publication Exclusion page

ENTER the publication name OR

ENTER the publication ID

CLICK the Search button

SELECT publication from Publication drop down list

Create an Exclusion

Creating a publication exclusion may result in recurring appointment instance(s) to be
cancelled, content on the recurring appointment instance(s) to be cancelled, and/or if the
content to be excluded has multiple publication titles or the Scheduler ID is for a mail owner
and the content has multiple mail owners, the exclusion will not be created and the content
will not be cancelled.

To

create a publication with the specified criteria, perform the following steps on the Create

N

~
= @? Publication Exclusion page.
- 4

SELECT Scheduler ID from the Scheduler ID drop down list
SELECT the time frame to search within in the Select Date Range textboxes

CLICK the Submit button to display the Confirm Publication Exclusion page

e e e e e e e e e e e e e e e e e e e e e e et et e et e et e e et e e e e e e e et e e e e et e e e et e e et e e e et e e e e e et e e e e e e e m oo m -

Note: When selecting a date range: the start date cannot be less than 15 days in the future.

— // And the date range may not span more than 7 days

Semeem———-—

The Confirm Publication Exclusion page will list the selected exclusion criteria and
projected recurring appointment and contents impacted by the created Publication
Exclusion before exclusion is submitted. The fields and buttons of the Confirm Publication
Exclusion page are described below. A snapshot of the page is displayed after the field
description.

Yes button

Finalizes exclusion and displays confirmation page

No button

Displays Create Publication Exclusion page

The description below describes the Appointment Exclusion and Content Exclusion Grid. It is displayed
when a Publication Exclusion is created and recurring appointments and/or contents are impacted, and
the Submit button has been CLICKED on Create Publication Exclusion page.
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Recurring Displays the Recurring Sequence ID for the impacted Recurring Appointment.
Sequence
ID
Recurring Displays the Recurring Content ID for the impacted Recurring Appointment.
Content ID

Appointment Displays all Appointment Dates for the impacted Recurring Appointment.
Dates

Facility Displays the Facility Name for the impacted Recurring Appointment.
Name

NASS Code Displays the three to five character NASS Code for the impacted Recurring
Appointment.

Total Pallet Lists the total pallet count of the recurring instance
Count

Total Lists the total bedload count of the recurring instance
Bedloaded

Count

The Confirm Publication Exclusion page is displayed on the following page.
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Appointments
Recurring Appointments
Request New Recurring
Appointment

Manage Recurring
ppointment/Request

ies
Profiles

Reports

Resources

Origin Entry
Customer / Supplier

Home | Sign Out

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Confirm Publication Exclusion
Are you sure you want to create the following exclusion?

USPS Publication ID: 855500
USPS Publication Name: TIME
Scheduler Name: lailer 1
Customer Registration ID; 992999999980
Appointment Dates: 05/18/2008 - 05/25/2009

User Guide

Agreements
IEM Yes | [ No

Appointment Exclusion:

FAST will cancel recurring appointment instances for all recurring sequence ID{(s) and appointment dates in
the table below.

el | Bl vie n
I
Recurring . Total
Recurring Appointment : Total Pallet
Sequence Content ID Tates Eacility Name NASS Code Count Bedload
1D ~=enten Ses =odam Count
80162 800000223 05M& NEW YORK 100 4 o

o

Content Exclusion:

FAST will cancel recurring content ID(s) listed below for each of the recurring sequence 1D(s) and appointment
dates in the table below

Dawnle gr- T n
Recurring 4 Total
Recurring Appointment Facility Hame NASS Code Total Pallst Badload
Content 1D Dates e Count
D Count
80182 800000221 NEW YORK 100 4 4

Unaffected Recurring Appointment Instances:

The publication titte may not be excluded for the fallowing recurring appointment(s) or recurring content(s) for
one ar both of the following reasons:

1. There are multiple publication titles.
2. There are multiple mail owners.

These contents may be manually updated within 14 days of the appointment date.

Recurring Total
Recurring Appointment 3 Total Pallet

sequence Eacility Name HASS Code Bedload

Ses Lljgnce Contentin Dates Facility Name NASS Code Catiit Bg:\uoid

NEW YORK 100 4 o

sooooozzz

The Publication Exclusion Confirmation page will list the selected exclusion criteria and
projected recurring appointment and contents impacted by the created and confirmed
Publication Exclusion. The Publication Exclusion Confirmation page also includes drop
ship recurring appointment sequences impacted by a Publication Exclusion on Origin Entry
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contents. The fields and buttons of the Publication Exclusion Confirmation page are
described below. A snapshot of the page is displayed after the field description.

The description below describes the Appointment Exclusion and Content Exclusion Grid. It is displayed
when a Publication Exclusion is submitted and recurring appointments and/or contents are impacted,
and the Yes button has been CLICKED on Confirm Publication Exclusion page.

Recurring Displays the Recurring Sequence ID for the impacted Recurring Appointment.

Sequence

ID

Recurring Displays the Recurring Content ID for the impacted Recurring Appointment.

Content ID

Appointment Displays all Appointment Dates for the impacted Recurring Appointment.

Dates

Facility Displays the Facility Name for the impacted Recurring Appointment.

Name

NASS Code Displays the three to five character NASS Code for the impacted Recurring
Appointment.

Total Pallet Lists the total pallet count of the recurring instance

Count

Total Lists the total bedload count of the recurring instance

Bedloaded

Count

Return to Displays Recurring Appointments landing page

Home button

The Confirm Publication Exclusion page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE» Home | Sign Out

Facility Access and Shipment Tracking (FAST)

U ovserd  Facility Access and Shipment Tracking (FAST)

Request New Recurring
Appointment

Manage Recurring = : = - %
Appoiniment/Request Publication Exclusion Confirmation

The following exclusion has been created successfully,

USPS Publication ID: 855800
USPS Publication Hame; TIME
Scheduler Name: Lailer 1
Customer Registration ID: 999999999980
Appointment Dates: 05/18/2008 - 05/25/2009

Resources
Origin Entry
Customer / Supplier

Agreements
TEM Appointment Exclusion:

FAST will cancel recurring appaintment instances for all recurring sequence ID(s) and appointment dates in
the table below.

Export options: Download into Excel | Bl vie

Recurring Total
Recurring Appointment 5 Total Pallet
Seguence Content ID Dates Eacility Hame HASS Code Caaat Bedload

D

90163 900000223 NEW YORK 100 4 0

Content Exclusion:

FAST will cancel recurring content ID(s) listed below for each ofthe recurring sequence ID(s) and appointment
dates in the table below.

s: Downloa :\E_- Printable Version
| Recurring Total
Recurring. Appointment Total Pallet
Sequence Eacility Hame NASS Code
Sequence Content ID Dates Eacility Name NASS Code Coiiih Bedload

D

50182 300000221 NEW YORK 100 - B

Unaffected Recurring Appointment Instances:

The publication titte may not be excluded for the following recurring appointment(s) or recurring content(s) for
ane or both of the fallowing reasons:

1. There are multiple publication titles
2. There are multiple mail owners.

These contents may be manually updated within 14 days of the appeintment date.

18

Recurring

Reeurring Appointment Total Pallet e
el Facility Hame NASS Code Bedload
Sequence ContentID i Facility Name NASS Code Gt Bedload
1D i i i L S5 S Count
80182 sooo00z22 100 4 0

( Return to Home > )
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7.5.2 Manage a Publication Exclusion

A user may manage a publication exclusion for a recurring appointment via the Manage Publication
Exclusion page.

This section describes how to:

e Edit a Publication Exclusion
e Delete a Publication Exclusion

Edit a Publication

As described in section 7.5 Manage Publication Exclusion, a user may edit an exclusion via the Manage
Publication Exclusion page by CLICKING on the Manage hyperlink for the desired exclusion on the
Existing Publication Exclusion grid on the Manage Publication Exclusion page.

The Manage Publication Exclusion page lists the selected publication exclusion details and
existing publication exclusions grid. The fields and buttons of the Manage Publication
Exclusion page are described below. A snapshot of the page is displayed after the field
description.

*Select Date Selects the date range that the result will be displayed.
Range

Cancel Displays Recurring Appointments landing page

button

Submit Displays Confirm Publication Exclusion page

button

The description below describes the existing publication exclusions grid. It is displayed when publication
exclusions exist.

Scheduler The scheduler name associated to the appointment.
Publication The name associated to the publication
Name

Publication ID The ID associated to the publication.

Start Date Date exclusion becomes effective

End Date Date exclusion ends

The Manage Publication Exclusion page is displayed on the following page.
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Appointments
Recurring Appointments
Request New Recurring
Appointment

Manage Recurring
AppointmentRequest

Customer / Supplier
Agreements
TEM

2
2.

3.

Please select a date range for which yo
manage the exclusion. (* Reguired

Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Manage Publication Exclusion

A publication exclusian will resultin one of the following actions:

Return to Frevia

Facility Access and Shipment Tracking (FAST)

u willl not be including mail then click Submitto

Appointment Exclusion will cause recurring appointment instance(s) to be cancelled
Caontent Exclusion will cause content on the recurring appointment instance(s) to be

cancelled

Ifthe contentto be excluded has multiple publication tities or the Scheduler 1D is for a
mail owner and the content has multiple mail owners the exclusion will not be created
and the content will not be cancelled

USPS Publication 10; 865800
USPS Publication Name: TIME
Scheduler Hame: Mailer 1

Customer Registration ID: 999999999950

* Select Date Range:?DEﬂB;?GDS |E®  10: |05/25/2009 :m

Cancel ) (_Submit>

Exclusion Dates:

The following are the existing publication sxclusions.

118
Scheduler PublicationID P ion Name Start Date End Date
Tailer 1 377020 BTOB 03/28/2009 04/02/2009
Tailer 1 22318 D HOME & GARDEN 03/30/2008 D4&/ps/z0og
885800 TIME 05418 05281200
HMailer 1 10878 MODEL ENGIMEER 08/08/2008 08/11/2008
VORKSHOP
Mailer 1 10568 CABLING 03/28/2005 04/02/2005
INSTALLATION AND
MANTENANCE
Tailer 1 11252 SONDAG 02/28/2012 03/06/2012
Tailer 1 377020 BTOB 03/08/2009
Tailer 1 10801 CLEANER TMES 03/08/2009
- e

v

User Guide

To edit a publication exclusion, perform the following steps on the Manage Publication

Exclusion page

1. CLICK the Manage hyperlink for desired publication exclusion

2. SELECT the time frame to search within in the Select Date Range textboxes

3. CLICK the Submit button to display the Confirm Publication Exclusion page
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Delete a Publication

As described in section 7.5 Manage Publication Exclusion, a user may delete an exclusion via the
Manage Publication Exclusion page by CHECKING the Delete checkbox for the desired exclusion(s) on

the Existing Publication Exclusion grid on the Manage Publication Exclusion page.

), To delete a publication(s), perform the following steps on the Manage Publication Exclusion
@
1. CHECK the Delete checkbox for desired publication exclusion(s)
2. CLICK the Delete Exclusion button to display the Confirm Publication Exclusion

page

FAST Customer User Guide

Page 326

September 30, 2011



Facility Access and Shipment Tracking
User Guide

This page has been intentionally left blank.

September 30, 2011 FAST Customer User Guide Page 327



Facility Access and Shipment Tracking
User Guide

8.0 Corporate Profile

Corporate Profile information refers to the Corporation’s contact information shown in FAST. This
information is entered in PostalOne! upon registering as a FAST user. PostalOne! then passes along the
entered information to FAST. The Corporate Profile page displays the Corporation’s Name, ID, Address,
Contact Name, Phone Number, Fax Number, Email, and a hyperlinked listing of all schedulers associated
with the Corporation. The hyperlink drills down to the Scheduler Profile page which displays all
information regarding the specified scheduler.

The Profiles section includes:
8.1 Corporate Profile — Describes how a user may view the Corporate Profile information.

8.2 Scheduler Profile — Describes how a user may view the Scheduler Profile information for the
selected Corporation.

8.3 Manage Preferred USPS Publications — Describes how a user can set up preferred publications
in the Scheduler Profile

8.4 Manage Preferred Customers — Describes how a user can set up preferred customers in the
Scheduler Profile

The user may access the Corporate Profile and Scheduler Profile from Profiles link on the FAST Main
Menu page. The user CLICKS on the Profiles link, or associated Go> button to display the Profiles
Landing page (described in module 4.0 - Landing pages). The user may then CLICK the Corporate
Profile link, or associated Go> button to display the Corporate Profile Selection page.

8.1 Corporate Profile

Corporate profile information consists of the contact information for a selected corporate ID. The user
may view Corporation contact information for associated corporate IDs. Maintenance of the data occurs
in the Business Customer Gateway.

The Corporate Profile section describes the process for viewing the Corporation’s information.

The user begins the process from the Profiles Landing page. The user CLICKS the Corporate Profile
link, or associated Go> button to display the Corporate Profile Selection page. The user may select a
Corporation from the Corporate ID drop-down box, on the Corporate Profile Selection page. Only
Corporations associated to the user will be displayed in the drop-down box.

g

directed to the Corporate Profile page without selecting a Corporation from the
Corporate ID drop-down box.

Note: !

- . . . . !
— Users may only view the Corporate/Scheduler Profile for associated corporations and |
— schedulers. If the user is only associated with one corporation the user will be I
|

\

The fields and buttons on the Corporate Profile Selection page are described below. A
snapshot of the page is displayed after the field description.
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*Corporate ID Drop-down box containing Corporate Name and ID options.
Search button Retrieves the Corporate Profile associated with that Corporate ID and displays the
Corporate Profile page.
The Corporate Profile Selection page is displayed below.
UNITED STATES
POSTAL SERVICE « Home | Sign Out

Facility Access and Shipment Tracking (FAST.

sl Facility Access and Shipment Tracking (FAST)

Facilities

Corporate Profile

Resources
Origin Entry Please selectthe Profile to display.
Customer / Supplier

A—g%_?gﬁ * Corporate ID:| 100000002 - Corporation02 [

Search > |

From the Corporate Profile Selection page, the user may view the contact information for a
@, Corporate ID by performing the following steps:

1. SELECT a corporation from the Corporate 1D drop-down box.
2. CLICK the Search button to view the Corporate Profile page.

The Corporate Profile page opens displaying the contact information for the Corporation. The
fields and buttons on the Corporate Profile page are described below. A snapshot of the page
is displayed after the field description.
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Corporate Name

The full name of the Corporation.

Corporate ID

The Corporate ID of the Corporation as defined by PostalOne!

Address The street address of the Corporation.

City The city where the Corporation resides.

State The state code where the Corporation resides.
ZIP+4 The 9-digit ZIP Code where the Corporation resides.

Contact Name

Name of the primary contact person of the Corporation.

Contact Title

Title of the primary contact person of the Corporation.

Contact Phone
Number

Phone number for the contact person at the Corporation.

Contact FAX
Number

FAX number for the contact person at the Corporation.

Contact Email
Address

Email address of the contact person at the Corporation.

Profile

Access Scheduler

The associated Scheduler ID(s) for the Corporation. Each scheduler ID is a
hyperlink to the Scheduler Profile page, where the user may view the schedulers
contact information.

Return to Previous
Screen hyperlink

The hyperlink sends user back to previous screen.

The Corporate Profile page is displayed on the following page.
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Facilities
Profiles

Corporate Profile

Reports Corporate Name: Corporation 2

R
oﬁ Corporate ID: 020212867000
Y Address: 1234 Main Street

Customer [/ Supplier
Agreements City: Washington

TEM State: DC
Zip + 4: 20001-95499
Contact Name: Jane Doe
Contact Title:
Contact Phone Number: {555) 555-1212
Contact Fax Number:
Contact Email Address: Corporation2igtest corm

Access Scheduler Profile:

! ) . :
N — Not_e. _ !
' ; All fields on the Corporate Profile page are read-only regardless of :
Cl— the user’s security privileges. '

8.2 Scheduler Profile

Scheduler profile information consists of contact information for a selected Scheduler ID. The user may
view contact information for associated schedulers.

\\ From the Corporate Profile page, the user may view the contact information for a Scheduler
= @ by CLICKING the Scheduler ID hyperlink.
- 7 The Scheduler Profile page opens displaying the contact information for the Scheduler. The

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

Corporate The full name of the Corporation.

Name

Corporate ID The Corporate ID of the Corporation as defined by PostalOne!
Scheduler The full name of the Scheduler.

Name
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Scheduler ID The Scheduler ID of the Scheduler.
Address The street address of the Scheduler.
City The city where the Scheduler resides.
State The state code where the Scheduler resides.
ZIP+4 The 9-digit ZIP Code where the Scheduler resides.

Contact Name

Name of the primary contact person of the Scheduler.

Contact Title

Title of the primary contact person of the Scheduler.

Contact Phone
Number

Phone number for the contact person at the Scheduler.

Contact FAX
Number

FAX number for the contact person at the Scheduler.

Contact Email
Address

Email address of the contact person at the Scheduler.

Comments

Comments of the Corporate/Scheduler ID.

Preferred Publication Group

Manage
Publications
button

Displays Scheduler Profile — Manage Preferred Publication Group page.

Most often used Mail Owners/Mail Preparers

Manage
Customers
button

Displays Scheduler Profile — Manage Preferred Customers page.

Back button

Returns user to previous screen.

The Scheduler Profile page is displayed on the following page.

September 30, 2011

FAST Customer User Guide Page 332




Facility Access and Shipment Tracking

UNITED STATES
POSTAL SERVICE =

Appointments
Recurring Appointments

Resources
Origin Entry
Customer / Supplier

Agreements
TEM

\

Home | Sign Out
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Scheduler Profile

Corporate Name:
Corporate ID:
Scheduler Name:
Scheduler ID:

Address:

City:

State:

Zip+ 4

Contact Name:

Contact Title:

Contact Phone Number:
Contact Fax Number:
Contact Email Address:

Comments:

Preferred Publication Group:

Most often used Mail Owners/Mail Preparers:

Mail Owners:

Mail Preparer:

Corporation 2
020212867000
Scheduler 2
Al000ooooo3
1234 Main Street
Washington

[a]es

20001-0000

Jane Doe

(555) 555-0000
(555) 555-2200

fast testing@hotmail.com

‘Manage Publications >

ESPMN- 1097149498

Scheduler 1 - 20001

Scheduler 3 - 20001

< Back
site map cont; fgove sevices jobs

Ta

National & Premier Accounts

Pri

Note:
The user may access the Scheduler Profile from other functional areas in
FAST. This includes accessing from the Scheduler Performance Report
and Appointment Calendar Report.

User Guide

8.3 Manage Preferred USPS Publications

Users can set up and manage preferred publications for a selected profile that can be utilized during the
appointment creation process. This will enhance usability for the user without searching through all
USPS Publications. The user can create and delete their preferred list. All data with regards to the title is
received from POSTALONE! Permit system.
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8.3.1 Manage a Preferred USPS Publication Group

The user can begin the process of adding or removing a preferred USPS publication from the Scheduler
Profile page. The user CLICKS the Manage Publication button to display the Scheduler Profile — Manage
Preferred Publication Group page.

The fields and buttons on the Scheduler Profile — Manage Preferred Publication Group page
are described below. A snapshot of the page is displayed after the field description.

Publication Name Textbox to input the name of the publication.
USPS Publication 1D Textbox to input Permit ID of the Publication.
Search button Retrieves the publications listed in the Publication

Name textbox or the Publication ID Box.

Publication Drop-down box listing publications returned from
search.
Add button Adds selected publication to Associated

Publications section.

Associated Publications Displays checkbox to delete preferred publication.
Also displays Publication ID and Publication Name.

Return to Scheduler Profile button Returns user to Scheduler Profile page.

Submit button Accepts changes made for the Preferred
Publication Group.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Recurring E Facility Access and Shipment Tracking (FAST)

Ea

Scheduler Profile - Manage Preferred Publication Group

Flease enter following information to maintain publications associated to the Scheduler,

M Scheduler Name: Scheduler 2
SR Scheduler ID: 4100000003
Customer |/ Supplier
Agreements
TEM

Publication Mame: |

OR B -
USPE Publication [D: ( Search>

FPublication:

ﬁssnciated Publications:

Delete Publication ID Publication Hame
D 10971998 ESPM
Return to Schaduler Prafile > Submit >

\
:\ From the Scheduler Profile — Manage Preferred Publication Group page, the user may add a
= @ preferred publication to the Scheduler Profile that can be utilized during the appointment
7 creation process.

1. INPUT text into Publication Name or USPS Publication ID.

2. CLICK the Search button to view options in the Publication drop-down box.
3. SELECT a Publication from the drop-down box.

4. CLICK the Add button to add preferred publication to Scheduler Profile.

5. CLICK the Submit button to confirm publication has been added.
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@p From the Scheduler Profile — Manage Preferred Publication Group page, the user may

remove a preferred publication to the Scheduler Profile.

\H//

1. CLICK the checkbox under the delete column for the associated Publication Name or ID
that the user would like to remove.

2. CLICK the Submit button to confirm publication has been removed.

When the user CLICKS the Submit button, the user is redirected back to the Scheduler Profile page.

8.4 Manage Preferred Customers

Users can set up and manage preferred mail owners and mail preparers for a selected profile that can be
utilized during the appointment creation process. The user may add and remove mail owners/mail
preparers to their preferred list.

8.4.1 Managing a Preferred Mail Owner/Mail Preparer
The user can begin the process of adding or removing a preferred customer from the Scheduler Profile
page. The user CLICKS the Manage Customers button to display the Scheduler Profile — Manage

Preferred Customers page.

The fields and buttons on the Scheduler Profile — Manage Preferred Customers page are
described below. A snapshot of the page is displayed after the field description.

*Customer Registration 1D Drop-down box of Mailer IDs.

Add to Mail Owner button Retrieves Scheduler ID and adds the ID into the
Associated Mail Owners table.

Add to Mail Preparer button Retrieves Scheduler ID and adds the ID into the
Associated Mail Preparers table.

Associated Mail Owners Displays checkbox to delete Mail Owner from
Scheduler Profile and includes ZIP Code and name
of preferred mail owner.

Associated Mail Preparers Displays checkbox to delete Mail Preparer from
Scheduler Profile and includes ZIP Code and name
of preferred mail preparer.

Return to Scheduler Profile button Returns user to Scheduler Profile page.

Submit button Accepts changes made to Scheduler Profile.
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UNITED STATES
POSTAL SERVICE = Home | Sign Cut

Facility Access and Shipment Tracking (FAST)

i E Facility Access and Shipment Tracking (FAST)

Scheduler Profile - Manage Preferred Customers
Corporate Profile

Please select a Scheduler ID and choose to Add to the most often used Mail Owner

Reports andior Mail Preparer list
Resources
Origin Entry
Customer / Supplier Scheduler Name: Mailer 1
Agreements Scheduler Id: 999999992980
TEM
* Scheduler ID: Maller 2 - 39939 )
Add to Mail Owner > Add ta Mail Praparer >
Associated Mail
OWners: Delete ZIP Code Mail Owner Name
Ne Records Found
Associated Mail
Preparsrs: Delete ZIP Code Mail Preparer Name

Ne Records Found

Return to Scheduler Profile > Submit >

From the Scheduler Profile — Manage Preferred Customers page, the user may add a
preferred customer to the Scheduler Profile.

1. SELECT a Scheduler from the Scheduler ID drop-down box.

2. CLICK the Add to Mail Owner button to add the FAST Scheduler to the Associated Mail
Owners table. Or CLICK the Add to Mail Preparer button to add the Scheduler ID to the
Associated Mail Preparers table.

3. CLICK the Submit button to confirm changes.

From the Scheduler Profile — Manage Preferred Customers page, the user may remove a
@’ preferred customer to the Scheduler Profile.

1. CLICK the checkbox under the delete column for the associated ZIP Code or Mail Owner
to be removed in the Associated Mail Owners table. Or CLICK the checkbox under the
delete column for the associated ZIP Code or Mail Preparer to be removed in the Associated
Mail Preparers table.

2. CLICK the Submit button to confirm customer has been removed.

When the user CLICKS the Submit button, the user is redirected back to the Scheduler Profile page.
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9.0 Reports

Users have restricted access to all reports listed below. The reports will only display results that directly
relate to the user.

9.1 Appointment Calendar — Displays the number and types of appointments for a designated date
range and specified facility.

9.2 Appointment Rating Analysis Report — Displays the breakdown of appointments for a given
scheduler and date range.

9.3 Appointment Status — Displays appointments for a designated scheduler by the specific appointment
status type and time period

9.4 Closeout Data Report — Displays closeout information and appointment status for entered
appointment IDs. All information will be read-only.

9.5 Corporate Rating Report — Displays the breakdown of the scheduler rating score.

9.6 Holiday and Contingency Constraint Report — Displays which facilities have holiday constraints
defined and the impacted facilities.

9.7 Mail Direction Search — Displays drop entry points for destination discount offering a number of
search criteria and three different views.

9.8 Recurring Appointment Performance Report — Displays summary and detail level performance
information for recurring appointments.

9.9 Scheduler Performance Report — Displays the counts and percentages of No Shows, Cancellations
more than 24 hours in advance of the appointment, Cancellations within 24 hours of the appointment,
Late Arrivals, and Unscheduled shipments.

9.10 Scheduler Report — Displays detailed appointment information for a specific scheduler at selected
USPS facilities.

9.11 Slot Availability Report — Displays total slots available for a given date/time and appointment type.

9.1 Appointment Calendar

The Appointment Calendar displays the number and types of appointments for a designated date range
and specified facility. The Appointment Calendar section describes the processes for viewing the
Appointment Calendar.

The Appointment Calendar is accessible from two points in FAST; from the Login page (pre-login) and
from the Reports Landing page (post-login). The user begins the process from the Reports Landing
page. The user CLICKS on the Appointment Calendar link, or associated Go> button to display the
Appointment Calendar Selection page. The user must select a specific facility and date range on the
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.
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*State Drop-down box listing all state options.
View Cities Retrieves cities within the selected state and populates the cities in the City drop-
button down box. Only cities with postal facilities will be returned.
City Drop-down box listing all cities with postal facilities within the selected state .

Search button

Retrieves the facilities located in the selected state/city and populates the Facility
drop-down box.

NASS Code

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

Search button

Retrieves the facilities associated with the NASS Code and populates the Facility
drop-down box.

*Facility

Drop-down box listing all facilities associated with the selected state/city or NASS
Code search criteria.

*Report View

Drop-down box listing viewing methods of Date Range or Calendar View.

*Select Date
Range

Selects the date range to search for the specified facilities appointments when Date
Range View is selected from Report View.

*Select Month

Drop-down box listing months within viewing range when Calendar View is selected
from Report View.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the appointment count data for the entered criteria and displays the
Appointment Calendar.

The Appointment Calendar Selection page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST) |

Bt : Facility Access and Shipment Tracking (FAST)

Appointment Calendar

Choose Search Criteria
Please enterin the following infarmation (* Reguissd Sialde

@ hitp//56.224.61.111/ - C.. i )

The Start Date may not exceed 90 days prior t
14 days from the current date

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

1. Search for the facility using the "State”
Cities”. Cities and Facilities within the
their respective dropdowns_ [fthe city is
Facilities within the selected city will be

2. Enterthe NASS Code for the facility. IF th =

4
State: —SelectOne—  ~ [ View Cii
R_e_sources City: Close Window >
A A *Fadility: 017 - SPRINGFIELD BMC
Customer [ Supplier
Agreements
L “ReportView: Date Range View ~ ( Submit> ]

* Select Date Range: 09/08/2009 [+ To: 09/22/2009

* Mail Class:

N
~
E @ From the Appointment Calendar Selection page, the user may view the appointment
¢ information for the specified date range by performing the following steps:

1. SEARCH for a specific facility by one of the following two ways:
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
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. SELECT a Report View:
To View Calendar Report by Date Range View:

3. SELECT Date Range View from the drop-down box
4. ENTER the Date Range
5. SELECT Mail Class(es)
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6. CLICK the Create button

To View Calendar Report by Calendar View:

a. SELECT Calendar View from the drop-down box
b. SELECT a month from the Select Month drop-down box
c. CLICK the Create button

User Guide

Note:

The Start Date may not exceed 30 days prior to the current date.
The End Date value must be between today’s date and the

maximum threshold for appointment creation (14 days in the future).

The Appointment Calendar - Date Range View page opens, displaying the appointment count

data for the specified facility and date range. The fields and buttons on the page are
described below. A snapshot of the page is displayed after the field description.

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(es).

Pallets- Total

The total scheduled count of pallets containing parcels.

Pallets- Parcels

The total scheduled count of pallets containing sacks.

Pallets- Sacks

The total scheduled count of pallets containing trays.

Pallets- Trays

The total scheduled count of pallets containing bundles.

Pallets- Bundles

The total scheduled count of pallets.

Cross Dock - Total

The total scheduled count of cross docked pallets containing parcels.

Cross Dock- Parcels

The total scheduled count of cross docked pallets containing sacks.

Cross Dock - Sacks

The total scheduled count of cross docked pallets containing trays.

Cross Dock - Trays

The total scheduled count of cross docked pallets containing bundles.

Cross Dock - Bundles

The total scheduled count of cross docked pallets.

Bedloaded- Total

The total scheduled count of units on bedload appointments.

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.

September 30, 2011

FAST Customer User Guide

Page 342




Facility Access and Shipment Tracking
User Guide

Bedloaded - Bundles The total scheduled count of bundles on the bedload appointment.

The Appointment Calendar Report — Date Range View is displayed below.

E UNITED STATES
POSTAL SERVICE= Home

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointment Calendar
Return to Previous Screen
Selected Criteria

Facility: SPRINGFIELD BMC (012}
Date Range: 03/01/2008 - 03/28/2008
Mail Class: All-Separated by Mail Class
Mail Class Code Legend : pS-Package Serices, PER-Periodicals, STD-Standard

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

w Excel |& i
Total Mail Count of Pallets Containing Cross Dock Containing ) Bedloaded Units )
Date  Schd. - orez [ | B | o | Total
s Class parcels Sacks [Trays [Bundles Total Parcels:sacks Trays Bundies [Total |Parcels |Sacks Trays Euntl\es_um:S
oazsiz008  z Al 32 ] 0 4 7 ] ] o 0 0 558 0 o ]
PS 33 ] 0 0 33 ] ] ] 0 0 559 0 0 (] 550
sTD 0 o 0 0 ] ] ] ] 0 0 o 0 o o 0
PER 0 o 0 o ] ] 0 0 o 0 o ] 0
03/28/2008 1 All 0 3 0 0 3 ] ] o 0 0 o 3 o ]
2 0 1 0 0 1 ] 0 ] 0 0 0 1 0 ] 1
sTD 0 1 0 0 1 ] ] o 0 0 o 1 o o 1
PER 0 1 0 0 1 o ] o 0 0 o 1 o ] 1
Total 3 33 3 0 4 40 0 0 o 0 0 558 3 o o 62
Total (2 results)
ol |8 e

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

*Carrier Route Pallets, 3-Digit Carrier Route Pallets, and 5-Digit Schema "L001" 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.

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.

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.
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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 or Recurring appointments for this facility.

The Appointment Calendar Report — Calendar View is displayed below.

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: NEVW YORK (100}
Date: 04/30/2003

Please note: All figures represent totals and represent planned amounts, not actuals.

For best results, download this report into Excel and printin 'Landscape’ mode.
Export options: Download into Excel |E View Printabile Version

4 April 2008 >

Sunday Meonday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5

plions: Download into Excel |E Yiew Printable Version

For best results, download this report into Excel and printin ‘Landscape’ mode.
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9.2 Appointment Rating Analysis Report

The Appointment Rating Analysis Report displays the breakdown of appointments for a given
appointment ID or facility. 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 Appointment Rating Analysis Report link or the
associated Go> button located to display the Appointment Rating Analysis Report Search Criteria Page.

The fields and buttons on the Appointment Rating Analysis Report Search Criteria page are
described below. A snapshot of the page is displayed after the field description.

Search By: Drop-down menu that displays search options, includes appointment and facility.

Submit button But_ton used to populate the appointment rating analysis page based on Search By
option.

Cancel button Displays the Reports Landing page.

Create button Retrieves the Appointment Rating Analysis Report for the entered criteria.

From the Appointment Rating Analysis Search Criteria Page the user may view the
appointment information for the specified appointment ID by performing the following steps:

To search for an appointment by appointment ID:

1. SELECT Appointment from the drop-down box
2. CLICK the Submit button

3. Enter the Appointment ID of the appointment
4. Click the Create button

The fields and buttons on the Appointment Rating Analysis Report Search Criteria page when
searching by appointment ID are described below. A snapshot of the page is displayed after
the field description.

Search By: Drop-down menu that displays search options of Appointment and Facility.
Submit button Button used to populate the appointment rating analysis page based on Search By
option.

Appointment ID Text boxes where user is able to enter up to 10 appointment IDs to display on the
Appointment Rating Analysis Report. Shipper Appointment Request (SAR) IDs may
also be used (Web services users only).

Cancel button Displays the Reports Landing page.

Create button Retrieves the appointment rating analysis report for the entered criteria.
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The Appointment Rating Analysis Report Appointment ID search page is displayed below.
UNITED STATES
POSTAL SERVICE = Home | Sign Out

-_ Fa_!':_ilig A{:{:_ess and Sh!gment'!’fat:k@n_g :f,_ﬂ.ST__]

Appointment -~ . :
b wermmee  Facility Access and Shipment Tracking (FAST)
Facilities
Profiles Appointment Rating Analysis Report
Reports
Appointment Calendar

Choose Search Criteria
Toview appointment data enter the Appointment Mumber or Shipper Appointment Reguest

Appointment Status Report (SAR}ID and click the Create button. [ * Reguirsd Fislds )

Appointment Summary Report g ; : 5
- Infarmation is availakle for closed appointments that are no more than 20 days in the past
= £ - dav i LT o
ERLA LS e and exceed 12 days prior to the current day.

Corporate Rating Report
Facility Schedule Rej Mote; Only rated Appointments are displayed in the report. Appointments are rated 12 days
Holiday And Contingency after the Appointment Date/Time.
Constraint Report
Mail Direction Search * Zearch by E Appointment A I | Subm:f;-
Recurring Appointment )
Performance Report
Scheduler Performance Report Appointment 10: | i
Scheduler Report =

Siot Availability Report Appointment ID:'_ |

Resources Appointment ID;| |

Origin Entry e
Customer / Supplier .'Z\_ppgintmenHDj[ |
Agreements ]

TEM .-ﬁ.pp-:lintmentID:| I

AppnintmentID:r |
i\ppnintmentlD:[' |
-'l.ppnintmentID:[ |

.—“-.ppnintl'nentID:[ i

—*«ppnintmentID:'— |

((Gancet ) ( Create )

The Appointment Rating Analysis Report page opens, displaying the appointment rating information for
the specified search criteria.

The fields and buttons on the Appointment Rating Analysis Report page are described
below. A snapshot of the page is displayed after the field description.
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Scheduler

The Scheduler name associated with the appointment.

Appt ID

The appointment ID.

Scheduled Date and Time

The scheduled date and time of the appointment.

Rating Points

The overall calculated rating.

Rating Reason

The high level rating reason.

Submission Method

The submission method type and associated points.

On-Time Accuracy

The on-time accuracy code and associated points.

Content Accuracy

The content accuracy code and associated points.

Pre-Notification &
Irregularity Deductions

The pre-notification & irregularity deductions codes and associated points.

Exceptions

The exception type and associated points.

Exemptions

The exemption code.

Export All Button

Exports the displayed data plus additional date for each appointment.

The Appointment Rating Analysis Report is displayed on the following page.
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i UNITED STATES
| POSTAL SERVICE« Home | Sign Cut

[ Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointment Rating Analysis Report Return to £

Number of Appointments: 7

IMethod Code Legend: OM = Cnline, PM = Phone, WD = Web Service with Detail (Pallet Presort), WHNDM = Web Service with no
Detail (Mo Pallet Prescrt)

On-Time Accuracy Code Legend: LA = Late Arrival (0:31 - 2:00). MS = Multi-stop USPS Delay, OTA = On-Time Arrival (== 0030}, SLA=
Significantly Late (2:01 - 8:00), Exception = See corresponding column

Content Accuracy Code Legend: Al = Accurate Volume, MI = Minor Volume Change, SI = Majer Volume Change

Pre-Notification & Irreqularity ~ ACTP = Create within 12 hours, AUTP = Update within 12 hours, DLC = Date and Location Change, DC =
Deductions Code Legend: D3t Change. LC = Location Change, SPR = Significant Volume Change <= 12 hours, IRDE = Imegularities
Deductions

Exception Code Legend: CR = Cancellation of appointment = 12 hours, DLCTP = Cancellation of appointment == 12 hours, DTCC =
Date! Time Change with Cancellation, MAPT = Multiple Appointments per trailer, MCD = Mail Class
Discrepancy. MR = No-Show, OBLA = More than & hours Late, RR = Rejected, ATD = Appaintment Type
Discrepancy, UR = Unscheduled

Exemption Code Legend: APO = All Pericdicals, APS = All Perishable, CAPC = Cancelled, HC = Holiday! Contingency Constraint
Change

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

ad into

xcel | & view Printsble

Rating Summary
Pre-
Scheduled . z Submission On-Time Content HNotification & E =
Scheduler Al 1D Date and SHETS = Method Accuracy Accuracy Irregularity Jii L Exem
Points Reason :
Time Deductions
[Method [Points [Accuracy [Points Accuracy [Points Types [Points vpes [Points
Mailer 1 104561628 05/28/2008 30 Routing oM 10 0TA 40 sl 0 ACTP 20 N 0
18:00:00
Iailer 1 104586515 05/30/2008 70 Routine an 10 OTA 40 Al 40 ACTP 20 N o
18:00:00
04581430 05/30/2008 50 Routing oM 10 SLA ] Al 40 & o Ni& o
Mgiler 1
41:00:00
Iailer 1 08/30/2008 0 Unscheduled M/A o Exception ] NiA {5 TRy o UR o
11:03:52
AD4EETENT 08/01/2008 0 No-Show  WWNDM 10 Exception 0 MIA 0 i o NR 0
Mailer 1 ;
10:00:00
104867821 05/31/2008 o MNo-Show  WWNDM 10 Exception ] MNiA 0 Mis o NR o
Msiler 1 :
11:00:00
Mailr 1 A04EE7721 08/01/2008 a0 Routing oM 10 QTA 40 Sl 0 Mid o Mg o
11:00:00
Total (7 results)
el | &l vi

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

Maximum Paints Available = 100
WMaximum Points for Submission Method = 20
Maximum Points for On-Time Accuracy = 40

Maximum Points for Content Accuracy = 40

(ExportAN)

Contact Us b Gov't Services resr Privacy Polbicy Terms of Uss National & Pr

User Guide
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The user may click on Export All button to view more details about the appointments
associated to that search criteria in a excel spreadsheet.

The Export All page opens in a new window, displaying additional detail about
appointments. The fields and buttons on the page are described below. A snapshot of
the page is displayed after the field description.

) From the Appointment Rating Analysis Search Criteria Page, the user may also search for

N
< appointment rating information by facility
RS/

To Search for a Facility by State and City:

N o o b~ wDd P

SELECT a Date Range

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

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

SELECT a facility from the Facility drop-down box
CLICK the Create button

To Search for a Facility by NASS Code:

1.
2.
3.

4.

SELECT a Date Range
ENTER the NASS Code in the textbox
CLICK the Search button

CLICK the Create button

The fields and buttons on the Appointment Rating Analysis Report Search Criteria page when
searching by facility are described below. A snapshot of the page is displayed after the field

description.
*Search By: Drop-down menu that displays search options of Appointment ID and Facility.
Submit button Button used to populate the appointment rating analysis page based on Search By
option.
*Select Date Selects the date range to search for appointments at the specified facility. Both date
Range fields default to the current date.
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. Only cities with postal facilities will be returned.
City Drop-down box listing all cities with postal facilities within the selected state.
Search button Retrieves the facilities located in the selected state and city and displays them in the
Facility drop down box.
NASS Code Textbox to input the three to five character NASS Code of the requested facility.
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Search button

Retrieves the facility associated with the NASS Code and displays it in the Facility
drop-down box.

Facility Drop-down box containing the facility associated to the city/state combination or
NASS Code.
Scheduler ID Drop-down box listing the scheduler's code and name to associate to the new

appointment.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the appointment rating analysis report for the entered criteria.

The Appointment Rating Analysis Report facility search page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE

Appointments

Recurring Appointments
Facilities

Profiles

Reports
Appointment Calendar

Appointment Status Report
Appointment Summary Report
Closeout Data Report
Corporate Rating Report

Facility Schedule Report
Holiday And Contingency
Constraint Report

Mail Direction Search
Recurring Appointment
Performance Report
Scheduler Performance Report
Scheduler Report

Slot Availability Report

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Home | Sign Cut

| | Facility Access and Shipment Tracking (FAST]

Facility Access and Shipment Tracking (FAST)

Appointment Rating Analysis Report

Choose Search Criteria
FPlease enterin the Date Range in MIWDDAYYY format and the Facility ID to display the
appropriate Appointment Rating Analysis Report | * Reguired Fislds ).

The dates entered must be no mare than 20 days in the past and span no more than 7 days. The
end date must exceed 12 davs prior to the current date.

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.

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

* Search by: !Facility

NASS Code:| | (Searen>)

State: | MA
City: | All Cities
* Facility: | 01Z - SPRINGFIELD BMC Vi

v | ( View ities > )

w | Search> )

Scheduler ID: | v

\ __E:auce.-‘_ ] Create )

il
-

The Appointment Rating Analysis Report page opens, displaying the appointment rating information for
the specified search criteria.

The fields and buttons on the Appointment Rating Analysis Report page are described below. A
snapshot of the page is displayed after the field descriptions.
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*Facility

The NASS Code and name of the facility.

Date Range of Data

Date range of the appointments used to calculate the corporate rating.

Number of Appointments

The number of scheduled and unscheduled appointments for a corporation
at a facility.

Scheduler

The Scheduler name associated with the appointment.

Appt ID

The appointment ID.

Scheduled Date and Time

The scheduled date and time.

Rating Points

The overall calculated rating.

Rating Reason

The high level rating reason.

Submission Method

The submission method type and associated points.

On-Time Accuracy

The on-time accuracy code and associated points.

Content Accuracy

The content accuracy code and associated points.

Pre-Notification &
Irregularity Deductions

The pre-notification & irregularity deductions codes and associated points.

Exceptions

The exception type and associated points.

Exemptions

The exemption code.

Export All Button

Exports the displayed data plus additional data for each appointment.

The Appointment Rating Analysis Report is displayed on the following page.
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E UNITED STATES
POSTAL SERVICE»

Home | Sign Out

V. Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

ppoil Rating Analysis Report Return o

Corporate ID: 330000000080 - Corporation 1
Facility: 01Z - SPRINGFIELD BMC

Date Range: 05/27/2008 - 06/01/2008
Humber of Appointments: 28

Detail (Mo Pallet Presart)

Significantly Late (2:01 - 8:00). Exception = See corresponding column

Content Accuracy Code Legend: Al = Accurate Volume, MI = Minor Volume Change, SI = Major Volume Change

Deductions

Discrepancy, UR = Unscheduled

Change

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

Method Code Legend: OM = Cnline, PM = Phone, WDM = Web Service with Detail (Pallet Presort), WHNDM = Weh Service with no

On-Time Accuracy Code Legend: LA = Late Arrival (0:31 - 2200}, MS = Hulti-stop USPS Delay, OTA = On-Time Arrival (<= 0:30), SLA =

Pre-Hotification & lrregularity  ACTP = Create within 12 hours, AUTP = Update within 12 hours, DLC = Date and Location Change, DC =
Deductions Code Legend: Date Change, LC = Location Change, SPR = Significant Volume Change == 12 hours, IRDE = Irregularities

Exception Code Legend: CR = Cancellation of appointment = 12 hours, DLCTP = Cancellation of appointment <= 12 hours, DTCC =
Date/ Time Change with Cancellation, MAPT = Multiple Appointments per trailer, MCD = Mail Class
Discrepancy, NR = No-Show, OBLA = More than 8 hours Late, RR = Rejected, ATD = Appointment Type

Exemption Code Legend: APO = All Periodicals, APS = All Perishable, CAPC = Cancelled, HC = Heliday/ Contingency Constraint

Rating Summary
Pre-
- Submission On-Time Content HNotification & 3
Scheduled Date Rating Rating Exceptions "
Scheduler Appt ID and Time Gl RS Method Accuracy Accuracy Irreguh_amy Exemptions
Method [Points [&ccurm Points [Accuraﬂ Points Types [Points Types [Points
Mailer 1 11084R0502 05/27/2008 %0 Routine  OM 10 QTA 40 Al 40 Mi& 0 [LES ]
11:00:00
Mailer 1 17528R0502 05i27/2008 %0 Routine  OM 10 QTA 40 Al 40 Mi& 0 LEY ]
12:00:00
Mailer 1 A7956R0502 Doi2rianog 70 Routne  OM 10 LA 20 Al 40 Mi& o WA ]
07.00:00
Wailer 1 10082R0502 0S/27/2008 80  Routine on 10 oTA 40 Al 40 Ni& o WA o
14:00:00
Mailer 1 A7525R0503 05/28/2008 50 Routine OM 10 LA o Al 40 Mi& 0 WA (1]
13:00:00
Mailer 1 18477ROS02 05/28/2008 90 Routine OM 10 0TA 40 Al 40 Mik 0 IEY 0
08:00:00
Mailer 1 22135R0503 05i28/2008 S0  Routine  OW 10 QTA 40 Al 40 Hi& 0 LIEY (]
20:00:00
Iailer 1 10082R0502 052842008 %0  Routine  OM 10 QTA 40 Al 40 MiA o A o
14:00:00
Mailer 1 11081R0504 0572842008 80  Routine o 10 oTA 40 Al 40 MNiA o A o
tg:0000
Mailer 1 17525R0504 05/28/2008 30 Routine  OM 10 LA 20 sl o Mi& 0 i (]
13:00:00
First| Prev | Page 1,2, 3 3 | Next| Last Total (28 resurts}

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

Maximum Points Available = 100
Maximum Points for Submission Method = 20
Maximum Points for On-Time Accuracy = 40

[Maximum Points for Content Accuracy = 40

Site Map Privacy Folic Tems of Use Nationai & Premier Accounts
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The user may click on Export All button to view more details about the appointments
associated to that search criteria in a excel spreadsheet.

The Export All page opens in a new window, displaying additional detail about
appointments. The fields and buttons on the page are described below. A snapshot of
the page is displayed after the field description.

Corporate ID

The corporate ID of the corporation. (when searching by Facility).

Facility

The name of the facility.

Date Range of Data

Date range of the appointments used to calculate the corporate rating.

Number of Appointments

The number of scheduled and unscheduled appointments for a corporation at
a facility.

Corporate Name

The name of the corporation.

Scheduler Name

The name of the Scheduler with the corporation.

Multi-Stop ID The multi-stop 1D (if applicable) of multi stop appointments.
Appt ID The appointment ID.
NASS Code NASS Code of the facility where the appointment was scheduled.

Facility Name

The name of the facility where the appointment was scheduled.

Scheduled Appt Date and
Time

The scheduled date and time.

Appt Status

The appointment status code.

Appt Type

The appointment type code (Pallet, Speedline, Bedload).

Included in Corporate
Rating

Indicates the appointment was included in the calculation of corporate rating.

Method

The submission method.

Points Awarded

The points awarded for submission method.

Actual Arrival Date and
Time

The actual time the appointment arrived at the USPS facility.

Scheduled and Actual
Arrival Time Difference

The difference between the scheduled arrival time and the actual arrival time.

Unload Start Time

The time the appointment unload began.

Unload End Time

The time the appointment unloaded ended.

On-Time Accuracy Rating

The code stating the appointment’s on time accuracy rating.

September 30, 2011

FAST Customer User Guide Page 354




Facility Access and Shipment Tracking

User Guide

Points Awarded

The points awarded for on-time accuracy.

Expected Pallet Count

The scheduled number of pallets associated with appointment.

Actual Pallet Count

The actual number of pallets received with the drop shipment.

Actual Pallet Difference

The difference between scheduled pallet count and actual pallet count.

Bedload %

The percentage difference between scheduled and actual bedload volume.

Content Accuracy Rating

The code stating the accuracy of the content.

Points Awarded

The points awarded for content accuracy.

Significant Volume
Change Pre-Notification

Indicates there was a significant volume change as calculated for pre-
notification deduction.

Appt Update

Indicates the appointment time was updated within 12 hours of appointment
time and date.

Date Change

Indicates there was a date change within 12 hours of appointment time and
date.

Location Change

Indicates there was a location change within 12 hours of appointment time
and date.

Irregularity

Indicates there was an irregularity noted on the PS Form 8125.

Points Deducted

The total points deducted for pre-notification and irregularity deductions.

Exceptions

The code stating the type of exceptions if appointment was an exception
appointment.

All Periodicals

Indicates the appointment was all Periodicals.

All Perishable

Indicates the appointment was all perishable.

Destination Delivery Unit

Indicates the appointment was scheduled at a delivery unit.

Delayed Multi-Stop

Indicates downstream appointment of a Multi-Stop was delayed due to USPS.

Holiday/Contingency
Constraint Change

Indicates the appointment was cancelled to a holiday or a contingency
constraint.
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Facility: 450 - CINCIMNMATI

Date Range: 10/02/2007 - 104022007
MNumber of Appointments:
Method Code Legend: OM = Online, PR = Phone, WDOM = 'web Service with Detail (Pallet Prezort), WNDM = 'web Service with no Detail (Mo Pallet Presort)
On-Time Accuracy Code Legend: LA = Late Arrival [0:31- 2:00], MS = Multi-stop USPS Delay, OTA = On-Time Arival (<= 0:30), SLA = Significantly Late (2:01 - 2:00), Exeeption = See coresponding column
Content Accuracy Code Legend: Al = Accurate Yolume, MI = Minar Yolume Change, 81 = Major Yolume Change
Pre-Matification & Ireqularity Deductions Code Legend: ACTP = Create within 12 hours, AUTP = Update within 12 hours, DLC = Date and Location Change DT = Date Change, LC = Location Change, 8PR = Significant Volume Change <:
Exception Code Legend:CR = Cancellation of appointment » 12 hours, DLCTP = Cancellation of appointment <= 12 hours, DTCC = Datef Time Change with Cancellation, MAPT = Multiple Sppaintments per trailer, MCD = Mail Class Diz
Exemption Code Legend APO = AllPeriodicals, APS = AllPerishable, CAPC = Cancelled, HC = Holiday! Contingency Congtraint Change

* Appointment data rated with previous rating criteria

Corporate Scheduler Multistop | App"t ID NASS Facility Scheduled App't Date and Appt App't Rating
Corpaoration 1 Mlailer 1 A 10421R1002 450 CINCIMMATI 104202007 0:00 cL F Esemnpt
Coarparation 1 Mailer 1 A 12375R1002 450 CIMNCIMMATI 104202007 0:00 cL E Exermpt
Coarparation 1 Mailer 1 A 19029R1002 450 CIMNCIMMATI 104202007 0:00 cL F Exermpt
Submission Method On-Time Accuracy
Actual Scheduled
Included in Points | Arival |2 Ay 0 g sran . On-Time | p ints
Corporate Method Arrival - Unload End Time Accuracy
N Awarded | Date and - Time N Awarded
Rating - Time Rating
Time "
Difference
] a1 o 9367 On-Time 10242007 0:00 104242007 000 LA 20
M arl n J9367 On-Time 10F242007 0:00 104202007 0:00 OTA 40
M art n 39367 On-Time 0242007 0:00 104202007 0:00 LA 20

Content Accuracy
Actual Content

Ezpected Actual Pallet Pallet |Bedload % | Accuracy Foints
Fallet Count Count N - Awarded
Difference Rating
15 15 1] 14 Al 40
1] 1] o 14 Al 40
] 10 0 1 Al 40
Pre-Notilication & liregularity Deductions
Significant Date | Location ] Points
¥olume Appt Update Irregularity
Change Pre- Change Change Deducted
MR ] M ] ] 1]
T ) ) ) ) a
T ) N ) ) a
Corporate Rating Ezempt Appointment Rating Exempt
All All Destinatio - -
Ezceptions Periodical | Perishabl | n Delivery | _CS12384 HolidasiContingency
N Multistop Constraint Change
3 es Unit
MEA Corporation 1 i ] ] ] M
) Corporation 1 ¥ [} [} [} \]
MtA Corporation 1 ¥ ] ] ] M

The user may click on one of the Appt ID hyperlinks on the Appointment Rating Analysis
Report to view more details about the appointments associated to that appointment ID.

The Appointment Rating Details page opens, displaying the appointment rating detail
information for the specified appointment ID. The fields and buttons on the page are
described below. A snapshot of the page is displayed after the field description.

Corporate 1D The corporate ID and name of the corporation.

Customer Registration

D The customer registration ID and name associated with the appointment.

Appt ID The appointment ID.

Multi-Stop ID The multi-stop 1D associated with the appointment.
Facility The name of the facility.

Status The status of the appointment.

Rating Points The overall calculated rating.
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View Audit Information
button

Displays the Appointment Audit Information

Scheduling Method

The scheduling method type and associated points.

On-Time Accuracy

The on-time accuracy code and associated points.

Content Accuracy

The content accuracy code and associated points.

Pre-Notification &
Irregularity Deductions

The pre-notification & irregularity deductions code and associated points.

Exceptions

The exception type and associated points.

Exemptions

The exemption code.

Final Rating Points

The overall rating points.
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UNITED STATES
AL SERVICE«

Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appoi Rating D
Corporate ID: 330000000080 - Corporation 1
Scheduler ID: 999899999930 - Mailer 1

Appointment ID: 100396050
Multi-stop ID: 100018229
Facility: 75261 - DALLAZ AMC
Status: Closed
Rating Points: 20

* Appointment data rated with previous rating criteria

(_ View Audit lnformation > )

&l view Printable Version

Points

Scheduling Method -
Scheduling Method: Web Services with Detail

20120

On-Time Accuracy -
Scheduled Date & Time: 02/05/2008 11:00
Actual Arrival Date & Time: 02/05/2008 10:20
Scheduled & Actual Arrival Time Difference: 40 Mins Early
Unload Start Date & Time: 02/05/2008 10:25
Unload End Date & Time: 02/05/2008 10:30
Multi-stop Delay: Mo

40140

Content Accuracy -
Scheduled Pallet Count: 0
Actual Pallet Count: 0
Actual Pallet Difference: 0
Bedload Percentage Difference: N/&

40140

Pre-Notification Deductions within 12 Hours & lrregularities -
Appointment Creation: No
Appointment Update: Yes
Significant Volume Change: Mo
Date Change: No
Location Change: No
Irregularities: Mo

Appointment Rating Points:

Exceptions -
Rejected: No
Ho-Show: Mo
More than 8 Hours Late: No
Unscheduled Arrival: No
Cancelled = 12 Hours: No
Cancelled <= 12 Hours: No
Date/ Time Change and Cancelled: No
Multiple Appointments per Trailer: No
Appointment Type Discrepancy: Mo
Mail Class Discrepancy: No

Exemptions -
100% Periodicals: No
100% Perishables: Mo
Cancelled within 2 Hours of Creation: No
Holiday and Contingency: No

a View Printable Yersion Final Rating Points:

a0
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Viewing Appointment Audit Information

A user may view an appointment’s audit information report by accessing the Appointment Management
page.

\
:\ A user may access the Appointment Audit Information page through the Appointment
— @ Management page. A user CLICKS the View Audit Information button on the Appointment
Management page and is taken to the Appointment Audit Information report page. The fields

display as read-only and contain all appointment audit information.

-

The fields and buttons on the Audit Appointment Information report page are described
below. A snapshot of the page is displayed after the field descriptions

Scheduler The name of the scheduler associated to the appointment.
Name

Facility The name of the facility for the appointment.

NASS Code The three to five character NASS Code associated to the appointment’s facility
Status The current status of the appointment.

Appointment The date the appointment is scheduled to arrive at the facility.
Date

Appointment The time the appointment is scheduled to arrive at the facility.
Time

Appt Type The appointment type code (Pallet, Speedline, Bedload).
Pallets The total number of pallets containing trays.

Containing

Trays

Pallets The total number of pallets containing sacks.

Containing

Sacks

Pallets The total number of pallets containing parcels.

Containing

Parcels

Pallets The total number of pallets containing bundles.

Containing

Bundles

Bedloaded The total number of trays that are bedloaded.

Units Trays

Bedloaded The total number of sacks that are bedloaded.

Units Sacks
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Bedloaded
Units Parcels

The total number of parcels that are bedloaded.

Bedloaded
Units Bundles

The total number of bundles that are bedloaded.

Mail Class Lists the mail class(es) for the appointment.

Update User ID | The ID associated to the user who last updated the appointment.

Last Update
Date/Time

The date and time that the appointment was last updated.

The Appointment Audit Information Report page is displayed below.

UNITED STATES
POSTAL SERVICE=

Home | Sign Cut

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Create New Appointment
Manage Existing Appointment
Create Stand-Alone Content
Manage Stand-Alone Content
Manage Closeout Information
Create Unscheduled Arrival
Manage Unscheduled Arrival

Appointment Audit Information
Return to Previous Screen
Selected Criteria

Appointment ID: 822200029

Recurring Appointments
Faciliti Status Code Legend : CA = Cancelled, CL = Closed, NS = No Show, O = Open, R = Rejected, U = Unscheduled

Appointment Type : B = Bedload, OP = Drop and Fick, P = Pallet, § = Speedline

Resources

Origin Entry
Customer / Supplier
Agreements

TEM

Mail Class Code Legend : PS-Package Senices, PER-Periodicals, STD-Standard, N/C-Mo Content

*Please note: An audit row in the report may appear unchanged, due to appointment updates that do not affect any of the displayed data in the report
(e.0. comments)

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

into Excel | Eby

Appointment Pallets Containing Bedloaded Units ’ Last
Scheduler . HASS o o ) Appt 2 ; ) d - Mail Updated -
e L Date (Time T¥P€ Pparcels |Sacks [Travs Bundles |Parcels Sacks Trays Bundles Class By na_p_temme

CL 080272008 23:00 P 0 o ] 4 o 0 0

Mailer Z MEW 100 PER  Bobby 05

YORK Bannister 20:55:54
(uses
Mailer 2 NEW 100 0 0%5/03/2008 23.00 P 0 o o 4 o 0 0 4 PER  Bobby 05037
WORK Bannister 2
{USPS,
Total (2 results)
Exce! | b view P

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

9.3 Appointment Status Report

The Appointment Status Report displays appointments for a designated scheduler by the specific
appointment status type and time period. The user may elect to view a specific appointment’s status by
entering a specific Appointment ID. To view a group of appointments, the user may select at least one of
the appointment status options which include: Open, Closed, Cancelled, No-Show, and Unscheduled
Arrival. The user must then search by Scheduler ID. The user has the ability to perform the following
functions from the Appointment Status Report page:
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e View Appointment Status Report
e Access the Appointment Management page

9.3.1 View Appointment Status Report

The user begins the process from the Reports Landing page. The user CLICKS on the Appointment
Status Report link, or associated Go> button to display the Appointment Status Report Selection page.
The user must enter an appointment ID or select an appointment status, date range, and scheduler.

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

*Appointment ID

Textbox to input the Appointment ID.

*Appointment
Status

Allows the user to select which Appointment Statuses to search for in the
checkboxes, including: Open, Cancelled, Closed, Unscheduled Arrival, No Show,
Rejected.

*Date Range

Selects the date range to search for the specified appointments. The start date is
restricted to 90 days prior to the current date. The end date must be no greater than
14 days in the future.

*Customer
Registration ID

Drop-down box listing the Mailer IDs.

*Report View

Drop-down box listing the report view to choose from: By Facility or By Publication.

Submit button

Displays the Facility search box if the facility report view was selected, and the
Publication search box if the publication report view was selected.

State Drop-down box listing all state options.

View Cities Retrieves cities within the selected state and populates the cities in the City drop-
button down box. Only cities with postal facilities will be returned.

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

Search button

Retrieves the facilities located in the selected state/city and populates the Facility
drop-down.

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

Search Retrieves the facilities associated with the NASS Code and populates the Facility
drop-down.

*Facility Drop-down box listing all facilities associated with the selected state/city or NASS
Code search criteria.

*Mail Class Allows the user to select the mail class(es) for the appointment status report.

checkboxes

Publication Name

The name of the publication to search for.

Publication ID

The ID of the publication to search for.
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Search button

Retrieves the publications for the entered criteria and populates the Publication drop-
down box.

Add button

Adds the selected publication to the Associated Publications.

Associated
Publication ID(s)

Lists the associated publication ID(Ss).

Remove button

Removes the selected publication from the Associated Publications.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the appointment status data for the entered criteria and displays the
Appointment Status Report.

The Appointment Status Report Selection page is displayed on the following page.
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EUMTEDSTATES
POSTAL SERVICE » Home | Sign Out

Facility Access and Shipment Tracking (FAST)

repmewerd  Facility Access and Shipment Tracking (FAST)

Appointment Status Report

Choose Search Criteria:
Towiew 3 single appointment;
Please enter the Appointment Number and click the Create Report button
ar
To wiew appointments by status:
Please choose: an appropriate Appaintment Status or Statuzes | a Scheduled Appointment Date
Range, a Report Yiew, an apprapriate 1D for that View and click the Create Report button.

AppuintmentlD:i.

duler Performance Re

or
Appoint t Status:
Resources pRointment Status: [ open
Origin Entry [ cancelled
Customer [ Supplier [closed
Agreements [Junscheduled Arrival
IEM [Iro Show
[IRejected
*Gelect Date Range:i- _i*TDii- '
* Customer —— =]
Registration |D: | — =&lect One — =)
*Report View:i_éy_P-u“t':;i-iE:aﬁ.Dn _:; | 5"?'-.'“5'.5‘
Publication Mame: | [
L 1
OR
USPS Publication 1D: | | (“Search> )
Fublication:
USPS Publication 1D{s): Remove |

Cancel Create

Forms Gow't Services

S Al Rights Reserved
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i/ From the Appointment Status Report Selection page, the user may view the appointment
@Qinfcrmaﬂon by one of three ways:

—

To Search for a specific Appointment ID:
1. ENTER an Appointment ID in the text box
2. CLICK the Create button

To Search for an Appointment by Facility:

CLICK one/some/all Appointment Status checkboxes

ENTER the Date Range

SELECT the Scheduler ID from the Scheduler ID drop-down box
SELECT ‘By Facility’ from the Report View drop-down box
CLICK the Submit button

SELECT the Facility

SELECT the Mail Class(es)

© N o gk W N

CLICK the Create button

To Search for an Appointment by Publication:

CLICK one/some/all Appointment Status checkboxes

The End Date may not exceed 14 days in the future.

2. ENTER the Date Range

3. SELECT the Scheduler ID from the Scheduler ID drop-down box

4. SELECT ‘By Publication’ from the Report View drop-down box

5. CLICK the Submit button

6. ENTER the Publication Name or Publication ID

7. CLICK the Search button

8. Click the Add button

9. CLICK the Create button
i" — Note i
E E The Start Date may not exceed 90 days prior to the current date. i

The Appointment Status Report page opens, displaying the appointment status information
for the specified search criteria. The fields and buttons on the Appointment Status Report
page are described below. A snapshot of the page is displayed after the field description.
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Scheduler
Name

Name of the appointment’s scheduler.

Appointment ID

The ID associated with the appointment. Each appointment ID is a hyperlink to the
Appointment Management page, where the user may access more information about
the appointment.

Facility The name of the facility where the appointment was made.

NASS Code The three to five character NASS code of the facility where the appointment was made.
Status The status for a given appointment.

Appointment The scheduled date for a given appointment.

Date

Appointment The scheduled time for a given appointment.

Time

Arrival Date The arrival date for a given appointment.

Arrival Time The arrival time for a given appointment.

Unload Start
Date

The unload start date for a given appointment.

Unload Start
Time

The unload start time for a given appointment.

Unload End The unload end date for a given appointment.
Date

Unload End The unload end time for a given appointment.
Time

Mail Class The mail class(es) of the appointment.

The Appointment Status Report page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE« Horne | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointment Status Report

Return to Freyv

Selected Criteria

Appointment Status: Cancelled, Open, Closed, Unscheduled, Mo Show, Rejected
Facility Name: SFRINGFIELD BMC
NASS Code: 01Z
Date Range: 09/20/2006 - 09/26/2006
Scheduler ID: A100000003
Mail Class: All

Scheduler Name: Scheduler 2

Status : CA= Cancelled, CL= Closed, N5 = Mo Show, O = 0Open, R = Rejected, L =
Unzcheduled

Mail Class Code Legend: PS-Package Services, PER-Feriodicals, STD-Standard

Tt Ty
PO opt =L

T

Scheduler Anpoitment i) Status Appointment Arrival Unload Start Unload End Mail
ARALTREE DI gt s o = i = e
Hame | Date || Time || Date | Time | Date || Time | Date | Time Class
Scheduler 2 900000002 O 08020/2006  16:00 STD
Scheduler 2 900000005 O 0902172006 16:00 STD
i Total (2 resuts) |

el | Eh Vi

\
N
By A user may view the Appointment Management page (described in module 6.4 — Manage
= @, EX|st|n_g Appointment) for the selected appointment by CLICKING the Appointment ID
hyperlink.
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9.4 Closeout Data Report

Closeout Data Report provides the closeout information for all the appointments associated with an
appointment ID, a facility, a publication, scheduler, or eFile Number that the user provides. 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.

*Search By:

Drop-down box containing two methods to retrieve reports: Appointment ID or
facility.

Submit button

Retrieves the search option to create a closeout data report.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the appointments’ closeout information.

A snapshot of the Closeout Data Report Selection page on the following page.
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UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Retiing E Facility Access and Shipment Tracking (FAST)

Profiles

Reports Closeout Data Report

Appointment Calendar
Appointment Rating Analysis
Report

Choose Search Criteria

Appointment Status Repo

" ..' '.,Jr ) Ill'.t Please select the search method and enter the required appointment
Holiday And Contingency ok
*Search by _ Salact One — + ( Submit>
- Select One -
Appointment
= Customer Registration 1D
% Canoat ) Facility Croate>
Publication
Scheduler
Resources eFile Number
Origin Entry
TEM
Site Map Customer Service Forms Gov't Services Carsers Privacy Policy Terms of Use Bus Customer Gatewsy

SR

The user may view closeout information by performing the following steps. Users may use
their Shipper Appointment Request (SAR) IDs for Web Services appointments when
searching by appointment ID(S):

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

Note: When searching by scheduler: the start date may not be more than 90 days in the |
past and the end date may not be greater than the current date. E

To search for closeout information by Appointment ID(s):

1. SELECT ‘Appointment’ from the Search by menu.
2. CLICK the Submit button.

3. ENTER Appointment ID, Recurring Appointment ID, or SAR ID in the field next to the
first Appointment ID

4. REPEAT until the desired number of Appointment IDs is entered
5. CLICK the Create button
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To search for closeout information by Customer Registration ID:

NogrWNE

SELECT ‘Customer Registration’ from the Search by menu.
CLICK the Submit button.

SELECT a scheduler name from the Customer Registration ID.
ENTER the start date in the Select Date Range box.

ENTER the end date in the To Date box.

SELECT the Mail Class.

CLICK the Create button

To search for closeout information by Facility:

=

4.

o

o

©CONOOAMWNE

SELECT ‘Facility’ from the Search by menu.
CLICK the Submit button

a. SELECT a scheduler name from the Customer Registration ID to view information
for that mailer, leave the field blank to view information for all schedulers.

Search by State and City

a. SELECT a state from the State drop-down.

b. CLICK the View Cities button.

c. SELECT a city from the City drop-down.

d. CLICK the Search button.

Search by NASS Code

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

SELECT a facility from the Facility drop-down.

CLICK the Create button.

To search for closeout information by Publication:

SELECT ‘Publication’ from the Search by menu.

CLICK the Submit button.

ENTER the Publication Name or Publication ID.

CLICK the Search button.

SELECT the Publication.

CLICK the Add button.

REPEAT until the desired number of Publications is added.
ENTER the start date in the Select Date Range box.
ENTER the end date in the To Date box.

10. CLICK the Create button.

To search for closeout information by Customer Registration ID:

o0k whpP

SELECT ‘Customer Registration’ from the Search by menu.

CLICK Submit.

SELECT a scheduler name from the Customer Registration ID drop-down.
ENTER the start date in the Select Date Range box.

ENTER the end date in the To Date box.

CLICK the Create button.
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To search for closeout information by eFile Number:

PwbdP

SELECT eFile number from the Search by menu.

CLICK Submit.

ENTER an eFile number the field next to the first eFile Number.
CLICK the Create button.

The Closeout Data 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.

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 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

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

Closed by Surface

Indicates if Appointment was closed by Surface Visibility.

Visibility

Mail Class Identifies the Mail Class(es).

News Indicates if the appointment is News.
Perishable Indicates if the appointment is Perishable.

Scheduled Pallet Count

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

Actual Pallet Count

Identifies the actual number of pallets recorded at closeout of an appointment.

Scheduled Bedload
Count

Identifies the number of bedloaded mail pieces scheduled to arrive on an
appointment

Actual Bedload Count

Identifies the actual number of bedloaded mail pieces recorded at closeout of
an appointment.

eFile Number

The eFile Number(s) associated with the appointment, if applicable.

A snapshot of the Closeout Data Report page is 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)

Closeout Data Report

Return to Previous Screen

Selected Criteria

Facility Name; NEW YORK

NASS Code: 100
Status Code Legend : CA = Cancelled, CL = Closed, N3 = No Show, O = Open, R =Rejected, U =
Unscheduled

Mail Integrity Code Legend : AF = Altered Required Field on Form, B = Broken Pallets, C = Container Counts Do
Mot Match Form, D = Damaged Mail, DR = Driver Refused to Assist, 1A = Incorrect
Appointment Type, IM = Incorrect Class of Mail, IQ = Incorrect Entry Office, IP =
Incorrect Processing Category, L = Load Unsafe, M = Mailings Mot Separated by
Destination, MF = Missing Required Mailer Field on Form, ML = Multiple Appts
Associated to Load, MS = Missing Origin Signature and/or Round Stamp, MF = Mo
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 : P5-Package Senvices, PER-Periodicals, STD-5tandard, M/C-Mo Content

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

Export options: Download into Excel |E View Printable Version

Appointment . o Scheduler Scheduler Mail Mail  Publication Facility NASS Appointment  Arri
1D ———— 1D Hame Owner Preparer Hame Name Code
Date |Time [Date |1
Export options: Download into Excel |E View Printable Version

< | ] | 3

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

Site Map Customer Service Fomis Gov't Services Caresrs Privacy Poficy Tems of Use Business Customer Gaf

Copyright® 2010 USP5. All Rights Reserved. Mo FEAR AG EED Dsts  FOIA
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9.5 Corporate Rating Report

The Corporate Rating Report presents the breakdown of the corporate rating score. An overview on
Corporate Rating can be found in section 11.0 Rating Overview. The report is generated based on the
Effective Start Date Range, Report View (by all facilities or by a facility), and Corporate ID. If the user
chooses to view “By All Facilities”, a Corporate Rating Report by All Facilities View will be displayed. The
report will list all of the facilities where the corporation was rated. Once the report is created, the user can
click on one of the hyperlinked facilities to drill to the Corporate Rating Summary Report by Facility View
page. The Corporate Rating Summary Report by Facility View shows three tables: Rating Summary,
Exception Rating Summary, and Exempt Rating Summary. If the user selects to search “By Facility” on
the Corporate Rating Report and selects the facility, a Corporate Rating Summary Report by Facility View
page will be shown listing the facility that was selected.

9.5.1 View Corporate Rating Report

The user begins the process from the Reports Landing page. The user CLICKS on the Corporate
Rating Report link, or associated Go> button to display the Corporate Rating Report Selection page.
The user must enter an effective start date range, report view, corporate ID, and facility (if generating “By
Facility” view).

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

*Select Effective Select an appointment scheduling week. The corporate rating report will return
Date Range for the rating information used to determine your scheduling.

Corporate Rating The drop down menu includes 3 weeks in the future and the current week.

*Report View Select to search for a specific facility or to view for all available facilities.

*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.

*Select Corporate ID | Drop-down box listing the Corporate IDs.

Cancel button Displays the Reports Landing page.

Create button Retrieves the corporate rating data for the entered criteria and displays the
Corporate Rating Report.

The Corporate Rating Report Selection Page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE = Home | Sign Out

Recurting E Facility Access and Shipment Tracking (FAST)

Corporate Rating Report

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

There are two options to search for a facility.

1. Search for the facility using the "State” andror "City” flield. 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 MASS Code for the facility. Ifthe NASS Code is not known, use aption 1

*Select Effective Start Date |

Range for Corporate Rating: - DZ[D,E,{E,DD,? ke 02".@8/29@7 4|

Resources

Customer | Supplier
Agreements

Origin Entry = Repot View: | By Facility v‘} Submit >
TEM State: |~ SelectOne— v |( ViewCities > | | naSS Code: | Search >
City:
* Facility:
“F 2cilityNASS Code saarch is only available for active and nan-DU FAST fasilities.
* elect Comporate 10:| FAST TEST CORP - ACCENTURE - 221021234000 El
Cancel Create

From the Corporate Rating Report Selection page, the user may view the rating information
for the specified date range by performing the following steps:

To view the report information for all rated facilities:

1.

o > DN

SELECT an Effective Date Range from the drop down
SELECT ‘All Facilities” from the Report View drop-down box
CLICK the Submit button

SELECT a corporate ID from the Corporate ID drop-down box
CLICK the Create button

To Search for a Facility by State and City:

© N o 00 A~ DN PR

SELECT an Effective Date Range from the drop down
SELECT ‘By Facility’ from the Report View drop-down box
SELECT a state from the State drop-down box

CLICK the View Cities button

SELECT a city from the City drop-down box

CLICK the Search button

SELECT a facility from the Facility from the drop down box

CLICK the Create button
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To Search for a Facility by NASS Code:

1. SELECT an Effective Date Range from the drop down

2. SELECT ‘By Facility’ from the Report View drop-down box
3. ENTER the NASS Code in the textbox

4. CLICK the Search button

5. CLICK the Create button

/ Note:

' Y=——) From the Corporate Rating by All Facilities Report View page you can drill to the Corporate
1 | = W#'Rating by Facility Report View by clicking on the Facility Name hyperlink for the desired

: facility.

The Corporate Rating Report by All Facilities View page displays basic rating information for
all the facilities where the selected corporation was rated. From this report the user can
navigate to the Corporate Rating Summary Report by Facility View which gives more detailed
rating information for the selected corporate ID and facility. The fields and buttons on the
Corporate Rating Report By All Facilities View page are described below. A snapshot of the
page is displayed after the field description.

S -

Corporate 1D The corporate ID and name of the corporation.

Effective Date Range The effective date range the corporate rating will be in effect.
for Corporate Rating

Date Range of Data Date range of the appointments used to calculate the corporate rating.
used for this Corporate

Rating

National Average The average of all corporations across all rated facilities.

Corporate Rating

Corporations’ National | The average of the corporation across all facilities.
Average Rating

NASS Code NASS Code of the facility where the corporation was rated.
Locale Key The locale key of the facility where the corporation was rated.
Facility Name The name of the facility.

Facility Average The average rating for all corporations at a specific facility.

Corporate Rating

Corporate Rating The corporate rating of the corporation at a specific facility.

Total number of The total number of scheduled and unscheduled appointments for a specific
appointments corporation at a specific facility.

Submission Method The average points awarded for submission method for all rated appointments.
On-Time Accuracy The average points awarded for on-time accuracy for all rated appointments.
Content Accuracy The average points awarded for content accuracy for all rated appointments.
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Pre-natification & The average points deducted for pre-notification and irregularities for all rated
Irregularity Deductions | appointments.
Number of

Appointments The number of routine appointments which were rated at a facility.

Exception Average

Points The average points awarded for exception appointments.

Exception Number of

Appointments The number of appointments that were exceptions.

Number of

Appointments Exempt The number of appointments that were exempt from rating.

The Corporate Rating Report By All Facilities page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE « Home | Sign Out
|
: Eacility Access and Shipment Tracking (FAST)
Facility Access and Shipment Tracking (FAST)
Corporate Rating Report By All Facilities View
_ Return to Previous
Selection Criteria
Corporate ID; 123456733876 - Corporation 1
Effective Date Range for Corporate Rating: 06/29/2008 - 07/05/2008
Date Range for Data Used for this Corporate Rating: 05/04/2008 - 05/31/2008
Corporation's Mational Average Rating: 81
National Average Corporate Rating: 60
For best results, download this report into Excel and printin 'Landscape’ mode.
o= |E
Rating Summary
Average Points Exceptlon
Facili Total Pre- | Number
gﬁgi Lﬁe Facility Hame CAOJ_Vemee C_Lo;aﬁ;ate —Mur:fber Submission [On-Time | Content NOtIfI;&tIDn Verage Humber
Ratin Appts Method |Accuracy |Accuracy rrecianty E.E Points ts Exem
Deductions.
Mz W22551 SPRINGFIELD o4 38 8 20 a0 a0 ] 3
BMC

430 K20842 COLUMBUS T4 85 27 20 34 40 ] 20 o 2 5

80Z W12400 CHICAGO i} 95 T 20 39 38 0 T 0 0 0

200 V21176 WASHINGTON 45 75 15 20 15 40 0 11 0 ] 4

870 Z13503 ALBUQUERQUE 48 100 & 20 40 40 0 ] 0 0 0

800 Z24121 LOS ANGELES 65 20 33 20 34 a0 10 20 50 4 9

Total (6 results)
Export ~v-.-:.;|E View Print ersi
For best results, download this reportinto Excel and printin 'Landscape’ mode. o o
|_Return to Home > |
Contact Us Forms Privacy Policy Terms of Uss

The user can click on the Facility Name hyperlink to view the Corporate Rating Report by
Facility for a particular facility.

The Corporate Rating Summary Report by Facility View page opens, displaying the corporate
rating data for the specified effective start date range, facility, and corporation. The fields and
buttons on the page are described below. A snapshot of the page is displayed after the field
description.
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Corporate ID

The corporate ID of the corporation.

Facility

The name of the facility.

Effective Date Range

The effective date range that the corporate rating will be in effect.

Date Range of Data

Date range of the appointments used to calculate the corporate rating.

Number of
Appointments

The number of scheduled and unscheduled appointments for a corporation at a
facility.

Corporate Rating

The corporate rating of the corporation at a specific facility.

Facility Corporate
Average Rating

The average rating for a facility across all corporations.

Corporation's National
Average Rating

The average of a specific corporation across all facilities.

Rating Summary

Submission Method

The submission method for all appointments being rated for the corporation for
the specified date range. Possible categories are: Mail.dat/WS (with Pallet
Presort), Online/WS (no pallet presort), and Phone.

Mail.dat/WS Total count of appointments created via WS with pallet presort.
WS (No Pallet Total count of appointments created via WS without pallet presort or
Presort)/Online appointments submitted online.
Phone Total count of appointments made by phone.

On-Time Accuracy

The on-time accuracy for all appointments being rated for the corporation for the
specified date range. Possible categories are: On-Time, Late, and Significantly
Late.

On-Time

Total count of on-time appointments.

Late

Total count of late appointments. An appointment is late if it arrives > 30
minutes to 2:00 hours later than the scheduled appointment date and time.

Significantly Late

Total count of significantly late appointments. An appointment is significantly
late if it arrives > 2 hours to 8:00 hours later than the scheduled appointment
date and time.

Multi-stop Delay

Total number of multi-stop appointments that were delayed by USPS.

Content Accuracy

The content accuracy calculation between what was scheduled and what
actually arrived at the facility. Possible categories are: Accurate, Minor, and
Major.

Accurate Total count of accurate content ( <= 2 pallets or 10% bedload).
Minor Total count of content inaccuracies that are minor (> 2 pallets and <=5 pallets
or 11-25% bedload).
Major Total count of content inaccuracies that are major (>5 pallets or > 25%

bedload).

Pre-Notification and
Irregularity Deductions

The counts of any deductions. Possible categories are: Create, Update, Date
Change, Location Change, and Irregularity deductions.

Create

Total count of appointments that were created within 12 hours of appointment
date and time.

Update

Total count of appointments that have been updated within 12 hours of
appointment date and time.

Date Change

Total count of appointments whose date was changed within 12 hours of
appointment date and time.

Location Change

Total count of appointments whose location was changed within 12 hours of
appointments date and time.

Irregularity Deductions

Total count of appointments with irregularities.

Average Submission

The corporation’s average points for submission method of appointments
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Method Points

(Min: 0, Max: 20).

Average On-Time
Accuracy Points

The corporation’s average points for on-time accuracy of appointments
(Min: 0, Max: 40).

Average Content
Induction Points

The corporation’s average points for content induction accuracy
(Min: 0, Max: 40)..

Average Pre-
Notification Deductions
Points

The corporation’s average points deducted for pre-notification and irregularity
(Min: 0, Max: 50).

Exception Rating Summary

More Than 8 Hours

Displays the count of appointments that were more than 8 hours late.

Late
No-Show Displays the count of appointments that were no-shows.
Unscheduled Displays the count of unscheduled appointments.
Rejected Displays the count of rejected appointments.

Appt Type Discrepancy

Displays the count of appointments with appointment type discrepancy.

Mail Class Exception

Displays the count of appointments with mail class exception.

Multi Appt Exception

Displays the count of appointments that had multiple appointments associated
with load.

Cancellations (<=12

Display the count of appointments that were cancelled within 12 hours of the

hours) appointment date and time.
Cancellations (>12 Display the count of appointments that are cancelled greater than 12 hours in
hours) advance of the appointment date and time.

Change and Cancelled

Display the count of appointments where there was an initial time change and
subsequently the appointment was cancelled.

Exempt Rating Summary

Cancellation within 2
hours of Creation

The total count of appointments that are cancelled within 2 hours of creation.

100% Perishable

The total count of appointments that are 100% perishable.

100% Periodicals

The total count of appointments that are 100% Periodicals.

Holiday/Contingency

The total count of appointments cancelled due to a holiday or contingency at the
specified facility.

The Corporate Rating Report page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE=

Home | Sian Out

il LFaci\i ty Access and Shipment Tracking | FASTI'7|

Facility Access and Shipment Tracking (FAST)

Corporate Rating Summary Report By Facility View

Selected Criteria

Corporate ID: 123456788876 - Corporation 1
Facility: 200 - WASHINGTORN

Effective Date Range: 06/29/2008 - 07/05/2008

Date Range of Data: 05/04/2008 - 05/31/2008
Number of Appointments: 15
Corporate Rating: 75
Corporation's National Average Rating: 81
Facility Corporate Average Rating: 45

Rating Summary

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

dinto Excel \E

it options:

Submission Method Time A Content tion & lrregularity Deducti
Mhail dati Onlinen7s S\ nificant [Mutt- Location irregulari
(With Pallet | (No Pallet [Phone g ¥ stop |Accurate Minor |Major (Create Update g Y
Late hﬁnge- change |Deductions
Level) Level) Delay
ki i il 2 2 € b L, b o L i it} g 0
Average Submission Method Average On-Time Accuracy Average Content Average Pre-Notification Deductions: 0

Points: 20 Points: 15 Induction Points: 20

Number of Appointments: 11

=

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

oad into Ex

W Print

Exception Rating Summary

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

E inigad into Excel | B} view Printabl 5 Cancellations ___ change and
(==12 [EXF
More Mail Multi Hours ) Hours )
ours  Show Imacheciisd Rejected \JECIC, Clns  Anpt 2 8 0
Late Exception Exception
o o 1] a 2 I} i Average Exceptions Points: 0
Number of Appointments: 0 Humber of Appointments: §
toptians: W Printable

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

_Exemption Rating Summary

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

Export options: Downloac cel | B} view Printable
Cancellations iday!
VWithin 2 Hours of 100% Perishable 100 Periodicals oty
Creation =
hi3 L 4 b

Number of Appointments: £

oad into Excel | &k View Printabl

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

Site Msp Contsct Us Foms Gov't Services Camers Privacy Polic) Temis of Use Nationa! & Premser Accounts

Copyright®-1333-2007 USPS. All Rights Reserved Mo FEAR Act EEC Dats EOIA
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appointments associated with that count.

N . . . .
= The user may click on one of the Count hyperlinks to view more details about the
- @ /

The Appointment Rating Analysis Report page displays appointment data according to the selected
search criteria as well as the type of appointment rating hyperlink selected. Each appointment that meets
the criteria is displayed. The appointment data shows the appointment ID, scheduled appointment date
and time, and the actual appointment date and time. A snapshot of the page is displayed after the field

description.

Corporate ID

The corporate ID and name of the corporation.

Facility

The NASS Code and name of the facility.

Effective Date Range

The effective date range that the corporate rating will be in effect.

Date Range of Data

Date range of the appointments, used to calculate the corporate rating.

Number of Appointments

The number of scheduled and unscheduled appointments for a corporation
at a facility.

Corporate Rating

The corporate rating of the corporation at a specific facility.

Customer Registration

The Mailer name associated with the appointment.

Appt ID

The appointment ID.

Scheduled Date and Time

The scheduled date and time.

Rating Points

The overall calculated rating.

Rating Reason

The high level rating reason.

Submission Method

The submission method type and associated points.

On-Time Accuracy

The on-time accuracy code and associated points.

Content Accuracy

The content accuracy code and associated points.

Pre-Notification &
Irregularity Deductions

The pre-notification & irregularity deductions codes and associated points.

Exceptions

The exception type and associated points.

Exemptions

The exemption code.

Export All Button

Exports the displayed data plus additional data for each appointment

September 30, 2011

FAST Customer User Guide Page 380




Facility Access and Shipment Tracking

UNITED STATES
POSTAL SERVICE=

Effective Date Range:
Date Range of Data
Humber of Appointments: 11

Appointment Rating Analysis Report

Corporate Rating: 75

Method Code Legend:

On-Time Accuracy Code Legend:

WSHINGTON
: 08/29/2008 - 07/05/2008
: 05/04/2008 - 05/31/2008

Home | Sian Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Corporate [D: 123456789 - Corporation 1
Facility: 200 -

Detail (Mo Pallet Presort}

Significantly Late (2:01 - 8:00}, Exception = See corresponding column

Returm to P

Content Accuracy Code Legend: Al = Accurate Violume, MI = Minor Volume Change, 81 = Major Volume Change

: OM = Onling, PM = Phone, WDM = Weh Service with Detail (Pallet Presort), WHDI = Web Senvice with no
: LA = Late Arrival (0:31- 2:00), MS = Multi-stop USPS Delay, OTA = On-Time Arrival (== 0:30}, SLA =
Pre Hotification & Irregularity ~ ACTP = Create within 12 hours, AUTP = Update within 12 hours, DLC = Date and Location Change, DC =

Deductions Code Legend: Date Change, LC = Location Change, SPR = Significant Yelume Change <= 12 hours, IRDE = Iregularities
Deductions

Exception Code Legend: CR = Cancellation of appointment = 12 hours, DLCTP = Cancallation of appeintment <= 12 hours, DTCC =

Datel Time Change with Cancellation, MAPT

Wultiple Appointments per trailer, MCD

ail Class

Discrepancy, NR = No-Show, OBLA = Mare than & hours Late, RR = Rejected, ATD = Appaointment Type
Discrepancy, UR = Unscheduled

Change

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

col | B iew P

Exemption Code Legend: APO = All Periodicals, APS = All Perishable, CAPC = Cancslled, HC = Heliday/ Contingency Constraint

(Exportail’)

Maximum Points Available = 100

Maximum Points for Submission Method = 20
Maximum Points for On-Time Accuracy = 40
Maximum Points for Content Accuracy = 40

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

Rating Summary
Pre-
Submission On-Time Content Notification &
Scheduler Appt ID Mm M Baling Method Accuracy Accuracy Irreqularity e Exemptions
and Time Poinis Reason Dithictiang
[Method [Points Accuracy [Points [Accuracy [Points [Types [Points [Types [Points
Naier 1 104388182 05/04/2008 80 Routine WDM 20 SLa 0 Al 40 HiA o NIA 0
11:00:00
Mailer 1 104408671 0510/2008 60 Routing WDM 20 SLa 0 Al 20 HiA 0 NIA o
08:00:00
e 0E/10/2008 80 Routie WODM 20 LA 20 Al 4 NA 0 MA D
10:00:00
P 104407660 osMmzo0e 80 Routine WDM 20 SLA o Al 40 HiA o NiA o
i 10:00:00
sl 1 104430864 100 Routne WOM 20 oTA 40 Al 40 WA 0 NA 0
08:00:00
il 1 104431023 05411/2008 60 Routing WDM 20 Sla 0 Al 40 Hid 0 NIA 0
11:00:00
104438182 051512008 80 Routine WDM 20 SLA ] Al 40 A o WA 0
Misiker 1
13:00:00
Msiler ¢ 05/17/2008 100 Routne WDM 20 OTA 40 2l 40 MA 0 WA D
12:00:00
il 1 0517/2008 80 Routine WDM 20 L& 20 Al 40 His o N/A o
11:00:00
Sahe 05/8/2008 100 Routne WOM 20 OTA 40 Al 40 MA 0 MA 0
05:00:00
First| Prev | Page 1,2 3 | Next | Last  Total (11 results)
1 | B view
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9.6 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 constraint data for the entered criteria and
displays the Holiday and Contingency Constraints Report.
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The Holiday and Contingency Constraints Report Selection page is displayed below.
UNITED STATES
POSTAL SERVICE» Home | Sign Out

Facility Access and Shipment Tracking (FAST)

maowroel  Facility Access and Shipment Tracking (FAST)

Facilities

Holiday and Contingency Constraints Report

Choose Search Criteria
Fleaze enter in the Date Range in MMDOMAYYY format {* Required Fields)

* Gelect Date Range:i- EE*TDZi | ER
* Report View:| By Area | (Submic> )
* Ares |DZE-4A-NEWYDI'R betra (A) V|

[ Exclude Delivery Units

Resources

Origin Entry
Customer [/ Supplier
Agreements

Cancel Create

When searching by Area or District, the user can exclude the Delivery Units from the
generated report by checking the Exclude Delivery Unit checkbox.

! Note: !
: The Start Date must be greater than or equal to the current date. '
Dy The End Date may not exceed 7 days from the current date. :
L= !
] — '
! '
i :
' '

N
:\ From the Holiday and Contingency Constraints Report Selection page, the user may view the
- v holiday and contingency information by one of four ways:

To Search for holiday and contingency constraints information by Area:
6. ENTER the Date Range

7. SELECT ‘by Area’ from the Report View drop-down box

8. CLICK the Submit button
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9. SELECT an area in the Area ID drop-down
10. CLICK the Create button

To Search for holiday and contingency constraints information by District:
6. ENTER the Date Range

7. SELECT ‘by District’ from the Report View drop-down box

8. CLICK the Submit button

9. SELECT an district in the District ID drop-down

10. CLICK the Create button

To Search for holiday and contingency constraint information by Facility by state and city:
10. ENTER the Date Range

11. SELECT ‘by Facility’ from the Report View drop-down box

12. CLICK the Submit button

13. SELECT a State from the drop-down box

14. CLICK the View Cities button

15. SELECT a city from the City drop-down box

16. CLICK the Search button

17. SELECT a facility from the Facility drop-down box

18. CLICK the Create button

To Search for holiday and contingency constraint information by Facility by NASS Code:
8. ENTER the Date Range

9. SELECT ‘by Facility’ from the Report View drop-down box

10. CLICK the Submit button

11. ENTER the three to five character NASS Code in the text box

12. CLICK the Search button

13. SELECT a facility from the Facility drop-down box

14. CLICK the Create button

The Holiday and Contingency Constraints Report page opens, displaying the holiday and
contingency information and facility status for the specified search criteria. The fields and
buttons on the Holiday and Contingency Constraints Report page are described below. A
snapshot of the page is displayed after the field description.

NASS Code The three to five character NASS Code associated with the selected criteria.

Facility Name The Facility Name associated with the selected criteria.

September 30, 2011 FAST Customer User Guide Page 384



Facility Access and Shipment Tracking
User Guide

Date Date of when Holiday and Contingency Constraint is in effect.

Constraint Type | The type of constraint (Holiday or Contingency).

Drop Shipment | The times the associated facility is accepting Standard and Package Service Drop
Hours Shipments.

Hours of The times the associated facility is open and staffed to accept Periodicals volume on
Operation that corresponding day.

The Holiday and Contingency Constraints Report page is displayed below:

UNITED STATES
POSTAL SERVICE =

Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Holiday and Contingency Constraints Report

Return to Previc
Selected Criteria
Date Range: 10/04/2006 - 10/10/2006
Facility Name: WASHINGTON
NASS Code: 200
10 EXCe |E. ew P
NASS Code Facility Name Date Constraint Type ~ 2ro@-Shin Hours of
Hours? Operation
200 WASHINGTON 10/09/2006 Holiday 0&:00 - 20:00
Total (1 result)

*Hours displayed are potentially available trip slot hours.

\

\H//

@ A user may view the Facility Profile page (described in module 5.1 — Facility Profile) for the
¥ selected facility by CLICKING the Facility Name hyperlink.

9.7 Mail Direction Search

The Mail Direction Search is used to search for default drop entry points as well as redirections. This
flexible and powerful function allows the user to search based on three report views that include a Default
and Redirections View, Drop Entry Point View, and Label List View. The Default and Redirections View
give users the ability to search for default drop entry points as well as mail redirections. The Drop Entry
Point View allows users to search for general 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
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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 makes 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)

prpniseed  Facility Access and Shipment Tracking (FAST)

Mail Direction Search Criteria

Choose Search Criteria
FPlease enter in the following information (¢ Required Fields )

There are 3 options for viewing Mail Direction Search results:

1. Selectthe Default and Redirections Yiew to view results for bath default and
redirection facilities.

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

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

* Repof View: | - SelectOne — <

Cancel Create

Resources

Origin Entry
Customer [ Supplier
Agreements

TEM

Site hap Contact Us Gow't Services dabs Privacy Palicy Terms of Use Mational & Premier Accournts
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9.7.1 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

Drop-down box containing date 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
Address

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

Show Combined
ZIP/CRIDS

Checkbox to indicate if the ZIP Codes and Carrier Route IDs (CRIDs) will be grouped
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 redirections.

Search button

Retrieves the mail direction data for the entered criteria and displays the Malil
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 below.

UNITED STATES
POSTAL SERVICE = Home

Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Mail Direction Search - Default and Redirections View

Select all applicable search criteria:

* Mdified: Last 7 Days g " Mall Olass: T
; Periodicals
* Effective Date Range: Ay Current or Future 2 ; =
Periodicals (Mews) |
Content ZIP Code: |SDD* | Standard =
be retrieved F| = |
® Use an asterizk (%) for wild card searches ats =) |
atthe end of 3-Digits Iregular Farcels |
* Discount Type: P Letiers |
* Palletized: Both
2 | * Show Results For:| Default and Redirections hd
=]}
[ show Default Address
) Show Truck Length
[ 5how Redirect Address Redirections Only O
Show Facility ZIP/CRID Ranges
(Search>) ( Cancel )
t option el | B
Contem Informatlon Default Facility Redirection Fal:ility Eﬁemive Dates
| Default |
Erociue | Grace Effective Grace Truck Modified
IPi RiDs Discount | CIH Group  Pallet Facility IASS |  Facility IASS lPenod Period Length Date
! tart Date | End Date
| | End Date
| | D ne |
307 SCF StandarcFlats N CHATTANOOGS 373 MOMTGOMERY 360 010152011 01152011 DB/26/2012  MUA  0S5/26/2012
PaEDC
307 SCF StandardFlats % CHATTANOOGS 373 MOMTGOMERY 360 01012011 01152011 0B/26/2012  MER 0S5/26/2012
PADC
307,374 SCF Default CHATTAMODOGA 373 09022010 03/21/2011 060452011 MER 03042012
PEDC
Total (3 resuts) |

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.
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9.7.2 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 defaults and redirections. After the user selects Drop Entry Point
View from the Mail Directions Search Criteria and CLICKS the Create button, the Mail Direction 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 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 drop entry point was last
modified.

*Effective Date

Drop-down box containing date options in which the drop entry point 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 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
ZIP/CRIDS

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

Search button

Retrieves the mail direction data for the entered criteria and displays the Malil
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 on the following page.
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E UNITED STATES
POSTAL SERVICE = Home

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Mail Direction Search - Drop Entry Point View

Select all applicable search criteria:

~ Modified: Last7 Days w | TMail Class: [a) |

* Effective Date Range: Any Current or Future hd
Gontent ZIP Code: [374 |

Feriodicals (Mews)
Standard ¥

® If left blank, all applicable ZIF Codes will
be retriewed

® Use an asterizh (%) for wild card searches
at the end of 3-Digits

Flats
Irreqular Parcels

* Discount Type: P Letters v
BMC =
SCF i i i

Palletized: | “Yes ¥

ADC | . .

[show Address

Show Facility ZIP/CRID Ranges

__.S:ﬁaré.fr)_' | '{.;e-mr:é.'f
Expart options: D dit I 1Bl view Prirtahl
Content Information _ Facility _ Eﬁgmive Datesi_

i | | |F.ffective %Effecti\re | Grace Truck Modified
CIH Group Palleti Facility llIASS \ctart Date iE—n(I Date iEII:fII;;'(tIe Length  Date
| | 3

o crune
ZIP/CRIDs Discount
| |

307,374 SCF Periodicalz/Flats Yo CHATTANOOGA 373 09022010 030212011 06042011 Nia - 03004/2012
PEDC

307,374 SCF Periodicalzdrredular Yo CHATTAMCOGS 373 0900202010 030212011 06042011 kA 03042012
Parcels PADC

307,374 SCF Periodicalzletters Y CHATTANOOGA 373 09022010 03212011 06042011 NiA - 030472012
PEDC

307,374 SCF PeriodicalsMachinable % CHATTAMOOGA 373 09/02/2010 03212011 06042011 WA 030402012

Parcels PEDC
307,374 SCF PeriodicalsMon- Yo CHATTAMCOGA 373 0900202010 0302172011 060472011 A 030472012
Machinable Parcels PEDC

| Total (5 results)

ons: Downlog

! Note
—
? The Content ZIP Code will allow wildcards if the user wants to search for 5-digit ZIP
;"_Z 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.
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9.7.3 Label List View

The Label List View gives users the ability to search for defaults or redirections where destination
discounts can be claimed for a single label or multiple labels within a single label list. 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 are 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 Checkbox to choose if the address for the Default Facility will be shown on the report.

Address

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

Address report.

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

A snapshot of the Mail Direction Search — Label List View page is displayed 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)

Mail Direction Search - Label List View
Returnto Previous Screen

Select all applicable search criteria:

* Label List | L00S - 3-Digit ZIP Code Prefix Groups - SCF Soration

*Lahel: i SCFALBUQUERQUE MM 870; 870-872, 875; 05/07/2008-05/07/2010 (05/07/2017)

[ show Default sddress
[ show Redirect Address

Discounts available are dependent on eligibility standards as prescribed in the Domestic Mail Manual

Export options: Download into Excel | E\Iiew Frintakle Yersion

Redirection

Content Information Default Facility Eaciliy Effective Dates
| | Default
: ZIP - e i |Effective | Grace |Effective Gm_ce
Discount e CHH Group allet |Facility NASS | Facility IASS art Datel|l Period || End Date Period
S End Date
End Date e
ADC a7 Default RO 87124 05072009 05702010 05072011
RAMCHD
BMC am Default R 87124 050742009 0572010 05072011
RAMCHC

BMC 671 PeriodicalzFlats Y RIC 67124 SHREVEPORT 710 05/07/2009 05072009 05072010 050772011
RAMCHO

SCF a7 Detault RIC  &7124 03072003 Q30772010 030752011
RAMCHO

Truck Modified
Length Date

MiA - 0SA72009

MiA - 0SA07/2009

Mi& 05072009

Mi& 03072009

Totsl (4 results) |

Site Map Contact Us Forms Gow't Services Jobs Privacy Policy Terms of Use Mational & Premier Accounts

e i

Note
—
— 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.

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.
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9.8 Recurring Appointment Performance Report

The Recurring Appointment Performance Report is a FAST online report that will provide users with
information related to all of the recurring appointments at a specified facility, for a selected scheduler ID
and specified date range.

The user begins the process from the Reports Landing page. The user CLICKS on the Recurring
Appointment Performance Report link, or associated Go> button to display the Recurring Appointment
Performance Report Selection page. The user can select a specific facility or all facilities, scheduler ID
and date range on the selection page.

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

*Report Views

Shows available report views — All Facilities or By Facility.

State

Drop-down box listing all state options.

View Cities button

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

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

Search button

Retrieves the facilities located in the selected state/city and populates the Facility
drop-down box.

NASS Code

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

Search button

Retrieves the facilities associated with the NASS Code and populates the Facility
drop-down box.

*Facility

Drop-down box listing all facilities associated with the selected state/city or NASS
Code search criteria.

*Select Date Range

Selects the date range that the result will be displayed.

Show All Rated
Recurring
Appointment
Instances in the Last
90 Days checkbox

Selecting this checkbox will show all the rated recurring appointment instances in
the last 90 days. The Select Date Range text boxes are not applicable when this
checkbox is checked.

*Scheduler ID

Drop-down Box listing all applicable Scheduler IDs.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the recurring appointment data for the entered criteria and displays the
Recurring Appointment Performance Summary Report.
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A snapshot of the Recurring Appointment Performance Report Selection page is displayed below.

UNITED STATES
POSTAL SERVICE» Home | Sign Qut

| ._F_ac?lit'.rAccess :_and Shipment Tracking (FAST)

Recurring E Facility Access and Shipment Tracking (FAST)

Facilities

i Recurring Appointment Performance Report
Reports
Appointment Calendar

Appointment Rating Analysis Choose Search Criteria:
Report

Appointment Status Report o ; : : ;
Flease enter the following information { * Requirsd Fislds )
Appointment Summary Report
FREE ["_ita izl The Start Date may not exceed 90 days prior to the current date. Please note the report
Corporate Rating Report only displays rated appointments (appointments are rated 12 days after their scheduled
Facility Schedule Report appointment datetime). The date range is not applicable when the “Show Al Rated
Hoiday And Contingency Recurring Appaintment Instances in the Last 80 Days” checkbox is checked.

Constraint Report
Mail Di 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
Scheduler Report their respective dropdowns. Ifthe city is known, select the city and click "Search™.

Siot Availability Report Facilities within the selected city will be available for selection in the facility dropdown.

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

Customer [ Supplier
Agreements

TEm State: [-- SelectOne -~  w| (View Cities> ) | NASS Code: [— ( Search>
City:
* Facility:
Scheduler 1D: | :r|
[Ishaw All Rated Recurring Appointment Instances in the Last 20 Days
*Select Date Range: |06/01/2008 | To: [06/01/2008 |
*Mail Class:

All

[JPackage Semvices

ClPeriodicals
[ standard
Cancel ) ( Create
Gov't Services Caresrs Privacy Policy
=
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@p From the Recurring Appointment Performance Selection page, the user may view the

recurring appointment information for the specified facility or All Facilities, Scheduler 1D, and
date range by performing the following steps:

\H//

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

P wN PR

CLICK the Search button

To search for a facility by NASS Code:
1. ENTER the three to five character NASS Code in the text box
2. CLICK the Search button

OR
1. SELECT All Facilities for the Report Views
2. SELECT the Customer Registration ID
3. ENTER the Date Range
4. SELECT the Mail Class(es)
5. CLICK the Create button
, e Note:
—_—

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

E —_— The Start Date may not exceed 90 days prior to the current date.
| threshold for appointment creation (14 days in the future).

The Recurring Appointment Performance Summary page opens, displaying the recurring
appointment count data for the specified facility, Scheduler, date range, and mail class. The
fields and buttons on the page are described below. A snapshot of the page is displayed after the
field description.

Recurring Sequence ID Displays the Recurring Sequence ID retrieved by search results. Users can
click on the Recurring Sequence ID to view Appointment Level details on the
Recurring Appointment Performance Detail Report page.

Scheduler Name Displays the Scheduler Name for the associated recurring sequence ID.
Effective Start Date Displays the effective start date for the associated recurring sequence ID.
Effective End Date Displays the effective end date for the associated recurring sequence ID.
Total Appts The total count of appointments.
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No-Show Count The total count of no-show appointments.
Cancel <= 12 hrs The total count of appointments cancelled within or equal to 12 hours.
Cancel > 12 hrs The total count of appointments cancelled outside of 12 hours.
Late Arrival Count The total count of late arriving appointments.
Average Rating The average rating for the appointments associated to the recurring
sequence ID.
Mail Class The mail class of the appointment.

A snapshot of the Recurring Appointment Performance Summary Report page is displayed below.

UNITED STATES
POSTAL SERVICE« Heme | Sign Qut

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Recurring Appointment Performance Summary Report

Return to
Selection Criteria

Facility : RDOANOKE (240)
Date Range : 03/31/2008 - 04/04/2008
Scheduler ID: FAST SCHED 1 - 201481234001

Mail Class: All

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

ol | &b
Recurring Effective Effective Total Ho-Show Cancel<= Cancel Late Arrival Average Mail
SequencelD  StartDate EndDate  Appts. Count 12hrs >12hrs Count Rating  Class
10244 08/20/20058  08425/2099 5 z 0 0 0 c4 STD
Total (1 resutt)
el | B

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

A user can view appointment level details for a specific recurring appointment by clicking on the
Recurring Sequence ID. This will load the Recurring Appointment Performance Detail Report

page.

A Recurring Appointment Performance Detail page opens, displaying the appointment
and rating information for all FAST appointments created from the selected recurring
sequence. The fields and buttons on the page are described below. A snapshot of the
page is displayed after the field description.
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Recurring Appointment ID

Displays the appointment IDs of the appointments created from a
recurring sequence.

Scheduler Name

Displays the Scheduler Name for the associated recurring sequence ID.

Appt Status

The status of the appointment.

Appt Type

The type of appointment.

Scheduled Appt Date and
Time

The date and time the appointment is scheduled to arrive at the facility.

Cancelled Appt Date and
Time

The date and time the appointment was cancelled. Blank otherwise.

Submission method Pts

The points the appointment received for submission method. Applies to
rated appointments only.

On-Time Pts

The points the appointment received for on-time accuracy. Applies to
rated appointments only.

Contents Pts

The points awarded for content accuracy. Applies to rated appointments
only.

Time Penalty Deductions

The points deducted from an appointment during the rating process.
Applies to rated appointments only.

Rating Points

The total points the appointment received when rated. Applies to rated
appointments only.

Return to Previous Page

Hyperlink that returns the user back to the previous page.

A snapshot of the Recurring Appointment Performance Detail Report page is displayed 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)
Recurring Appointment Performance Detail Report
Selection Criteria
Facility: SPRINGFIELD BMC (012
Recurring Sequence ID: 10194
Appt Status Legend : CA = Cancelled, CL = Clased, NS = Mo Show, 0 = Open, R = Rejected, U= Unscheduled
For best results, download this report into Excel and print in 'Landscape”’ mode.
Export options: C d into | Bl Wiew Pri )
3 Scheduled Cancelled Time :
Recurring Scheduler App't T S Rating
App't Type App't Date App't Date Penalty
sl e, ik and Time and Time Deductions B
10194 Scheculer L Pallet 070972006 o o o o 23
Ong 07:00:00
| Total (1 resutt)
Export optio wiload into Excel | £ Wiew Printabl
For hest results, download this report into Excel and print in 'Landscape’ mode.
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9.9 Scheduler Performance Report

The Scheduler Performance Report displays the number and percentage of No Shows, Cancellations
more than 24 hours before the scheduled appointment time, Cancellations within 24 hours of the
scheduled appointment time, Late Arrivals, and Unscheduled shipments. The user has the ability to
perform the following functions from the Scheduler Performance Report page:

e View Scheduler Performance Report

e Access the Scheduler Profile page

9.9.1 View Scheduler Performance Report

The user begins the process from the Reports Landing page. The user CLICKS on the Scheduler
Performance Report link, or associated Go> button to display the Scheduler Performance Report

Selection page. The user must select a scheduler and date range on the selection page.

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

*Select Date Selects the date range to search for the scheduler performance report. The start date
Range is restricted to 90 days prior to the current date. The end date may not be greater
than the current date.

*Customer Drop-down box listing all Mailer ID options.
Registration ID

State Drop-down box listing all state options.

View Cities button | 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 Drop-down box listing all cities with postal facilities within the selected state.

Search button Retrieves the facilities located in the selected state/city and populates the Facility
drop-down.

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

Search Retrieves the facilities associated with the NASS Code and populates the Facility
drop-down.

*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 scheduler performance information for the entered criteria and displays
the Scheduler Performance Report.
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The Scheduler Performance Report Selection page is displayed below.
UNITED STATES
POSTAL SERVICE » Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Recurfing E Facility Access and Shipment Tracking (FAST)

Facilities
Profiles Scheduler Performance Report

Choose Search Criteria
Fleaze enter in the following infarmation (* Required Fields

* Select Dater r 1
B 2 *[08/15/2006 | B+ 1. [09/19/2006 | B

Range: -
*SchedulerlD:[—SeledOne— "i
State: | MA v | (View Ciies > ) | NaSS Code: | | (_Search >
City: | All Cities v | (Search >

Facility | 012 - SPRINGFIELDBMC v

Resources
Origin Entry
Customer [/ Supplier

Agreements
TEM

Cancel Create

\
:\ From the Scheduler Performance Report Selection page, the user may view the performance
— @ information for the specified date range by performing the following steps:

To Search for a Scheduler by Customer Registration ID:
1. ENTER a Date Range
2. SELECT a scheduler from the Customer Registration 1D drop-down box

3. SELECT a Facility
4. CLICK the Create button

This will return all drop shipments for the specified scheduler.

i gai Note ;
| — |
' — The Start Date may not exceed 90 days prior to the current date. '
' - '
] '
] '
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The Scheduler Performance Report page opens, displaying the performance information for
the selected criteria. The fields and buttons on the page are described below. A shapshot of
the page is displayed after the field description.

Customer
Registration ID

Displays the ID of the Mailer. Each ID is a hyperlink to the Scheduler Profile page,
where the user may view the Mailer information.

Scheduler The Scheduler Name associated with the selected criteria.
Name
Facility Code The three to five character NASS Code associated to the facility.

Facility Name

The Facility Name associated with the selected criteria.

Total Schd. The total scheduled appointments for the associated scheduler.
Appts.

No Shows — The number of appointments that were no shows.

Count

No Shows - %

The percentage of appointments that were no shows.

Cancel < 12hrs
— Count

The number of appointments that were cancelled within 12 hours of the scheduled
appointment time.

Cancel < 12hrs
- %

The percentage of appointments that were cancelled within 12 hours of the scheduled
appointment time.

Cancel > 12hrs
— Count

The number of appointments that were cancelled, with at least 12 hours notice.

Cancel > 12hrs
- %

The percentage of appointments that were cancelled, with at least 12 hours notice.

Late Arrivals —
Count

The number of appointments that arrived > 30 minutes up to 2 hours after the scheduled
time.

Late Arrivals -
%

The percentage of appointments that arrived > 30 minutes up to 2 hours after the
scheduled time.

Unscheduled
Count

The number of shipments that arrived without an appointment.

The Scheduler Performance Report page is displayed on the following page.
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Home | Sign Qut

E UNITED STATES

POSTAL SERVICE«

R |
|| Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Return to Previous

Scheduler Performance Report

Selected Criteria

Date Range: 03/31/2008-04/04/2008
Scheduler Name: FAST SCHED 1

Customer Registration ID: 201481234001
Facility Name: ROANCKE

NASS Code: 240

For best results, download this report into Excel and printin 'Landscape’ mode.
E optio cel IE ersion
Cancel <= Cancel:iz
Boftdws iohes Arnvals Unscheduled

Scheduler Facility Tul.ﬂJ
Count
D Name gﬁ§:| Name An& Count Count Count |_ Count =
2 4000% O 00% 0O 00% O oo ]

240 ROANCKE &£

201421234001 FAST
SCHED
1
| Total 2 4000% 0 .00% O .00% O .00% 0
| Total {1 result) |
1 into Ex |E ew Printable Version

Export options: Downlo:
For best results, download this reportinto Excel and printin 'Landscape’ mode.

Nationsl & Premisr Accounts

Terms of Use

Seryices.

Forms Sov't

Contact Us

Sits Map
Copyright® 18982007 USPS._ All Rights Reserved.

N

= @r

FAST Customer User Guide

A user may view Scheduler Profile page (described in module 7.2 — Scheduler Profile) for the
selected mailer by CLICKING the Customer Registration ID hyperlink.
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9.10 Scheduler Report

The Scheduler Report displays detailed appointment information for a specific scheduler and selected
facility. The user has the ability to perform the following functions from the Scheduler Report page:

e View Scheduler Report
e Access the Appointment Management page

9.10.1 View Scheduler Report
The user begins the process from the Reports Landing page. The user CLICKS on the Scheduler

Report link, or associated Go> button to display the Scheduler Report Selection page. The user must
select a Scheduler ID, a facility, and a date range on the selection page.

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

*Customer Drop-down box listing the Mailer IDs.
Registration ID

*Select Date Range | Selects the date range for the scheduler report. The start date is restricted to 90
days prior to the current date. The end date may not be greater than 14 days in

the future.
*Report View Drop-down box listing the report view to choose from: By Facility or All Facilities.
Submit button Triggers the application to show the Facility ID and search fields.
State Drop-down box listing all state options.
View Cities button 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 Drop-down box listing all cities with postal facilities within the selected state.

Search button Retrieves the facilities located in the selected state/city and populates the Facility
drop-down box.

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

Search Retrieves the facilities associated with the NASS Code and populates the Facility
drop-down.

*Facility Drop-down box listing all facilities associated with the selected state/city or NASS

Code search criteria.

*Mail Class Allows the user to select which Mail Class(es) to search for: All, Package Services,

checkboxes Periodicals, or Standard.

Cancel button Displays the Reports Landing page.

Create button Retrieves the appointments for the entered criteria and displays the Scheduler
Report.
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The Scheduler Report Selection page is displayed below.
UNITED STATES
POSTAL SERVICE » Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Recurfing E Facility Access and Shipment Tracking (FAST)

Facilities

Scheduler Report

Choose Search Criteria
Flease 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, select the city and click"Search”.
Facilities within the selected city will he availahle for selection in the facility dropdawn.

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

Resources . 3
Origin Entry * Report View:| By Facility v | ( Submit>
Customer / Supplier : -
Agreements *Echeduler ID:| — Select One — b
TEM : '
State:| — SelectOne— | ( ViewCities> ) | NASS Code:| | (Search>
City:
*Facility:
Select Dater i T I
. i
Range. V3/20/2006 | To: [09/20/2006 | [
* Mail Class:
R
[JPackage Services
[ Periodicals
[ standard
Cancel -_l’.-‘r'ea fe

From the Scheduler Report Selection page, the user may view the scheduler information for
@ the specified facility date range, and mail class(es) by performing the following steps:
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1. SELECT a Customer Registration ID from the Customer Registration ID drop-down box
2. SELECT By Facility’ from the Report View drop-down box
3. CLICK the Submit button
4. SELECT a state from the State drop-down box
5. CLICK the View Cities button
6. SELECT a facility from Facility drop-down box
7. ENTER a Date Range
8. SELECT the Mail Class(es)
9. CLICK the Create button
E/’ — Note
i ;——E The Start Date may not exceed 90 days prior to the current date.

The End Date value may not exceed 14 days in the future.

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

Appointment ID

The ID associated to the appointment. Each appointment ID is a hyperlink to the
Appointment Management page, where the user may access more information about

the appointment.

Facility The name of the facility.

Status The status for a given appointment.
Schedule The scheduled date and time.
Date/Time

Arrival Date/Time

The actual arrival date and time..

Unload End The unload end date and time.
Date/Time

Vehicle ID The ID of the transporting vehicle.
Appt. Type The type of appointment.

Shipper Name

The name of the transporting company.

Mail Integrity The mail integrity for a given appointment.
Mail Class The mail class(es) of the appointment.
News Indicates if the content was news.
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Perishable Indicates if the content was perishable.
The Scheduler Report page 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)

Scheduler Report

Return to Previous Screerj
Selected Criteria

Scheduler Name: FASTTESTUSER 11
Customer Reqgistration ID: 4433047
Scheduler ID: 999999999980

Date Range: 05/31/2011 to 05/31/2011
Mail Class: All

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

Appointment Type Code Legend : B = Bedload, DF = Drop and Pick, P = Pallet, 3 = Speedline

Mail Inteqgrity Code Legend : AF = Altered Required Field on Form, B = Broken Pallets, C = Container Counts Do
Mot Match Farm, D = Damaged Mail, DR = Driver Refused to Assist, |1A = Incorrect
Appointment Type, IM = Incorrect Class of Mail, 10 = Incorrect Entry Office, IP =
Incorrect Processing Category, L = Load Unsafe, M = Mailings Mot Separated by
Destination, MF = Missing Required Mailer Field on Form, ML = Multiple Appts
Associated to Load, MS = Missing Origin Signature andior Round Stamp, MF = Mo
Form with Shipment, WM = Missing Appeintment Mumber, O = Other, P = Pallets
Too Tall, PD =Pastin Home Date, PS = Photo Copy of P3S Form, V'3 = Vehicle Size

Mail Class Code Legend ; P3-Package Semvices, PER-Periodicals, STD-Standard, M/C-MNo Content

Export options: Download into Excel | E View Printable Version
’ i Unload s
Appointment Facili HASS Locale Efabiie Schedule Arrival End Vehicle Appt. Shipper Mail Mail
1D Code Key = — DatelTime DatefTime _ ~— id Type HName Inteqgrity Class
Date/Time
No Records Found
Export options: Download into Excel | E View Printable Version
] 1} 3
Site Map Customer Service Forms Gov't Services Caresrs Privacy Policy Terms of Use Business Customer Gatew:

Copyright® 2010 USP 5. All Rights Reserved. Mo FEAR At EEQ Dats  FOIA
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\\\ A user may view the Appointment Management page (described in module 6.4 — Managing
=~ Existing Appointments) for the selected appointment by CLICKING the Appointment ID
- ¢ hyperlink.

9.11 Slot Availability Report

The Slot Availability Report displays the total available appointment slots for a given hour and
appointment type.

The fields and buttons on the Slot Availability Report page are described below.

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. Only cities with postal facilities will be returned.

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

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

Facility drop down box.

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

Search button Retrieves the facility associated with the NASS Code and displays it in the Facility
drop-down box.

*Facility Drop-down box containing the facility associated to the city/state combination or
NASS Code.

*Appointment Drop-down box listing the different appointment types: Pallet, Speedline, Bedload,

Type Drop and Pick, All (to indicate all appointment types).

Select Date Selects the date range to search for available slots for the specified appointment type

Range and facility. If multiple appointment types are chosen, the range may be restricted to

only one day. If a single appointment type is chosen, up to seven days will be
returned. Both date fields default to the current date.

Search button Retrieves the available appointment slots based on the entered criteria.

The Slot Availability Report Selection page is displayed on the following page.
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Site hap Cortact Us Forms

UNITED STATES
POSTAL SERVICE=

Appointments

Recurring Appointments
Facilities

Resources
Origin Entry
Customer / Supplier

Agreements
TEM

Home | Sign Ot

Facility Access and Shipment Tracking (FAST)

Slot Availability Report

This repart shows all slot availability regardless of mailer rating tier. If the facility yvou are
searching is active for rating, you may not hawe the ahility to see the same availahility when
scheduling.

Choose Search Criteria

Please enter the fallowing infarmation (* Required Fields )

Please note that ifyvou choose to view slot availakility for all appointment types, you may anly
wiewr availability for a single day at a time.

The start date must be greaterthan or equal to the current date. The end date may not he
greaterthan 14 days in the future. The Date Range cannot exceed 7 days.

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 far selection in the facility dropdawn.

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

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

* Facility:

*AppointmentTvpe:éAll _"_

* Select Date Range: | 10/17/2007 | B3 To: [10417/2007 |

Create

Gow't Services Jdubs Privacy Policy Temms of Use Mational & Premier Accourits

=d.’ Mo FEAR ACtEED Data

To view a facility’s availability for a drop shipment, the user must first search for the facility,
which is then populated in the Facility drop-down box. Perform the following steps to search
for a facility:

To search for a facility by state and city:

P w N

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, populating the facility in the Facility drop-down
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To search for a facility by NASS Code:
1. ENTER the three to five character NASS Code in the NASS Code textbox
2. CLICK the Search button, populating the facility in the Facility drop-down

Perform the following steps to view the facility’s availability for a drop shipment:

SELECT the facility in the Facility drop-down

N

SELECT the Appointment Type from the drop-down
3. ENTER the Date Range
4. CLICK the Search button

The Slot Availability Results page opens. The results pages display the available slots and remaining
volume capacity available for the given facility, appointment type, date range and scheduler.

Depending on the search criteria entered, there are two possible results pages:

e All Appointment Types on a Single Date - Displays four tables containing appointment slots
organized by appointment type and a table displaying remaining volume available by mail shape

e Specific Appointment Type on a Span of Dates — Displays the available slots table for the specified
appointment type and the remaining volume table arranged by dates within the date range

The page descriptions for each result page are detailed below:

Appointment Slot Availability Results (All Appointment Types on a Single Date) page
The fields and buttons on the page are described below. A snapshot of the page is displayed
after the field description.

Appointment A table for each appointment type displaying the number of available slots per hour.
Slots Available

by Type tables

Hour row Displays each hour of the day in military time.

Slots row Displays the number of available slots for each hour.
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UNITED STATES
POSTAL SERVICE =

Facili

Facility Access and Shipment Tracking (FAST)

Slot Availability Report

Selected Criteria

Facility Name: CINCINNATI BMC
HASS Code: 457
Appointment Type: All
Selected Date: 09/28/2007 - 09/28/2007

Appointment Slots (Trips) Available by Type:
Mate: Cells without contents mean that no slots are available

Home | Sign Out

Access and Shipment Trackin

FAST)

Pallet
1 resuft
HOUr Hour Hour Hour Hour Hour Hour Hour Hour Hour  Hour Hour Hour  Hour  Hour Hour  Hour Hour Hour  Hour Hour - Hour Heur  Hour
w 5 ca S R R e R R R T
Slots 55 55 |55 55 55 55 55 |55 55 55 55 55
1 result
Speedline
1 result
Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour
(] I R e B R e e e | e R e e e e | et e R ||
Slots 55 |55 (55 |55 |55 |55 |55 |55 |55 |55 |55 |55
1 result
Bedload
1 resutt
Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Heur | Hour Hour Hour
] ) T e ) T 2 e -
Slots 55 |55 |55 (55 |55 |55 |55 |55 |55 |45 |55 |55
1 result
Drop and Pick {&vailahle anly at BMC with prior approval from a BMGC manager.)
1 resultt
Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Heur Hour Heur Hour Hour Hour Hour Hour Heur Hour Heur Hour Hour Hour
] (N 2 0 5 0 L 2 s .l - L . e M R e 2l
Slots 55 595 |55 55 |55 55 55 85 55 585 |55 85
1 result
Site hap Conitact Us Forms Gow't Services Jdobs Privacy Policy Terms of Use Mational & Premier Accounts

!

)

| ,—‘ -

! —— Note:

1 —_—

= . . .

I The number of slots displayed in this report may not correspond to the Appointment Slot
! Availability during the appointment process. The appointment process shows the number
: of slots available to a particular mailer based on their mailer rating at the facility whereas
\ this report shows the total number of slots available.
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10.0 Resources

The user has several processes they may exercise upon logging into the FAST application. The
Resources section includes:

10.1 Reference Documents — Describes how a user may access the External FAST User Guide, PS
Form 8125, Plant-Verified Drop Shipment (PVDS) Verification and Clearance, Publication 804, and
Domestic Mail Manual.

10.2 Drop Ship Product File Download — Describes how a user may download the different Drop Ship
Product Files.

10.3 Label List Files Download — Describes how a user may download the different Label List Files or
access Postal Explorer to view Label Lists

10.4 Message Board — Describes how a user may access the Message Board.

10.5 What’s New Board — Describes how a user may access the What's New Board.
10.6 View CIN List — Describes how a user may access the CIN List.

10.7 View CIN Group List — Describes how a user may access the CIN Group List.

10.8 MTE Returns — Describes how a user may access MTE Returns.

The user may access the processes associated with the above sections from the FAST Main Menu page
by CLICKING the Resources link or the associated Go> button. The Resource Documents link takes
the user to the Resources Landing page (described in module 4.0 — Landing pages).

10.1 Reference Documents

The Reference Documents section describes the following processes:

10.1.1 Links to Release Notes

10.1.2 Customer Job Aids

10.1.3 Customer Web Based Training Course

10.1.4 Download Mailer Rating Information

10.1.5 Download User Guide

10.1.6 Link to Publication 804

10.1.7 Link to Domestic Mail Manual

10.1.8 Download PS Form 8125 (Plant-Verified Drop Shipment Form)

The user begins the process from the Resources page. The user CLICKS either the Reference
Documents link, or the associated Go> button to display the Reference Documents page.

— Note:
- To download or access any of the Reference Documents in .PDF format,
-— the user must have Adobe Acrobat Reader. The user may download Adobe

Acrobat Reader by CLICKING Download Adobe Acrobat PDF Reader on
the Reference Documents page.
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10.1.1 Links to Release Notes
The Reference Documents section includes links to release notes, allowing the user to download release

notes for a specific date.

The Reference Documents page is displayed on the following page with the Release Notes section
highlighted.

September 30, 2011 FAST Customer User Guide Page 414



Facility Access and Shipment Tracking
User Guide

UNITED STATES
POSTAL SERVICE« Home | Siqn Out

Eacility Access and Shipment Tracking (FAST)

i Facility Access and Shipment Tracking (FAST}

Reference Documents

» Release Notes:

Pre-Release Notes 11/07/2010
Release Motes 05/23/2010
Release Notes 08/M15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Po: elease Notes 02/28/2010
Release Notes 03/14/2010
Release Notes 1115/2009
Release Notes 10/18/2009
Release Notes 08M6/2009

» Customer Job Aids:
Creating Drop Ship Guide (PDF)
Creating Origin Entry Appointments Guide (PDF)
Facility Profile Information (PDF'

Managing Drop Ship Guide (PDF}
Managing Origin Entry Guide (PDF!

EAST Container ion Quick Reference Guide
(PDF)

Appointment Shell (PDF)

Formatting and Printing Reports (PDF!

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (PDF}

Preferred Publications (PDF}

Resolution and Internet Browser Setffings (PDF)

Web Semvices Overnview (PDF]

Customer / Supplier Agreements (PDF]

Business Customer Gateway lion - Dock Handout (PDF}

Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP"

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Drop Ship Web Based Training flk to your deskiop
Please note this may take several minutes to save. Once the file is saved, click
the close button and navigate to your deskiop. From your deskiop EXTRACT
the zip file. To EXTRACT the file, right-click on the zip file and select "Extract to
Here". Once the file is extracted to your desktop open the Customer Web
Based Training folder and select the "Start Here” (named Start here.htm ) file
40 begin the course.

Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP}

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Origin Eniry Web Based Training file to your
deskiop. Please note this may take Several minutes to Save. Once the fie is
‘saved, click the close button and navigate to your desklop. From your deskiop
EXTRACT the zip fle. To EXTRACT the file, right-click on the zip file and select
“Extract o Here™. Once the file is extracted to your deskiop open the
Customer Web Based Training foider and select the "Start Here” (named Start
here.ntm ) fie to begin the course

Hote: The Customer Web Based Training is best viewed using hteret
Explorer or Netscape 8.2 or 7.X web browsers.

» Mailer Rating Information:
Mailer Rating Introduction (PPT)
Mailer Rating Rating Process (PPT)
Mailer Rating Reports (PPT!
Mailer Rating Review (PPT)

» Download User Guide (Version 14):
Customer User Guide (PDF)
Customer User Guide (HTML)
Customer User Guide (ZIP)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

» Publication 804:
Publication 804

» Domestic Mail Manual:
Domestic Mail Manual

» PSForms (8125):
PS Forms Page
Note: Clicking this link directs you to the USPS Forms page.
Please search for the folowing forms on ths page to downioad:
PS Form 8125 (PDF) - Plant-Werified Drop Shipment (PVDS) Verification and
Clearance (10/2005)
PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verification and Clearance (01/2006)

» Customer / Supplier Agreements:
Guide to Customer / Supplier

To view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download it nowr.

Download Adobe Acrobat PDF Reader
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10.1.2 Customer Job Aids

The Customer Job Aids are files that help the user understand and take advantage of certain features of
the FAST application. There are nineteen (19) files available for download: Customer Supplier
Agreements — eDoc Association, Creating Drop Ship Appointments Guide, Creating Origin Entry
Appointments Guide, Facility Profile, Managing Drop Ship Appointments Guide, Managing Origin Entry
Appointments Guide, FAST Appointment Container Association Quick Reference Guide, Appointment
Shell, Formatting and Printing Reports, Joint Scheduling, Mail Direction Report, PostalOne! Customer
Registration, Preferred Publications, Resolution and Internet Browser Settings, Web Services Overview,
Customer / Supplier Agreements, Business Customer Gateway Instruction — Dock Handout, Business
Customer Gateway — New Users and Business Customer Gateway — Existing Users.

The fields and buttons on the Reference Documents (Customer Job Aids section) page are
described below. A snapshot of the page is displayed after the field description.

Customer Supplier
Agreements — eDoc
Association

Begins the downloading process of the Customer Supplier Agreements — eDoc
Association document in PDF format

Creating Drop Ship
Appointments Guide

Begins the downloading process of the Creating Drop Ship Appointments Guide
document in PDF format

Creating Origin Entry
Appointments Guide

Begins the downloading process of the Creating Origin Entry Appointments
Guide document in PDF format

Facility Profile

Begins the downloading process of the Facility Profile document in PDF format

Managing Drop Ship
Appointments Guide

Begins the downloading process of the Managing Drop Ship Appointments
Guide document in PDF format

Managing Origin Entry
Appointments Guide

Begins the downloading process of the Managing Origin Entry Appointments
Guide document in PDF format

FAST Appointment
Container Association
Quick Reference

Begins the downloading process of the FAST Appointment Container
Association Quick Reference document in PDF format

Appointment Shell

Begins the downloading process of the Appointment Shell document in PDF
format

Formatting and
Printing Reports

Begins the downloading process of the Formatting and Printing Reports
document in PDF format.

Joint Scheduling

Begins the downloading process of the Joint Scheduling document in PDF
format.

Mail Direction Report

Begins the downloading process of the Mail Direction Report document in PDF
format.

PostalOne! Customer
Registration

Begins the downloading process of the PostalOne! Customer Registration
document in PDF format.

Preferred Publications

Begins the downloading process of the Preferred Publications document in PDF
format.
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Resolution and
Internet Browser
Settings

Begins the downloading process of the Resolution and Internet Browser
Settings document in PDF format.

Web Services
Overview

Begins the downloading process of the Web Services Overview document in
PDF format.

Customer / Supplier
Agreements

Begins the downloading process of the Customer / Supplier Agreements
document in PDF format.

Business Customer
Gateway Introduction —
Dock Handout

Begins the downloading process of the Business Customer Gateway
Introduction — Dock Handout document in PDF format.

Business Customer
Gateway- New Users

Begins the downloading process of the Business Customer Gateway — New
Users document in PDF format.

Business Customer
Gateway — Existing
Users

Begins the downloading process of the Business Customer Gateway — Existing
Users document in PDF format.

Click the Customer Supplier Agreements — eDoc Association hyperlink to be redirected to
the page containing the Customer Supplier Agreements — eDoc Association PDF document.

Click the Creating Drop Ship Appointments Guide hyperlink to be redirected to the page
containing the Creating Drop Ship Appointments Guide PDF document.

Click the Creating Origin Entry Appointments Guide hyperlink to be redirected to the page
containing the Creating Origin Entry Appointments Guide PDF document.

Click the Managing Drop Ship Appointments Guide hyperlink to be redirected to the page
containing the Managing Drop Ship Appointments Guide PDF document.

Click the Managing Origin Entry Appointments Guide hyperlink to be redirected to the
page containing the Managing Origin Entry Appointments Guide PDF document.

Click the Facility Profile Information hyperlink to be redirected to the page containing the
Facility Profile PDF document.

Click the FAST Appointment Container Association Quick Reference Guide hyperlink to
be redirected to the page containing the FAST Appointment Container Association Quick
Reference Guide PDF document.

Click the Appointment Shell hyperlink to be redirected to the page containing the
Appointment Shell PDF document.

Click the Formatting and Printing Reports hyperlink to be redirected to the page containing
the Formatting and Printing Reports PDF document.

Click the Joint Scheduling hyperlink to be redirected to the page containing the Joint
Scheduling document.

Click the Mail Direction Report hyperlink to be redirected to the page containing the Malil
Direction Report document.

Click the PostalOne! Customer Registration hyperlink to be redirected to the page
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containing the PostalOne! Customer Registration PDF document.

Click the Preferred Publications hyperlink to be redirected to the page containing the
Preferred Publications PDF document.

Click the Resolution and Internet Browser Settings hyperlink to be redirected to the page
containing the Resolution and Internet Browser Settings PDF document.

Click the Web Services Overview hyperlink to be redirected to the page containing the Web
Services Overview PDF document.

Click the Customer / Supplier Agreements hyperlink to be redirected to the page containing
the Customer / Supplier Agreements PDF document.

Click the Business Customer Gateway Introduction — Dock Handout hyperlink to be
redirected to the page containing the Business Customer Gateway Introduction — Dock
Handout PDF document.

Click the Business Customer Gateway — New Users hyperlink to be redirected to the page
containing the Business Customer Gateway — New Users PDF document.

Click the Business Customer Gateway — Existing Users hyperlink to be redirected to the
page containing the Business Customer Gateway — Existing Users PDF document.

The Reference Documents page is displayed on the following page with the Customer Job Aids section
highlighted.
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Home | Siqn Out

Eacility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST}

Reference Documents

» Release Notes:

Pre-Release Notes 11/07/2010
Release Motes 05/23/2010
Release Notes 08/M15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Post-Release Notes 02/28/2010
Release Notes 03/14/2010
Release Notes 1115/2009
Release Notes 10/18/2009
Release Notes 08M6/2009

» Customer Job Aids:
Creating Drop Ship Guide (PDF)
Creating Origin Entry Appointments Guide (PDF)
Facility Profile Information (PDF'

Managing Drop Ship Guide (PDF}
Managing Origin Entry Guide (PDF!

EAST Container ion Quick Reference Guide
(PDF)

Appointment Shell (PDF)

Formatting and Printing Reports (PDF!

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (PDF}

Preferred Publications (PDF}

Resolution and Internet Browser Setffings (PDF)

Web Semvices Overnview (PDF]

Customer / Supplier Agreements (PDF]

Business Customer Gateway lion - Dock Handout (PDF}

Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP"

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Drop Ship Web Based Training flk to your deskiop
Please note this may take several minutes to save. Once the file is saved, click
the close button and navigate to your deskiop. From your deskiop EXTRACT
the zip file. To EXTRACT the file, right-click on the zip file and select "Extract to
Here". Once the file is extracted to your desktop open the Customer Web
Based Training folder and select the "Start Here” (named Start here.htm ) file
40 begin the course.

Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP}

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Origin Eniry Web Based Training file to your
deskiop. Please note this may take Several minutes to Save. Once the fie is
‘saved, click the close button and navigate to your desklop. From your deskiop
EXTRACT the zip fle. To EXTRACT the file, right-click on the zip file and select
“Extract o Here™. Once the file is extracted to your deskiop open the
Customer Web Based Training foider and select the "Start Here” (named Start
here.ntm ) fie to begin the course

Hote: The Customer Web Based Training is best viewed using hteret
Explorer or Netscape 8.2 or 7.X web browsers.

-

Mailer Rating Information:

Mailer Rating Introduction (PPT)

Mailer Rating Rating Process (PPT)
Mailer Rating Reports (PPT!

Mailer Rating Review (PPT)

v

Download User Guide (Version 14):
Customer User Guide (PDF)
Customer User Guide (HTML)
Customer User Guide (ZIP)

-

Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

-

Publication 804:
Publication 804

-

Domestic Mail Manual:
Domestic Mail Manual

» PSForms (8125):
PS Forms Page
Note: Clicking this link directs you to the USPS Forms page.
Please search for the folowing forms on ths page to downioad:
PS Form 8125 (PDF) - Plant-Werified Drop Shipment (PVDS) Verification and
Clearance (10/2005)
PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verification and Clearance (01/2006)

» Customer / Supplier Agreements:
Guide to Customer / Supplier

To view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download it nowr.

Download Adobe Acrobat PDF Reader
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10.1.3 Customer Web Based Training Course

The Customer Web Based Training Course is a tutorial designed to get users familiar and comfortable
with using the FAST online application. This course can be downloaded and run on any computer with a

compatible browser.

The fields and buttons on the Reference Documents (Customer Web Based Training Course
section) page are described below. A snhapshot of the page is displayed after the field
description.

Customer Web
Based Training
Course

Begins the downloading process of the Customer Web Based Training Course
document in ZIP format.

Customer Web Based Training Course ZIP file.

N ?Click the Customer Web Based Training Course hyperlink to begin the download of the
- 4

- Note:

pe— To be able to open the Customer Web Based Training materials the user must have some
form of zipping utility such as WinZip.

- Note:

cmecec_——~

The Reference Documents page is displayed on the following page with the Customer Web Based
Training section highlighted.
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Reference Documents

» Release Notes:

Pre-Release Notes 11/07/2010
Release Motes 05/23/2010
Release Notes 08/M15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Post-Release Notes 02/28/2010
Release Notes 03/14/2010
Release Notes 1115/2009
Release Notes 10/18/2009
Release Notes 08M6/2009

» Customer Job Aids:
Creating Drop Ship Guide (PDF)
Creating Origin Entry Appointments Guide (PDF)
Facility Profile Information (PDF'

Managing Drop Ship Guide (PDF}
Managing Origin Entry Guide (PDF!

EAST Container ion Quick Reference Guide
(PDF)

Appointment Shell (PDF)

Formatting and Printing Reports (PDF!

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (PDF}

Preferred Publications (PDF}

Resolution and Internet Browser Setffings (PDF)

Web Semvices Overnview (PDF]

Customer / Supplier Agreements (PDF]

Business Customer Gateway lion - Dock Handout (PDF}

Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP"

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Drop Ship Web Based Training flk to your deskiop
Please note this may take several minutes to save. Once the file is saved, click
the close button and navigate to your deskiop. From your deskiop EXTRACT
the zip file. To EXTRACT the file, right-click on the zip file and select "Extract to
Here". Once the file is extracted to your desktop open the Customer Web
Based Training folder and select the "Start Here” (named Start here.htm ) file
40 begin the course.

Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP}

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Origin Eniry Web Based Training file to your
deskiop. Please note this may take Several minutes to Save. Once the fie is
‘saved, click the close button and navigate to your desklop. From your deskiop
EXTRACT the zip fle. To EXTRACT the file, right-click on the zip file and select
“Extract o Here™. Once the file is extracted to your deskiop open the
Customer Web Based Training foider and select the "Start Here” (named Start
here.ntm ) fie to begin the course

Hote: The Customer Web Based Training is best viewed using hteret
Explorer or Netscape 8.2 or 7.X web browsers.

» Mailer Rating Information:
Mailer Rating Introduction (PPT)
Mailer Rating Rating Process (PPT)
Mailer Rating Reports (PPT!
Mailer Rating Review (PPT)

» Download User Guide (Version 14):
Customer User Guide (PDF)
Customer User Guide (HTML)
Customer User Guide (ZIP)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

» Publication 804:
Publication 804

» Domestic Mail Manual:
Domestic Mail Manual

» PSForms (8125):
PS Forms Page
Note: Clicking this link directs you to the USPS Forms page.
Please search for the folowing forms on ths page to downioad:
PS Form 8125 (PDF) - Plant-Werified Drop Shipment (PVDS) Verification and
Clearance (10/2005)
PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verification and Clearance (01/2006)

» Customer / Supplier Agreements:
Guide to Customer / Supplier

To view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download it nowr.

Download Adobe Acrobat PDF Reader
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10.1.4 Download Mailer Rating Information

The Download Mailer Rating Information section allows the user to access mailer rating teleconference
presentations for facilities or mailers in Microsoft PowerPoint (PPT) format. Links to presentations are
updated with the most recent material.

Mailer Rating Introduction (PPT)

e Mailer Rating Appointment Rating Process (PPT)

e Mailer Rating Reports (PPT)

e Mailer Rating Review (PPT)

The user begins the process from the Reference Documents page by CLICKING the associated Go>
button.

The fields and buttons on the Reference Documents (Mailer Rating Information section) page
are described below. A snapshot of the page is displayed after the field description.

Mailer Rating
Introduction
(PPT) hyperlink

Opens the .PPT form of the Mailer Rating Introduction.

Mailer Rating Opens the .PPT form of the Mailer Rating Appointment Rating Process.
Appointment

Rating Process
(PPT) hyperlink

Mailer Rating Opens the .PPT form of the Mailer Rating Reports (PPT).
Reports (PPT)
hyperlink

Mailer Rating Opens the .PPT form of the Mailer Rating Review.
Review (PPT)
hyperlink

The Reference Documents page is displayed on the following page with the Mailer Rating Information
section highlighted.
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Reference Documents

» Release Notes:

Pre-Release Notes 11/07/2010
Release Motes 05/23/2010
Release Notes 08/M15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Post-Release Notes 02/28/2010
Release Notes 03/14/2010
Release Notes 1115/2009
Release Notes 10/18/2009
Release Notes 08M6/2009

» Customer Job Aids:
Creating Drop Ship Guide (PDF)
Creating Origin Entry Appointments Guide (PDF)
Facility Profile Information (PDF'

Managing Drop Ship Guide (PDF}
Managing Origin Entry Guide (PDF!

EAST Container ion Quick Reference Guide
(PDF)

Appointment Shell (PDF)

Formatting and Printing Reports (PDF!

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (PDF}

Preferred Publications (PDF}

Resolution and Internet Browser Setffings (PDF)

Web Semvices Overnview (PDF]

Customer / Supplier Agreements (PDF]

Business Customer Gateway lion - Dock Handout (PDF}

Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP"

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Drop Ship Web Based Training flk to your deskiop
Please note this may take several minutes to save. Once the file is saved, click
the close button and navigate to your deskiop. From your deskiop EXTRACT
the zip file. To EXTRACT the file, right-click on the zip file and select "Extract to
Here". Once the file is extracted to your desktop open the Customer Web
Based Training folder and select the "Start Here” (named Start here.htm ) file
40 begin the course.

Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP}

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Origin Eniry Web Based Training file to your
deskiop. Please note this may take Several minutes to Save. Once the fie is
‘saved, click the close button and navigate to your desklop. From your deskiop
EXTRACT the zip fle. To EXTRACT the file, right-click on the zip file and select
“Extract o Here™. Once the file is extracted to your deskiop open the
Customer Web Based Training foider and select the "Start Here” (named Start
here.ntm ) fie to begin the course

Hote: The Customer Web Based Training is best viewed using hteret
Explorer or Netscape 8.2 or 7.X web browsers.

-

Mailer Rating Information:

Mailer Rating Introduction (PPT)

Mailer Rating Rating Process (PPT)
Mailer Rating Reports (PPT!

Mailer Rating Review (PPT)

» Download User Guide (Version 14):
Customer User Guide (PDF)
Customer User Guide (HTML)
Customer User Guide (ZIP)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

» Publication 804:
Publication 804

» Domestic Mail Manual:
Domestic Mail Manual

» PSForms (8125):
PS Forms Page
Note: Clicking this link directs you to the USPS Forms page.
Please search for the folowing forms on ths page to downioad:
PS Form 8125 (PDF) - Plant-Werified Drop Shipment (PVDS) Verification and
Clearance (10/2005)
PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verification and Clearance (01/2006)

» Customer / Supplier Agreements:
Guide to Customer / Supplier

To view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download it nowr.

Download Adobe Acrobat PDF Reader
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CLICK the Mailer Rating Introduction hyperlink to open the Mailer Rating Introduction in
¢ PPTformat.
CLICK the Mailer Rating Appointment Rating Process hyperlink to open the Mailer Rating
Appointment Rating Process in .PPT format.

CLICK the Mailer Rating Reports hyperlink to open the Mailer Rating Reports in .PPT
format.

CLICK the Mailer Rating Review hyperlink to open the Mailer Rating Review in .PPT format.

10.1.5 Download User Guide

The FAST User Guide is a document that explains the different features that FAST provides to the user.
It contains detailed instructions for the user to perform key functions in the FAST system. The user may
only download an external version of the User Guide. The download for the External User Guide is
accessible from two points in FAST; from the FAST Login page (pre-login) and from the Resources
Landing page (post-login).

The FAST User Guide section describes the following processes:
e Downloading User Guide in .PDF format

e Downloading User Guide in .HTML format

e Downloading User Guide as a .ZIP file

The user begins the process from the Reference Documents page by CLICKING the associated Go>
button.

The fields and buttons on the Reference Documents (FAST User Guide section) page are
described below. A snapshot of the page is displayed after the field description.

Customer User Begins the downloading process of the FAST User Guide in .PDF format.
Guide (PDF)
hyperlink

Customer User Begins the downloading process of the FAST User Guide in .HTML format.
Guide (HTML)

hyperlink

Customer User Begins the downloading process of the FAST User Guide as a .ZIP file.
Guide (ZIP)
hyperlink

The Reference Documents page is displayed on the following page with the FAST User Guide section
highlighted.
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Reference Documents

b Release Notes:

Pre-Release hotes 11/07/2010

Release Notes 051232010

Release Notes 0815/2010

Release Notes 04/11/2010
e Release Notes 03/28/2010

— Post-Release Notes 03/2812010
Release Notes 03/14/2010
Ents Release Notes 11/15/2009
TEM
Release Notes 10/18/2009

Release Notes 0816/2009

» Customer Job Aids:

Creating Drop Ship Guide (PDF]

Creating Origin Entry Guide (PDF)

Facility Profile Information {(PDF)

lianaqing Drop Ship Guide (PDF}

Managing Origin Entry Guide (PDF)

EAST Container Quick Reference Guide
(B0}

Appointment Shell (PDF)

Formatting and Printing Reports (POF]

Jaint Scheduling (PDF)

Wil Direction Report (PDF}

PostalOne! Customer Registration (PDF)
Preferred Publications (PDF!

Resolution and Intemet Browser Settings (PDF)
Web Senices Oveniew (PDF]

Customer | Supplier Agreements (PDF)

Business Cuslomer Gatewa - Dock Handout (PDF
Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF}

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP!
To open the Customer Web Basad Training fil you must have WIN ZIP. To
begin, save the Customer Drop Ship Web Based Training file to your deskiop.
Please note this may take several minutes to save. Once the file is saved, cick
the close button and navigate to your desktop. From your desktop EXTRACT
the zip file. To EXTRACT the fil, right-click on the zip fils and selact “Extract to
Here". Once the fle is extracted to your deskiop open the Customer Web:
Based Training folder and select the *Start Here” (named Start here htm ) fie
to begin the course.
Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 5.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training CourseiZI?)
To open the Customer Web Based Training fil you must have WIN ZIP. To
begin, save the Customer Origin Entry Web Based Training fi to your
deskiop. Please note this may take several minutes 1o save. Onee e fleis
saved, click the close button and navigate to your deskiop. From your deskiop
EXTRACT the zip fil. To EXTRACT the file, right-click on the zip file and select
"EXtract to Here”. Once the fils s extracted to your desklop open the.
Customer VWeb Based Training folder and select the “Start Here™ (named Start
here.him ) fie to begin the course.
Note: The Customer Web Based Training is best viewed using Infernet
Explorer or Netscape 6.2 o 7.X web browsers.

» Mailer Rating Information:
Wailer Rating Introduction (PPT)
liailer Rafing Rating Process (PPT)
Mailer Rating Reports (PPT]
Wailer Rating Review (PPT}

» Download User Guide (Version 14):
Customer User Guide (PDF)
Customer User Guide (HTHL}
Customer User Guide (ZIF)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

» Publication 804:
Publication 804

» Domestic Mail Manual:
Domestic Mail Manual

» PSForms (8125
PS8 Forms Page

Note: Clicking this link directs you to the USPS Forms page.
Please search for the folowing forms on the page to download:

PS Form 8125 (PDF) - Plant Verified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form §125-C (PDF) - Plant-Verified Drop Shipment (PVDS} Conselidated
Werification and Clearance (01/2006)

» Customer/ Supplier Agreements:
Guide to Customer / Supplier Aqreements

To view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download & now

Download Adobe Acrobat PDF Reader
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\\ CLICK the Customer User Guide hyperlink, associated to the User Guide in .PDF format, to
By @ be redirected to a page with the User Guide in .PDF format.
4

CLICK the Customer User Guide hyperlink, associated to the User Guide in .HTML format,
to be redirected to a page with the User Guide in .HTML format.

CLICK the Customer User Guide hyperlink, associated to the User Guide as a .ZIP file, to
begin the downloading process. A new window will appear prompting the user to either open
the WinZip file or save it to the computer. More detailed information about downloading files
is described in module 1.3.1 — Procedures.

Note:
To extract and open any of the WinZip files, the user must have the

WinZip application.

D

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

10.1.6 Link to Publication 804

Drop Shipment Procedures for Destination Entry (Publication 804) was developed to assist Postal Service
employees in handling drop shipments from the origin office to the destination office. The procedures
consist of mailing standards found in the Domestic Mail Manual (DMM). They establish official Postal
Service policy regarding the handling of drop shipments for Periodicals, Standard Mail, and Packaged

Services Mail.

The Publication 804 section describes the following processes:
e Linking to Publication 804 in .PDF format
e Linking to Publication 804 in text format

The user begins the process from the Reference Documents page by CLICKING the associated Go>
button.

The fields and buttons on the Reference Documents (Publication 804 section) page are
described below. A snapshot of the page is displayed after the field description.

Publication 804 Redirects the user to the USPS Publications Page.
hyperlink

The Reference Documents page is displayed on the following page with the Publication 804 section
highlighted.
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Reference Documents

» Release Notes:

Pre-Release Notes 11/07/2010
Release Motes 05/23/2010
Release Notes 08/M15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Post-Release Notes 02/28/2010
Release Notes 03/14/2010
Release Notes 1115/2009
Release Notes 10/18/2009
Release Notes 08M6/2009

» Customer Job Aids:
Creating Drop Ship Guide (PDF)
Creating Origin Entry Appointments Guide (PDF)
Facility Profile Information (PDF'

Managing Drop Ship Guide (PDF}
Managing Origin Entry Guide (PDF!

EAST Container ion Quick Reference Guide
(PDF)

Appointment Shell (PDF)

Formatting and Printing Reports (PDF!

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (PDF}

Preferred Publications (PDF}

Resolution and Internet Browser Setffings (PDF)

Web Semvices Overnview (PDF]

Customer / Supplier Agreements (PDF]

Business Customer Gateway lion - Dock Handout (PDF}

Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP"

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Drop Ship Web Based Training flk to your deskiop
Please note this may take several minutes to save. Once the file is saved, click
the close button and navigate to your deskiop. From your deskiop EXTRACT
the zip file. To EXTRACT the file, right-click on the zip file and select "Extract to
Here". Once the file is extracted to your desktop open the Customer Web
Based Training folder and select the "Start Here” (named Start here.htm ) file
40 begin the course.

Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP}

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Origin Eniry Web Based Training file to your
deskiop. Please note this may take Several minutes to Save. Once the fie is
‘saved, click the close button and navigate to your desklop. From your deskiop
EXTRACT the zip fle. To EXTRACT the file, right-click on the zip file and select
“Extract o Here™. Once the file is extracted to your deskiop open the
Customer Web Based Training foider and select the "Start Here” (named Start
here.ntm ) fie to begin the course

Hote: The Customer Web Based Training is best viewed using hteret
Explorer or Netscape 8.2 or 7.X web browsers.

-

Mailer Rating Information:

Mailer Rating Introduction (PPT)

Mailer Rating Rating Process (PPT)
Mailer Rating Reports (PPT!

Mailer Rating Review (PPT)

v

Download User Guide (Version 14):
Customer User Guide (PDF)
Customer User Guide (HTML)
Customer User Guide (ZIP)

-

Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

-

Publication 804:
Publication 804

» Domestic Mail Manual:
Domestic Mail Manual

» PSForms (8125):
PS Forms Page
Note: Clicking this link directs you to the USPS Forms page.
Please search for the folowing forms on ths page to downioad:
PS Form 8125 (PDF) - Plant-Werified Drop Shipment (PVDS) Verification and
Clearance (10/2005)
PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verification and Clearance (01/2006)

» Customer / Supplier Agreements:
Guide to Customer / Supplier

To view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download it nowr.

Download Adobe Acrobat PDF Reader
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N
~
= @ CLICK the Publication 804 hyperlink, to be redirected to the USPS Publications Page.
- ¥ Search for Publication 804 and CLICK TEXT to download .TEXT format.

The Publication 804 in text format is displayed below with the shortcut highlighted.

| ] Exhibits

&[] 1 Introduction

|2 Procedures at Ori
&-] ] 3 Appointment Proc
'] 4 Mailer Transport o

€] .
: o
Q}Bad{ > ﬂ lg] o) | search ¢ Favorites {1 v (9 - @ f:-i é% ';‘_?g

: Addrss @ htkp: fwwin, usps, com/publications/pubsfwelcome, hkm e a Go
BS&- @88 BB 44 b b @n|mE- g ex - OOE 5K

] Bookmark = é‘
T‘E j Publication 804 J

.§ [ '] Drop Shipment Proc

2 (1 April 2000

~1| 0O

2 L] Contents Contents
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=
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&-{ 17 Drop Shipment Ag 1-2. Definition of Drop SRIBIMENE . . v sy s v e v s s s s s £
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(] Appendix C - Abbre:
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2-1.1 Mailer Responsibilities ....................... ... .. = S e TR
2-1.2 Postal Service Responsibilities ...................oo oo
2-1.3 Resolving Discrepancies Reported by Destination Entry Facilities ...................
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221 General Standards ...
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@Done B Internet
\\\

= @ CLICK the Publication 804 hyperlink, to be redirected to the USPS Publications Page.
- ¥ Search for Publication 804 and CLICK PDF to download .PDF format.

10.1.7 Link to Domestic Mail Manual

The Domestic Mail Manual (DMM) contains the official rates and standards of the U.S. Postal Service
governing domestic mail services. The user may access the DMM in .PDF format on the Postal Explorer
website. Postal Explorer holds the most recent Domestic Mail Manual.

The Domestic Mail Manual section describes how the user may view the manual in .PDF format

The user begins the process from the Reference Documents page by CLICKING the associated Go>
button.
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The fields and buttons on the Reference Documents (Domestic Mail Manual section) page
are described below. A snapshot of the page is displayed after the field description.

Domestic Mail
Manual hyperlink

Redirects the user to the USPS Domestic Mail Manual Page.

The Reference Documents page is displayed on the following page with the Domestic Mail Manual

section highlighted.
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Reference Documents

» Release Notes:

Pre-Release Notes 11/07/2010
Release Motes 05/23/2010
Release Notes 08/M15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Post-Release Notes 02/28/2010
Release Notes 03/14/2010
Release Notes 1115/2009
Release Notes 10/18/2009
Release Notes 08M6/2009

» Customer Job Aids:
Creating Drop Ship Guide (PDF)
Creating Origin Entry Appointments Guide (PDF)
Facility Profile Information (PDF'

Managing Drop Ship Guide (PDF}

Managing Origin Entry Guide (PDF!

EAST Container ion Quick Reference Guide
(PDF)

Appointment Shell (PDF)

Formatting and Printing Reports (PDF!

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (PDF}

Preferred Publications (PDF}

Resolution and Internet Browser Setffings (PDF)

Web Semvices Overnview (PDF]

Customer / Supplier Agreements (PDF]

Business Customer Gateway lion - Dock Handout (PDF}

Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP"

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Drop Ship Web Based Training flk to your deskiop
Please note this may take several minutes to save. Once the file is saved, click
the close button and navigate to your deskiop. From your deskiop EXTRACT
the zip file. To EXTRACT the file, right-click on the zip file and select "Extract to
Here". Once the file is extracted to your desktop open the Customer Web
Based Training folder and select the "Start Here” (named Start here.htm ) file
40 begin the course.

Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP}

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Origin Eniry Web Based Training file to your
deskiop. Please note this may take Several minutes to Save. Once the fie is
‘saved, click the close button and navigate to your desklop. From your deskiop
EXTRACT the zip fle. To EXTRACT the file, right-click on the zip file and select
“Extract o Here™. Once the file is extracted to your deskiop open the
Customer Web Based Training foider and select the "Start Here” (named Start
here.ntm ) fie to begin the course

Hote: The Customer Web Based Training is best viewed using hteret
Explorer or Netscape 8.2 or 7.X web browsers.

» Mailer Rating Information:
Mailer Rating Introduction (PPT)
Mailer Rating Rating Process (PPT)
Mailer Rating Reports (PPT!
Mailer Rating Review (PPT)

» Download User Guide (Version 14):
Customer User Guide (PDF)
Customer User Guide (HTML)
Customer User Guide (ZIP)

» Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

» Publication 804:
Publication 804

» Domestic Mail Manual:
Domestic Mail Manual

» PSForms (8125):
PS Forms Page

Note: Clicking this link directs you to the USPS Forms page.

Please search for the folowing forms on ths page to downioad:

PS Form 8125 (PDF) - Plant-Werified Drop Shipment (PVDS) Verification and
Clearance (10/2005)

PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verification and Clearance (01/2006)

» Customer / Supplier Agreements:
Guide to Customer / Supplier

To view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download it nowr.

Download Adobe Acrobat PDF Reader
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~
= @?CLICK the Domestic Mail Manual hyperlink, to be redirected to the USPS Domestic Malil
- 4

Manual page. CLICK Download DMM to download the Domestic Mail Manual in .PDF

format.

The Domestic Mail Manual in .PDF format is displayed below.

| A htnz peisns eov/cpim/ito/manials mmldmmte.pd = ticrosoftinteriet Exploner:
FRAE Hach] . he e Fl

File Edit WView Favorites Tools Help

OBack M > | ﬁ ﬂ _;‘ f.'Search ‘_}'IT';K:-'Favoribes weJ'Media 67 ==

Address @ http: fipe.usps. gov/

- 1&]x]
’.',

BE&- -8 8208 E 44 b | @ |[mEB-T-& | 0k -&® O0OO0EE G- M
>
: B
£ Domestic Mail Manual—Contents
q DMM Issue 58 Updated 01-06-05
| TRANSMITTAL LETTER FORWARDING AND RELATED
DMM OVERVIEW SERVICES
QUICK SERVICE GUIDES LABELING LISTS =
MAIL PREPARATION AND
ADDRESSING SORTATION
CHARACTERISTICS AND POSTAGE AND PAYMENT
CONTENT METHODS
DEPOSIT, COLLECTION, AND RATES AND FEES
DELIVERY SPECIAL SERVICES
ELIGIBILITY INDEX INFORMATION L
A M o4 10f1 P H 8.5x578in o = H
&) Done ® Internet

10.1.8 Download PS Form 8125 (Plant-Verified Drop Shipment Form)

The PS Form 8125 contains the expected unload and appointment information of the scheduled drop
shipment. When the appointment arrives at the drop shipment facility, the dock floor personnel may

record the arrival time and any content discrepancies found between what content was scheduled to

arrive and what content actually arrived. A user may also indicate any load condition irregularities.

The PS Form 8125 is divided into three main sections:

e Mailer Information section — Contains the scheduled appointment information

e Origin Post Office section — Contains more detailed appointment information that is verified by the

originating Post Office

o Destination Entry Post Office or Delivery Unit section — Contains the actual arrival site, time and

any discrepancies or irregularities of the appointment

The PS Form 8125 section describes how the user may download the form in .PDF format.
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The user begins the process from the Reference Documents page by CLICKING the associated Go>
button.

The fields and buttons on the Reference Documents (PS Form 8125 section) page are
described below. A snapshot of the page is displayed after the field description.

PS Forms Page
hyperlink

Redirects user to the USPS Forms Page.

The Reference Documents page is displayed on the following page with the PS Form 8125 section

highlighted.
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UNITED STATES
POSTAL SERVICE« Home | Siqn Out

Eacility Access and Shipment Tracking (FAST)

i Facility Access and Shipment Tracking (FAST}

Reference Documents

» Release Notes:

Pre-Release Notes 11/07/2010
Release Motes 05/23/2010
Release Notes 08/M15/2010
Release Notes 04/11/2010
Release Notes 03/28/2010
Post-Release Notes 02/28/2010
Release Notes 03/14/2010
Release Notes 1115/2009
Release Notes 10/18/2009
Release Notes 08M6/2009

» Customer Job Aids:
Creating Drop Ship Guide (PDF)
Creating Origin Entry Appointments Guide (PDF)
Facility Profile Information (PDF'

Managing Drop Ship Guide (PDF}

Managing Origin Entry Guide (PDF!

EAST Container ion Quick Reference Guide
(PDF)

Appointment Shell (PDF)

Formatting and Printing Reports (PDF!

Joint Scheduling (PDF)

Mail Direction Report (PDF)

PostalOne! Customer Registration (PDF}

Preferred Publications (PDF}

Resolution and Internet Browser Setffings (PDF)

Web Semvices Overnview (PDF]

Customer / Supplier Agreements (PDF]

Business Customer Gateway lion - Dock Handout (PDF}

Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF

» Customer Drop Ship Web Based Training Course:
Customer Web Based Training Course(ZIP"

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Drop Ship Web Based Training flk to your deskiop
Please note this may take several minutes to save. Once the file is saved, click
the close button and navigate to your deskiop. From your deskiop EXTRACT
the zip file. To EXTRACT the file, right-click on the zip file and select "Extract to
Here". Once the file is extracted to your desktop open the Customer Web
Based Training folder and select the "Start Here” (named Start here.htm ) file
40 begin the course.

Hote: The Customer Web Based Training is best viewed using Internet
Explorer or Netscape 6.2 or 7.X web browsers.

» Customer Origin Entry Web Based Training Course:
Customer Web Based Training Course(ZIP}

To open the Customer Web Based Training file you must have WIN ZP. To
begin, save the Customer Origin Eniry Web Based Training file to your
deskiop. Please note this may take Several minutes to Save. Once the fie is
‘saved, click the close button and navigate to your desklop. From your deskiop
EXTRACT the zip fle. To EXTRACT the file, right-click on the zip file and select
“Extract o Here™. Once the file is extracted to your deskiop open the
Customer Web Based Training foider and select the "Start Here” (named Start
here.ntm ) fie to begin the course

Hote: The Customer Web Based Training is best viewed using hteret
Explorer or Netscape 8.2 or 7.X web browsers.

-

Mailer Rating Information:
Mailer Rating Introduction (PPT)
Mailer Rating Rating Process (PPT)
Mailer Rating Reports (PPT!
Mailer Rating Review (PPT)

v

Download User Guide (Version 14):
Customer User Guide (PDF)
Customer User Guide (HTML)
Customer User Guide (ZIP)

-

Drop Ship Delivery Unit Hours File:
Drop Ship Delivery Unit Hours File (EXCL)

Note: The Drop Ship Delivery Unit Hours file must be viewed using Excel 2003
or greater.

-

Publication 804:
Publication 804

-

Domestic Mail Manual:
Domestic Mail Manual

» PSForms (8125):
PS Forms Page
Note: Clicking this link directs you to the USPS Forms page.
Please search for the folowing forms on ths page to downioad:
PS Form 8125 (PDF) - Plant-Werified Drop Shipment (PVDS) Verification and
Clearance (10/2005)
PS Form 8125-C (PDF) - Plant-Verified Drop Shipment (PVDS) Consolidated
Verification and Clearance (01/2006)

» Customer / Supplier Agreements:
Guide to Customer / Supplier

To view the user guide as a PDF fie you must have Adobe Acrobat Reader. Click
below to download it nowr.

Download Adobe Acrobat PDF Reader
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~
= @ CLICK the PS Forms Page hyperlink, to be redirected to the USPS Forms page. The user
- ¥ will search for the PS Form 8125 to download in .PDF format.

The PS Form 8125 in .PDF format is displayed on the following page.

TR G o ioreal Pt VIR par WaETosolt Tarmet Caporer u@;’E
Fie Edt GoTo Favormes Help

O WA G P e @ I-SELE B

rttms forvew s, com Forms_odf DB 125 o -

* ‘;]' B iz a8 "‘"“gj

United States Postal Service® 1. Requested In-Home Delivery Date [2. Drop Ship Appaintment Number
Plant-Verified Drop Shipment (PVDS) (3-day eindon)
Verification and Clearance s form avallatie at wwwusps com
See Instructions on Reverse
5 Wailler Mame CFAST Scheduler 0[5, Maller Contact Name |5, Maller Contact Telephone
{lnctude anea code)
7. Origin Pant Location (City, state, ZIP+4%) 8. Check One
[ Identical-Weight Pieces. Weight of a Single Piece Ibs.
[0 Nonidentical-Weight Pieces
9. Class of Mail 10. Product or Publication Tile 11. Total Gross Weight of Shipment { Veriied af ongin ofice)
O Periodicals [] Std. Mail or Names

O Package Services
O ntemnational (Specify class)

[1Z. Type of Mail Processing Category [Check all fhaf apply)
[ Letters [ Automation Compatible [ Imegular Parcals

O Frats [m} i Parcels [J i Parcals
§ 13, Pallets :.'_Il_::.’:alom B T Fellein . Pl i, Vo Palle 3. Nen-Palietized Containers
g 5 j. 5-Digit T, Mo of Bundies
£ 2 :ii. 5-D Scheme ii. No.of Trays
i: E .|ii_ 5DCR iii. No. of Sacks
§§ iv. 5D Scheme CR [ i”fsrcils
%E |v. 3D V. No. of Other (Describe) ]

@ riwgwr Tone.
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United States Fostal Sordon® o 1 b L ¥ B
Plant-¥erified Drop Shipment (PVDS) ety it
Werification and Clearancs  Ths fem sotlsbs s s e
B e s B = M i
] = FRET 3 = 3 L]
r TR AT O
[T Corigin PEanT Lacalen [y, s, 2y [ == e )
L] el - g Pmr. Wit of 1 gl P I
O] e vl ght P s
[T Cbom A el T Pradked o Pl cikn THR Tol Ui Ve e o SHgaTeal | Ve d & argafea ¥
O Padodkabs [ @ s or M
O Packosgs Serviom = e
i ) T Ty ol W 1P ceen {) Cmgpry (L st o P g )
O himmationsl (Spachircass) O Latsrs [ Aussmretion Cormgsiials [ imagular P rosk
[m [m] ancke [0 Poasdn
TR ] 1 Y 7 Sl 1S bt
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10.2 Drop Ship Product File

Download

User Guide

The Drop Ship Product page allows a user to download various drop ship product files. There are 10

different files that include:

e Address File — The Drop Ship Address portion of the product contains USPS facility address and

telephone information.

e Supplemental Site File — The Drop Ship Supplemental Site portion of the product contains

docking information, processing hours, and directions to the drop ship facilities.

e Parcel File — The Drop Ship Parcel portion of the product contains ZIP Codes and processing

hours.

e Mail Direction File — The Drop Ship Mail Direction File lists the DDU, SCF, ADC and NDC
discount default drop entry points and redirections by ZIP Code, CRID, Mail Class, Mail Shape,
Pallet Code and Effective Dates.
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Mail Direction File v2 — The Drop Ship Mail Direction File v2 lists the DDU, SCF, ADC and NDC
discount drop entry points (no default or redirection records) by ZIP Code, CRID, Mail Class, Mail
Shape, Pallet Code, Effective Dates and applicable Truck Sizes (if specific). All non-DDU drop
entry points will be linked to a corresponding Label in L601, L602, LO04 or LOO5 Label Lists.
Mail Direction File v3 — The Drop Ship Mail Direction File v3 lists the DDU, SCF, ADC and NDC
discount default drop entry points and redirections by ZIP Code, CRID, Mail Class, Mail Shape,
Pallet Code and Effective Dates. This version also lists each facility’s SV scanning capability.

e CIN List File — The Drop Ship CIN List File lists CIN Codes with their Mail Class, Mail Shape and

Sort Type.

e Drop Ship Delivery Unit Hours File - The Drop Ship Delivery Unit Hours File lists the Delivery
Unit hours per Facility by Locale Key.

e Layout File — The Layout File displays detailed information for each file located in the Drop Ship
Product File Download page.

e BMEU File —-The BMEU File will display BMEU hours for all days of the week as well as the Drop
Site Key for all facilities identified as a BMEU from FDB. Additional details for the BMEU can be
found in the Address and Supplemental Site File (other files in the Drop Ship Product).

e Critical Entry Time File — The Critical Entry Time (CET) file contains the nationally standardized
CET times for all mail classes other than Periodicals. For Periodicals, this data is received from
the MPOPS system per Facility within the FAST application.

The user may either download all of the files at once by selecting the All File download button or they
may download each file individually.

The user begins the process from the Resources Landing page. The user CLICKS the Drop Ship
Product File Download link, or associated Go> button to display the Drop Ship Product File Download
page. The user may then select which file to download and CLICK the associated Download button.

The fields and buttons on the Drop Ship Product File Download page are described below. A
snapshot of the page is displayed after the field description.

(Address File)

Download (All Begins the downloading process of all files in the Drop Ship Product File.
Files)
Download Begins the downloading process of the Address File.

Download
(Supplemental
Site File)

Begins the downloading process of the Supplemental Site File.

Download (Parcel
File)

Begins the downloading process of the Parcel File.

Download (Mail
Direction File)

Begins the downloading process of the Mail Direction File.

Download (Mail
Direction File v2
File)

Begins the downloading process of the Mail Direction File v2.

Download (Mail
Direction File v3
File)

Begins the downloading process of the Mail Direction File v3.

Download (CIN
List File)

Begins the downloading process of the CIN List File.
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Download (Drop | Begins the downloading process of the Drop Ship Delivery Unit Hours File.
Ship Delivery
Unit Hours File)

Download Begins the downloading process of the Layout File.
(Layout File)

Download Begins the downloading process of the BMEU File.

(BMEU File)

Download Begins the downloading process of the Critical Entry Time File.
(Critical Entry

Time File)

The Drop Ship Product File Download page is displayed on the following page.

UNITED STATES
POSTAL SERVICE« Home | Sign Cut

Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Drop Ship Product File Download

Download File:

All Files jas of | Dawnload
Address File jas of Dawnload
Supplemental Site File |as of ) Downioad
Grigin Eatry Parcel File [as of | Download
Mail Direction File jas of ) Download
Mail Direction File v2 {as of } Dowmlpad
CIN List File [as of ) Dawnload
Drop Ship Delivery Unit Hours File fas of | Download
Layout File [as of ) Download
BMEU Fila las of ) Dawnload
Critical Entry Time File {as of ) Download
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Y CLICK the Download button to begin the downloading process. A new window will appear
@ prompting the user to either open the zip file or save it to the computer. More detailed

information about downloading files is described in module 1.3.1 — Procedures.

’

Bt Note:

|
|
|
|
' —
'
'
'
'

\

_______________________________________________________________________________________

To extract and open any of the WinZip files, the user must have the
WinZip application.

The Label List Files page allows a user to access Postal Explorer to view various Label Lists as well as
download all Label Lists together in a single download, or at one time. The files will be posted in
alignment with changes in the Postal Bulletin.

The user may either download all of the files at once by clicking the Label List Files Download (all
Label Lists) Download button, or they may download a specific label list by clicking on its corresponding

Download button.

The user begins the process from the Resources Landing page. The user CLICKS the Label List Files
Download link, or associated Go> button to display the Label List Files page.

The fields and buttons on the Label List Files page are described below. A snapshot of the
page is displayed after the field description.

Label List Files

Postal Explorer Link to Label Lists

Go button

Directs user to Postal Explorer page

Download (Label List Files
Download)

Begins the downloading process of all Label Lists including guide and
layout files

Download (LOOO NDC
Labeling List)

Begins the downloading process of the LOOO NDC Label List

Download (LOO1 5-Digit
Scheme — Periodicals,
Standard Mail, and Package
Services Flats and Irregular
Parcels)

Begins the downloading process of the LO01 5-Digit Scheme —
Periodicals, Standard Mail, and Package Services Flats and Irregular
Parcels Label List

Download (L002 3-Digit ZIP
Code Prefix Matrix)

Begins the downloading process of the L0O02 3-Digit ZIP Code Prefix
Matrix Label List.

Download (LO03 3-Digit ZIP
Code Prefix Groups — 3-Digit
Scheme Sortation)

Begins the downloading process of the LO03 3-Digit ZIP Code Prefix
Groups — 3-Digit Scheme Sortation Label List

Download (LO04 3-Digit ZIP
Code Prefix Groups — ADC

Begins the downloading process of the L0O04 3-Digit ZIP Code Prefix
Groups — ADC Sortation Label List
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Sortation)

Download (L0OO5 3-Digit ZIP
Code Prefix Groups — SCF
Sortation)

Begins the downloading process of the LO05 3-Digit ZIP Code Prefix
Groups — SCF Sortation Label List

Download (LO06 FSS)

Begins the downloading process of the LOO6 FSS Label List

Download (LOO7 5-Digit
Scheme — Periodicals,
Standard Mail, and Package
Services Flats in Bundles)

Begins the downloading process of the LO07 5-Digit Scheme —
Periodicals, Standard Mail, and Package Services Flats in Bundles
Label List

Download (LOO8 5-Digit
Scheme — Periodicals,
Standard Mail, and BPM Flats
in Bundles)

Begins the downloading process of the LO08 5-Digit Scheme —
Periodicals, Standard Mail, and BPM Flats in Bundles Label List

Download (LO09 Mixed ADCs
— Periodicals, Standard Mail,
and Package Services Flats
and Irregular Parcels)

Begins the downloading process of the LO09 Mixed ADCs — Periodicals,
Standard Mail, and Package Services Flats and Irregular Parcels Label
List

Download (L010 NDC/ASF
Entry — Standard Mail Letters
and Package Services
Irregular Parcels)

Begins the downloading process of the L010 NDC/ASF Entry — Standard
Mail Letters and Package Services Irregular Parcels Label List

Download (LO11 Non-
NDC/ASF Entry — Periodicals
and Standard Mail Letters)

Begins the downloading process of the LO11 Non-NDC/ASF Entry —
Periodicals and Standard Mail Letters Label List

Download (L201 Periodicals
Origin Split and First-Class
Mail Mixed ADC/AADC)

Begins the downloading process of the L201 Periodicals Origin Split and
First-Class Mail Mixed ADC/AADC Label List

Download (L601 NDCs)

Begins the downloading process of L601 NDCs Label List

Download (L602 ASFs)

Begins the downloading process of L602 ASFs Label List

Download (L603 — Origin Entry
NDC — Parcels)

Begins the downloading process of L603 — Origin Entry NDC — Parcels
Label List

Download (L604 — Origin Entry
NDC — Standard Mail Letters
and Flats, Package Services
Flats )

Begins the downloading process of L604 — Origin Entry NDC —
Standard Mail Letters and Flats, Package Services Flats Label List

Download (L605 NDCs/ASFs
— Nonmachinable Parcel Post
NDC Presort and ONDC
Presort)

Begins the downloading process of L605 NDCs/ASFs — Nonmachinable
Parcel Post NDC Presort and ONDC Presort Label List

Download (L606 5-Digit
Scheme — Standard Mail,
First-Class Mail, and Package
Services Parcels)

Begins the downloading process of L606 5-Digit Scheme — Standard
Mail, First-Class Mail, and Package Services Parcels Label List
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Download (L607 3-Digit ZIP
Code Sort Option for Drop-
Ship Mailers)

Begins the downloading process of L607 3-Digit ZIP Code Sort Option
for Drop-Ship Mailers Label List

Download (L801 — AADCs —
Letter-Size Mailings)

Begins the downloading process of L801 — AADCs — Letter-Size
Mailings Label List

A snapshot of the Label List Files page is displayed below.
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UNITED STATES
POSTAL SERVICE = Home | Sign Out

Facility Access and Shipment Tracking (FAST]

Recur,inﬁ‘”’i Facility Access and Shipment Tracking (FAST)

Facilities

Crafies Label List Files
Reports
Resources

» Label List Files
Postal Explorer Link to Label List “Go>)

Download File:

»  Label List Files Download (All Label Lists) (as of 12/08/2010) Download
MTE Returns :
»  L00O NDC Labeling List (as of 12/08:2010) | Download )
Origin Entry
L0O01 5-Digit Scheme - Periodicals, Standard :
» Mail, and Package Services Flats and Irregular  (as of 12/08/2010p | Download |
Parcels
» LO02 3-Digit ZIP Code Prefix Matrix {as of 12/08/2010} _Qp_p_wam_ag |

L003 3-Digit ZIP Code Prefix Groups - 3-Digit

» Scliéme Sortaison (as of 12108/2010}  ( Downioad )
» L0O04 3-Digit ZIP Code Prefix Groups - ADC (as of 1210812010} g P———
Sortation =
» L005 3-Digit ZIP Code Prefix Groups - SCF (a5 of 120082010} | “Downioad )
Sortation
» LO0G 5-Digit Metro Scheme (as of 1210812010} [ Dowmioad )
LO0T 5-Digit Scheme - Periodicals, Standard =
2 2108/ Downipad
K Mail, and Package Services Flats in Bundles (2= nFIZI052000) ootz
» L008 3-Digit Scheme - Periodicals, Standard (as of 121082010)  ( Dowmivad )

Mail, and BPM Flats in Bundles

LO09 Mixed ADCs - Periodicals, Package . .
» Services Flats and Irregular Parcels and (as of 12/08/2010)  ( Dowmload )
Standard Mail Flats

LO10 NDCIASF Entry - Standard Mail Letters and

/081" (Download )
*  Ppackage Services Irregular Parcels Croploniomn e
L011 Non-NDCIASF Entry - Periodicals and N
*  Standard Mail Letters Gsorazoig L0
L201 Periodicals Origin Split and First-Class . 7 ~
/. [y lpad |
» Mail Mixed ADC/AADC (as of 12/08/2010) Download
»  L601NDCs (as of 1210812010} Download
»  LB02ASFs (as of 12/08:2010) | Dewnload
» LG03 ADCs - Irregular Standard Mail Parcels {as of 12/08/2010) _'_1_:'_?_.,1,{;_(&_3_9? |
» L604 Originating ADCs - Standard Mail Irregular (a5 of 1210812010} Tevaload)
Parcels - =
LE605 NDCs/ASFs - Nonmachinable Parcel Post . -
*  NDC Presort and ONDC Presort Espesznsoasey | DM
L606 5-Digit Scheme - Standard Mail, First- ; - e
5 108 D load |
K Class Mail, and Package Services Parcels (as of 12108/2010} ounioad )
» LSQ? 3-Digit ZIP Code Sort Option for Drop-Ship (a5 of 121082010 | Downivad )
Mailers " =
»  LB01AADCs - Letter-Size Mailings (as of 12/08/2010) | Download |
» Layout File {as of 09/256/2009) _'_i}l_r_r_wy_m_a_rf |
Forms Bov't Services Frivacy Policy

10.4 Message Board
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Messages are created by administrators in the FAST system to display facility-specific and general
information to the FAST user. Messages are displayed to the user via the Message Board. Users may
view all general and facility messages that have not yet expired.

The Message Board section describes the process for viewing the board.

The Message Board is accessible from three points in FAST; from the FAST Login page (pre-login), from
the Resources Landing page (post-login), and from the Message Board Pop Up (post-login). The user
begins the process from the FAST Login page. Upon login the Message Board Pop Up will
automatically be displayed. The user may also access the Message Board from the Resources Landing
page. The user CLICKS the Message Board link, or associated Go> button to display the Message
Board.

The fields and buttons on the Message Board page are described below. A snapshot of the
page is displayed after the field description.

Facility Triggers the application to bring the user to the Facility Message section on the

Messages link Message Board.

General Triggers the application to bring the user to the General Message section on the
Messages link Message Board.

Facility Includes all Facility Messages available.

Messages

General Includes all General Messages available.

Messages

Back to Top link Triggers the application to bring the user back to the top of the Message Board.

The FAST Message Board is displayed on the following page.

UNITED STATES
POSTAL SERVICE= Home | Sign Qut

Facility Access and Shipment Tracking (FAST)

Hocuiing E Facility Access and Shipment Tracking (FAST)

Eacilities

Profiles

Reports
Resources
Reference Documents

Drop Ship Product File Download

Wiew CIN List
View CIN Group List
MTE Returns

Origin Entry
Customer [ Supplier
Agreements

TEM

FAST Message Board

Facility Messages
General Wessages

Facility Messages:

Ho Facility Messages Available

General Messages:
HNo General Messages Available

Backto Top

View Printable Version
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10.5 What’s New Board

What's New is a message posting system where administrators of the FAST system may display system-
related information to all FAST users. The board will contain any listings with an expiration date equal to
or greater than the current date.

The What's New Board section describes the process for viewing the board.

The What's New Board is accessible from two points in FAST; from the FAST Login page (pre-login) and
from the Resources Landing page (post-login). The user begins the process from the Resources Landing
page. The user CLICKS the What’s New Board link, or associated Go> button to display the What's

New Board.

The fields and buttons on the What’s New Board page are described below. A shapshot of
the page is displayed after the field description.

What's New Post
Date

The date the message was posted by the user.

What's New
Expiration Date

The date the message will expire and cease to be displayed on the What's New
Board.

Subject

The subject of the message entered by the user.

What's New

The text of the new message entered by the user.

Back to Top link

Triggers the application to bring the user back to the top of the What's New Board.

The FAST What's New Board is displayed on the following page.
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Recurring E Facility Access and Shipment Tracking (FAST)

Facilities
lole What's New Board View Printable Version

Reports
Resources
Reference Documents

No What's New Posting Available

Drop Ship Product File Download
Label List Files Download

Backto Top

View CIN Group List
MTE Returns

Origin Entry
Customer / Supplier
Agreements

TEM

10.6 View CIN List

The View CIN List section describes the process for viewing the list of active Content Identifier Numbers
(CINS). A user may view the complete list of active CINS or filter a list of active CINS to the criteria they
are interested in. Users may filter based upon either a single CIN or by CIN characteristics like Mail
Class, Mail Shape and Presort.

The View CIN List page is accessible from two points in FAST: from the Resources Landing Page (pre-
login), from the Resources Landing Page (post-login).

The fields and buttons on the View CIN List page are described below. A snapshot of the page
is displayed after the field description.

Enter CIN Text box to enter the CIN of the desired CIN.

Mail Class Drop-down box listing all mail classes that the user may choose to filter by.
Mail Shape Drop-down box listing all mail shapes that the user may choose to filter by.
Presort Drop-down box listing all presorts that the user may choose to filer by.
Submit Retrieves the CIN List for the selected search criteria.

CIN Displays the CIN Code.

Mail Class Displays the mail class of the associated CIN.

Mail Shape Displays the mail shape of the associated CIN.

Presort Displays the presort of the associated CIN.
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UNITED STATES
POSTAL SERVICE « Home | Sign Out

Facility Access and Shipment Tracking (FAST)

ps—=we Facility Access and Shipment Tracking (FAST)

Eacilities

Profiles

Report - z
I View CIN List Return to Previous Screen
Resources

a

The Search and Sort options below allow you ta filter the CIN List shown at the bottom ofthe
page. Click"Submit" to return to the complete list.

Search and Sort Options

Enter CIN: |
MTE R or
2 Mail Class: | Periodicals |
Origin Entry ; -
Customer [ Supplier Wail Shape: | Flats I |
Agreements B
TEM =
Presort | 5D BC/NBC v| Submit >
CIN List
CIH Mail Class Mail Shape Presort
321 Feriodicals Flats 5D BCMBC

Total (1 result) i

On initial load of the View CIN List page, the list of all active CINs will be displayed. The user may narrow
down the search of active CINs by one of two ways:

Search for a specific CIN:
1. Enter the CIN Code into the Enter CIN textbox
2. CLICK the Submit button

Search for CINS based on Mail Class, Mail Shape, and Presort:
1. SELECT a mail class from the Mail Class drop-down box
2. SELECT a mail shape from the Mail Shape drop-down box
3. SELECT a presort from the Presort drop-down box
4. CLICK the Submit button

The result(s) will be displayed in the CIN List table at the bottom of the page.
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10.7 View CIN Group List

The View CIN Group List section describes the process for viewing the list of active CIN Groups in the
FAST system.

The View CIN Group List page is accessible from two points in FAST: from the Resources Landing Page
(pre-login), and from the Resources Landing Page (post-login).

The fields and buttons on the View CIN Group List page are described below. A snapshot of the
page is displayed after the field description.

CIN Group Displays the CIN Group.
CIN Displays the CINs associated to the CIN Group.
UNITED STATES
POSTAL SERVICE = Home | Sign Out

Fm:ili_t\\-r Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Appointments

Eacilities
Profiles
Reports . .
CtRROTS View CIN Group List
Resources
Vgt Data Return to Previous Scraen
Below is alist of all CIMN Groups with their details.
: 1 Excel | B} View Pri
CIH Group Clls
CEBCSs Standardi etters 563, 564
Default DEF

Origin Entry
Customer | Supplier

Agreements
TEM

Package Setvices (Perishable)rregqular Parcels

Package Services (Perizhable iMachinable Parcels

Package Services - BPMILibraryhdedia Flats

Package Services - BPhMiLibraryhdedia Arregular
Parcels

Package Services - BPMLibraryhedia Machinable

PE3, PGS, GI01, QO3

PB2, PB4, 00, Q02

f35, 636, 637, 638,

B39, 548, 649, 650, 651,

£53, 654, B57, 658, 659,
B61, BE7, G685, BEY

BO0, 61, 592, 534,
695, 697, 698

B850, 652, 633, 634,

Parcels 647
Packadge Setvices - Parcel Selects Machinatble B30, 635
Parcelzs
Package Services - Parcel Select! Mon-Machinable 635

All active CIN Groups will be displayed on one page. Each CIN Group in the table will link to a View CIN
Group Details page which will show the details for the CIN Group and the CINs that belong to it.

The fields and buttons on the View CIN Group — Details page are described below. A snapshot
of the page is displayed after the field descriptions.
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Description Displays the CIN Group Name.
Mail Class Displays the mail class of the CIN Group.
Mail Shape Displays the mail shape of the CIN Group.
Perishable Read-Only checkbox to indicate if the CIN Group is perishable.
CIN Displays the CIN Code.
Mail Class Displays the Mail Class of the associated CIN.
Mail Shape Displays the Mail Shape of the associated CIN.
Presort Displays the Presort of the associated CIN.

UNITED STATES

POSTAL SERVICE «

Horme | Sign Ot

Facility Access and Shipment Tracking (FAST)

ol Facility Access and Shipment Tracking (FAST)

Profiles

. Reporis View CIN Group - Details
Resources

Return to Previous Screen
Below is the CIM information you requested.

Description: Package Services - Parcel Selecti Machinahle Parcels
Mail Class: Package Sernices-Parcel Select Perizhahle

Mail Ehape: Machinahle Parcels

Origin Entry
Customer [ Supplier CINs included in the CIN Group:
Agreements Export options: Downloa
TEM
CIH Mail Class Mail Shape Presort
6383 Package Services Parcels 505D SCHEME
630 Package Services Machinable Parcels 505D SCHEME

feiabi=t Hie)

10.8 MTE Returns Request

The MTE Returns Request section displays the Mail Transport Equipment Returns Request page,
allowing a user to pick up residual mail transport equipment.

The fields and buttons on the Mail Transport Equipment Returns Request page are described
below. A snapshot of the page is displayed after the field descriptions.
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*Corporate Text box to enter the corporate name.
Name
*Contact Text box to enter the contact name.
Name

*Address line
1

Text box to enter address information.

Address line Text box to enter more address information.

2

*City Text box to enter the city.

*State Drop-down box listing all states for the user to choose from.
*ZIP Code Text box to enter the ZIP Code.

*Contact Text box to enter the contact number.

Phone

Number

Contact Text box to enter the contact phone extension.

Phone Ext

*Contact Text box to enter the contact email address

Email

Address

*Preferred Text box to enter the preferred pick-up date.

Pick-up Date

Calendar box | Icon that opens up to select a date.

Preferred Drop-down box that allows user to select a pick-up start hour in military time.

Pick-up start
hour

Preferred
Pick-up end
hour

Drop-down box that allows user to select a pick-up start hour in military time.

Plastic Pallets

Text box to enter the number of plastic pallets being requested.

Tubs

Text box to enter the number of tubs being requested.

Trays Text box to enter the number of trays being requested.

Sacks Text box to enter the number of sacks being requested.
Sleeves Text box to enter the number of rolling stock being requested.
Rolling Stock | Text box to enter the number of rolling stock being requested.
Comments Text box to enter comments.

Send Button that sends the entered information.

Clear Button that clears all the current selections on the page.
Cancel Button that cancels the request.

The Mail Transport Equipment Returns Request page is displayed on the following page.

September 30, 2011

FAST Customer User Guide

Page 448



Facility Access and Shipment Tracking
User Guide

UNITED STATES
POSTAL SERVICE« Home | Sign Qut

Facility Access and Shipment Tracking (FAST)

Appointments ) =
Recurring Appointments Mail Transport Equipment Returns Request
Facilities The Mail Transport Equipment Returns Request will be forwarded to a LSPS area contact for

Profiles review. The LISPS area contact will review the information and follow-up based anthe

Reports information provided. USPS areas require a minimum of 7 days to review a request, and will
contact you to verify pick-up. IFUSPS has not responded to your requestin 7 days, please use
the tracking nurmber provided on the confirmation page to follow-up with the HQ Mail Transport
Equipment coordinator.

Resources

Drop Ship Product File Download
Label List Files Download

PN | copoteNeme  [Copordiond |
What's New Board * Contact Mame: | |
View CIN List L ——

View CIN Group List Mail Transport Equipment Pick-up Address:

* Address line 1 | |

Origin Entry Address line 2: | |
Customer / Supplier s —_—
Agreements £ty L |

TEM [y

i * State: | - SelectOne - ¥ |
*ZIP Code: | i

* Contact Phone Mumber: | |

Contact Phone Ext: | |

* Contact Email Address: | |

05/10/2008 | [

* Preferred Pick-up Date: |

Preferred Pick-up start hour: L

Hour is military tims

Preferred Pick-up end hour: | ™ | Hour is military time

Iail Transport Equipment types and quantities:
Plastic Pallets: [

Tubs:

i
Trays: |
Sacks: |

|

Sleeves:

Rolling Stock:

Comments:

Hint: Statz Mzil Transport Equipment Condition {Good, Fair, Poor)

Examg

- Good Condi

Send > Clear > Cancel

This process is not supported by the FAST help desk orthe fast@usps.com email address.
Any support ar requests for follow-up must be directed to the USPS HGQ Mail Transport

Equipment coardinator at hgmte@usps.gov.
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11.0 Rating Qverview

Ratings offer the most efficient drop shipment customers a greater availability to slots when scheduling
appointments. FAST calculates two kinds of ratings: Appointment Rating and Corporate Rating.
Individual appointments are evaluated and scored as they are finalized. The appointment scores are then
used to calculate a corporate rating for each destination facility the corporation utilizes for drop
shipments. Corporate rating is based on all finalized appointment ratings over a 28 day period for each
corporation and destination facility combination. Corporations are rated on a weekly basis.

The Rating Overview section describes how appointments and corporations are rated in FAST. It also
contains a calendar and time frames that affect appointments and the rating process. The section
includes:

11.1 Appointment Rating

11.2 Corporate Rating

11.3 Rating Calendar

11.1 Appointment Rating

All appointments are rated within FAST. An appointment may not be scored until it is considered finalized.
Appointments are considered finalized at 288 hours past the scheduled appointment time. Appointment
ratings do not differentiate between recurring and one time appointments.

The Appointment Rating section discusses the following topics:

11.1.1 — Routine Rating
11.1.2 — Exception Scoring
11.1.3 — Exempt Appointments and Additional Scenarios

11.1.1 Routine Rating

An appointment may receive a score from 0 to 100, with 100 being a perfect score. Closed appointments
are scored based on the following criteria:

Submission Method and Content Detail — 20 points possible
On-Time Accuracy — 40 points possible

Content Accuracy — 40 points possible

Pre-Notification Deductions — up to 40 points can be deducted
Irregularities Deductions — 10 points will be deducted

An appointment will never receive a negative score as part of the appointment rating process.
Submission Method and Content Detail

Appointments are evaluated on the amount of detail provided for the content and the method by which the
appointment is created by the Scheduler. Content detail refers to pallet presort information of the content.
This category is used as an incentive for the corporations to provide a detailed level of information for
every content in an electronic format. Depending on the submission method of an appointment request
and the detail of content, the appointment may receive a score of 0, 10 or 20 points for this category.
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Content Detail/Submission Method Points Awarded
\Web Services/Web Services with Mail.dat with pallet presort 20/20
\Web Services without pallet presort or FAST Online 10/20
Phone 0/20

On-Time Accuracy

In the on-time accuracy category, appointments are evaluated on the Scheduler’s ability to meet the
planned date/time of their appointment. The scheduled appointment information is evaluated against the
actual arrival information. An appointment may receive a score of 0, 20 or 40 points for these categories.

On-Time Induction Accuracy Points Awarded
On-Time (Up to 30 minutes late) 40/40
Late (> 30 minutes to 2 hours late) 20/40
Significantly Late (> 2 hours to 8 hours late) 0/40

Note: An appointment that arrives more than 8 hours after that appointment date and time will be given
as an exception rating of 0 (see Section 10.1.2)

Content Accuracy
In the content accuracy category, the appointment is evaluated on the scheduled appointment contents

match the actual contents arriving with the shipment. An appointment may receive a score of 0, 20 or 40
points for these categories:

Content Accuracy Points Awarded
/Accurate (less than or equal to 2 pallets or less than or equal to 40/40
10% bedload for bedloaded appointment)

Minor Volume Discrepancy (3 to 5 pallets or greater than 10% and 20/40

less than or equal to 25 % bedload for bedloaded appointment)

Major Volume Discrepancy (greater than 5 pallets or greater than 0/40

25% bedload for bedloaded appointment)

Pre-Notification Deductions and Irregularity Deductions

In the pre-notification deduction category, the appointments are evaluated on the Scheduler’s ability to
provide accurate drop shipment information more than 12 hours before the scheduled appointment date
and time. A mailer will only receive a pre-notification deduction if the create/update occurs within 12 hours
of the scheduled appointment date and time. Pre-notification deduction changes are grouped into four
categories: create, update (appointment type change, significant volume change, and appointment time
change), date change, and location change.

Appointment Type update changes are defined to be from Pallet to Bedload, Speedline to Bedload or
Speedline to Pallet.

Significant volume update changes are evaluated for USPS defined working volume and are then
evaluated by each mail shape submitted. Depending on the total pallet count, the significant volume
threshold may be in one of the following three categories:

e If the total pallet count is greater than 20, and the percentage change is greater than 10%, the
change is considered significant. Anything less than or equal to 10% is not considered significant

e If the total pallet count is less than or equal to 20, a change greater than 2 pallets is considered a
significant change and anything less than or equal to 2 pallets is not considered significant
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o If the total working bedloaded volume difference exceeds 10%, then it will be considered as a
significant volume change

Irregularity deductions apply to appointments that arrive with an irregularity. Irregularity deductions of 10
points are subtracted from the final appointment score. Irregularities may include one or more of the

following:

Altered Required Field on Form
Broken Pallets

Container Counts Do Not Match Form
Damaged Mail

Driver Refused to Assist

Incorrect Appointment Type

Incorrect Class of Malil

Incorrect Entry Office

Incorrect Processing Category

Load Unsafe

Mailings are not Separated by Destination
Missing Appointment Number
Missing Origin Signature and/or Round Stamp
Missing Required Mailer Field on For
No Form With Shipment

Other

Pallets Too Tall

Past in Home Date

Photo Copy of PS Form

Vehicle Size

None

Pre-Notification deductions apply to changes made within 12 hours of the scheduled appointment time
and are deducted from the overall appointment score.

Pre-Notification Deduction

Points Deducted

Create 20
Update (appointment type change, significant volume change, and appointment time 10
change

Date Change 40
Location Change 40

Irregularity Deduction

Points Deducted

Irregularities (one or multiple)

10

Now that we have identified all the various components of appointment rating, the total rating score is
calculated by adding each section’s individual score:

Appointment Rating Score = Submission Method/Content Detail + On-Time Accuracy + Content
Accuracy + Pre-Notification Deductions and Irregularity Deductions

Note: If a rated appointment receives a pre-notification deduction and an irregularity deduction, the two
deductions will be additive and reduce your overall score. For example, if a Scheduler creates an
appointment within 12 hours of scheduled appointment date and time and also was noted for “Broken
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Pallets” during induction, then you will receive a 20 point deduction for creating within 12 hours and a 10
point deduction for “Broken Pallets”. A total of 30 points will be deducted from the overall score.

11.1.2 Exception Scoring

Appointments meeting certain criteria are considered exceptions to routine appointment rating score
calculations. They are scored as follows:

Exception Scorin UL el
p g Awarded
Multiple Appointments per trailer per location, Rejected appointments, No-Show 0
appointments, Appointments greater than 8 hours late, and Unscheduled arrivals
Cancelled Appointments — greater than 2 hours past creation and greater than 12 hours
: ; 50

from the scheduled arrival date and time.
Cancelled Appointments — greater than 2 hours past creation and within 12 hours from the 15
scheduled arrival date and time.
Time Change and Cancelled Appointment — the time change occurs within 12 hours of the

. : . ) 15
scheduled arrival date and time and the appointment is later cancelled
Mail Class Discrepancy
Appointment Type Discrepancy

11.1.3 Exempt Appointments and Additional Scenarios
11.1.3.1 The following appointments are always exempt from appointment and corporate rating:

100% Periodicals appointments

100% perishable appointments

Delivery Unit drops

Cancelled appointments within 2 hours of creation

Appointments that are cancelled or no show due to USPS Holiday or Contingency after the
appointment is scheduled.

11.1.3.2 Multi-stop and holiday/contingency constraint impacted appointments will be rated as follows:

The following lists the allowable unload timeframes for each appointment type by facility type. Anything
over the allowable timeframe is considered a USPS delay. For multi-stop appointments that are affected
due to USPS delay, FAST awards all subsequent appointments of the multi-stop 40 points for on-time
accuracy.

Appointment Type/ Facility Pallet Speedline Bedload
Type

BMC 3 Hours 1.5 Hours 8 Hours
P&DC 2 Hours 1 Hour 8 Hours

Drop & Pick Appointment scenarios are explained below:

1. Scheduled appointment for a time period prior to 3pm and vehicle arrived prior to 3pm — 8 hours

to unload

2. Scheduled appointment for a time period prior to 3pm, but vehicle arrived after 3pm — 18 hours to
unload

3. Scheduled appointment for a time period after 3pm and vehicle arrived prior to 3pm — 18 hours to
unload
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4. Scheduled appointment for a time period after 3pm, but vehicle arrived after 3pm — 18 hours to
unload

Note:
Drop and Pick appointments cannot be included in a multi-stop.

N ———-—-

_________________________________________________________________________________________

A USPS delayed appointment is determined using pre-defined timeframes for each appointment type.

1. If the actual appointment arrival time is earlier than the scheduled appointment time, the
timeframe evaluated is from the scheduled appointment date/time or from the unload
start time (whichever comes first) to unload end time.

2. If the actual appointment arrival time is less than or equal to 30 minutes after the
scheduled appointment time, the timeframe evaluated is from the vehicle arrival time to
the unload end time.

3. If the actual appointment arrival time is greater than 30 minutes after the scheduled
appointment time, the timeframe evaluated is from the unload start time to the unload end
time.

Appointments updated by USPS or customers due to Holiday or Contingency Constraints will be as
follows:
e Location change will not be penalized
e Date change will not be penalized
e After USPS or customer updates the appointment to a new location or a new date, it is
subject to all rating criteria
e Appointment cancellations will result in the appointment being exempt during rating
calculation

11.2 Corporate Rating

Appointment scores are used to calculate corporate rating for all Schedulers within a corporation. Each
corporation is given a separate rating for each postal facility where they have scheduled appointments.
Corporations are then placed into rating tiers depending on their drop shipment performance at each
facility. Tier levels are used for each corporation/facility pair to determine slot availability.

The Corporate Rating section describes the overall rating calculation and tier description. It includes:

11.2.1 — Corporate Rating Information
11.2.2 — Tier Summary

11.2.1 Corporate Rating Information

Corporate rating is defined as the average of all non-exempt appointment scores over a 28 day period for
a given facility. The 28 day period includes finalized appointments that are 12 days prior to the current
date through 40 days prior to the current date. Four operational weeks of data are used to calculate
corporate rating.

Corporate ratings are calculated weekly on Thursday mornings. When a corporate rating is calculated, it
becomes effective two weeks following the rating calculation.

Each corporate rating score falls into one of four tiers for each of their rated facilities. The rating scores
for each tier range are configurable by USPS and set at a national level by Headquarters. Tiers are
described in the next section — Tier Summary.
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11.2.2 Tier Summary

Tiers are assigned score ranges which are set by Headquarters. When a corporation’s rating is
calculated for a designated facility, the corporation is placed in to one of four tiers, (see Table 11.2.2.1).
USPS allocates slot availability to the four tiers by a percent calculation. The percent calculation is based
on the number of appointments within a specific rating tier at a facility compared to the total number of
appointments at the facility over the 28 day period. Higher tiered corporations will have access to more
slots than lower tiered corporations.

Table 11.2.2.2 illustrates how a corporation may have different tier ratings at different USPS facilities
based on the tier score ranges.

Corporation A
Appointment
USPS Tier Score Score per Tier
Range Facility Placement
90 & up Tier 1 Facility A | 83 2
80 - 89 Tier 2 Facility B | 76 3
70-79 Tier 3 Facility C | 92 1
69 & below | Tier 4 Facility D [ 66 4
Table 11.2.2.1 Table 11.2.2.2

Appointment slots are allocated to each of the four tiers and are based on the corporate rating distribution
per facility. A corporation placed into Tier 1 has access to available slots in Tier 1, Tier 2, Tier 3 and Tier
4. A corporation placed into Tier 2 has access to available slots in Tier 2, Tier 3 and Tier 4 and so on.

To determine the percentage of dock slots allocated for a tier, the total number of scheduled and finalized
appointments for the specified tier for the previous 28 days is divided by the total number of scheduled
and finalized appointments for the previous 28 days. (Note: Both totals described in tier percentage
calculation do not include exempt appointments).

The percentage calculation allows for the availability of appointments to be based on the number of
appointments that each tier had during the last 28 days. It helps to ensure that the allocation of
appointment availability is in line with the number of appointments that the corporations have had during a
range of time.

The following table 11.2.2.3 illustrates the calculated tier availability percentages for a facility with 1000
scheduled and finalized appointments over the last 28 days.

Availability Percentage
Appointments Percentage Calculation
Tier 1 9 30% (9/30)*100
Tier 2 3 10% (3/30)*100
Tier 3 6 20% (6/30)*100
Tier 4 12 40% (12/30)*100
Total 30 100%
Table 11.2.2.3

Dock slot and volume availability allocation is based on the percentages calculated. If the available slots
are below 4, then the logic below is utilized.
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1 available appointment Tier 4 = 1 appointment
2 available appointments Tier 4 = 1 appointment

Tier 3 = 1 appointment
3 available appointments Tier 4 = 1 appointment

Tier 3 = 1 appointment
Tier 2 = 1 appointment
4 available appointments Tier 4 = 1 appointment
Tier 3 = 1 appointment
Tier 2 = 1 appointment
Tier 1 = 1 appointment
More than 4 available appointments | FAST will calculate

11.3 Rating Calendar

The following calendar displays the appointment and corporate rating timeline of events.

pks '

v

v

»
>

s s 0 u 12

* Last appointment to be summarized is on Friday at midnight. USPS Operational week is from Saturday - Friday
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12.0 Appendix

The Appendix contains the following sections:

12.1 — Security — Describes the different user groups for external customers
12.2 — Glossary — List of the relevant terms and their definitions used in FAST
12.3 — PostalOne! User Guide — User Guide for the PostalOne! system

12.4 — PostalOne! Technical Guide — Technical Guide for the PostalOne! system

12.1 Security

FAST uses different security types to ensure certain functionality within FAST is accessible to the
appropriate user. This maintains data integrity in the system to guarantee the appointment or facility
information a user wishes to view, create or edit is correct and has not been manipulated by unauthorized
persons.

FAST allows login by two main groups of users — internal and external. Internal users are USPS
employees and external users are USPS customers.

The following section describes the different types of external users and what they are able to access in
FAST.

External Users
External users are divided into the following user groups in FAST:

e Corporate users — Users with the ability to view, create and update appointment data for all
schedulers who are associated to their corporation. They may not view appointment data or
create reports for any other corporations.

e Scheduler users — Users with the ability to view, create and update appointment data for
themselves only. They may not view appointment data or create reports for any other
schedulers.

External users are restricted to viewing only appointment information in FAST that is associated with that
specific user. For example, a report generated by an external user only displays results that are directly
related to the user. If the user generates the Facility Schedule Report, the report would only show the
appointment information that was scheduled by that person (if the user is a scheduler) or by the scheduler
associated to the user’s corporation (if the user is a corporate user).

The external user groups may be granted read-only access, read-only/restricted access or restricted
access. Read-only access allows the pages to be viewed but not managed. Read-only/restricted access
allows only pages that are associated to the user to be viewed only. Restricted access allows the pages
to be viewed and to be managed if the information is associated to the user.

The graph shown on the following page displays the different areas and FAST and the access level for
each user group.

September 30, 2011 FAST Customer User Guide Page 459



Facility Access and Shipment Tracking

User Guide

Read-Only access| RO Pages may be viewed but not managed

Fead-Only/Restricted access|RO-R |Pages associated to the user may be viewed only

Restricted access|R FPages may be viewed and managed if associated to the user

Corporate Scheduler
IFan:t:.r Profile RO RO
Appointment C alendar RO RO
BMC Information RO RO
USPS Documents RO RO
Meszage Board RO RO
What's New Board RO RO
Corporate Scheduler
Create New Appt. R R
Manage Existing Appt. R R
Appointment C lozeout R R
Corporate Scheduler
Corporate Profile ROR ROR
Scheduler Profile RO-R RO-R
Corporate Scheduler
schedulsr R R
ISn:heduer F erformance R R
Appointment C alendar R R
Appointment Statuz R R
Corporate Scheduler
USPS Documents RO RO
Drop Ship Product File RO RO
Meszage Board RO-R ROR
What's Mew Board RO RO
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12.2 Glossary

Address Management System (AMS) - An application that allows USPS users to update the master
addressing database; the AMS database is a repository of all deliverable mailing addresses in the United
States and its affiliated territories, and their associated ZIP Codes, ZIP+4 Codes and city/state names.

Administration User - USPS employee that is an internal user with full access to all areas of FAST to
view and edit information.

Appointment Number - A sequential number assigned when an appointment has been scheduled in
FAST; must be included on all types of PS Forms 8125.

Appointment Score - Numeric scores given to individual appointments to rate how efficiently the
appointment was scheduled and managed; used in customer rating.

Appointment Status - Indicates the current standing of the appointment; Open, Closed, Cancelled, No
Show, Unscheduled, Rejected.

Area Distribution Center (ADC) - A mail processing facility that receives and distributes mail destined
for specific ZIP Codes under the Managed Mail Program (MMP).

Area User - USPS employee that is an internal user with full access to view all areas of FAST (except
Administration) and may edit appointment and facility information for records at facilities in their
designated area

Auxiliary Service Facility (ASF) - A facility that performs the same function as a Network Distribution
Center (NDC) in an area where volume is not sufficient to support the construction of a NDC.

Bill of Lading Number - The number associated to the bill of lading document; the document is issued
by the facility to the appointment's shipper, listing and acknowledging receipt of goods for transport and
specifying terms of delivery.

Network Distribution Center (NDC) - A highly mechanized mail processing plant that distributes (1)
Standard Mail in piece and bulk form, (2) Package Services Mail in piece form, (3) and Periodicals Mail in
bulk form.

Cancellation Number - A confirmation number generated by FAST that is associated to a cancelled
appointment.

Closed Appointment - A scheduled appointment that arrived at the correct destination facility and
unloaded successfully.

Content — A set of information describing the mail associated with a PS Form 8125 or a line on the PS
Form 8125-CD. An appointment may have multiple contents associated to it.

Content ID - The ID associated to a content set of information for an appointment.

Corporate User - USPS customer at a corporate level with the ability to access, view, and edit records in
FAST that are associated to all schedulers for the customer’s corporation and records created by the
customer.

Customer Registration ID - ID associated with the mailer.

Daily Volume Constraints - The maximum number of mail per mail shape a facility can process in a day.
DDU

Default Constraints - The trip availability and daily volume constraints that are set for a facility as daily
limits.
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Destination Area Distribution Center (DADC) — A rate category associated with the drop shipments to
ADCs; (DMM L004).

Destination Network Distribution Center (DNDC) — A rate category associated with the drop shipments
to NDCs and ASFs; (DMM L601).

Destination Delivery Unit (DDU) — A post office, post office station, or office branch that accepts drop
shipments.

Destination Sectional Center Facility (DSCF) - A rate category associated with the drop shipments to
ADCs; (DMM LO005).

Discontinued Date - The last date in a date range when the associated action is in effect

District User - USPS employee that is an internal user with access to view all areas of FAST (except
Administration) and may edit appointment and facility information for records at facilities in their
designated district.

Dock Slot (Slot) - An available time at a USPS facility for an appointment to be drop shipped.

Drop and Pick (D&P) - An appointment unique to DNDC drop shipments of bedload parcels, wherein the
Postal Service waives the driver unload responsibility and allows a shipper to leave the trailer for postal
unloading.

Drop Entry Point System (DEPS) — An internal module within FAST utilized by USPS users to redirect
mail from a default drop entry to point to an alternative alternate drop entry point. The FAST appointment
scheduling processes utilizes redirections maintained in DEPS to validate the correct drop entry point for
drop shipments.

Effective Date - The first date in a date range when the associated action is in effect.

eFile Number - A representation of one or more eVS (Electronic Verification System) parcels grouped
under one organization, one drop entry point at one time.

eVS — Electronic Verification System

Expiration Date - The date a Message Board message or What’s New Board posting is removed from
the boards.

External User — A FAST user that is a USPS customer.

Facilities Database (FDB) - Repository of facility information such as a facility's physical characteristics,
facility address and additional information.

Facility Constraints - The default and holiday/contingency constraints that are required for active
facilities

Facility ID — The FAST generated ID associated to Postal Service facilities.

Facility User - USPS employee that is an internal user with full access to all areas in FAST (except
Administration) and can edit appointment and facility information for their designated facility.

Finalized - The timeframe when an appointment can no longer be modified and is given an appointment
score (288 hours past the scheduled appointment time).

Headquarters User - USPS employee that is an internal user with view-only access to all areas of FAST.
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Holiday/Contingency Constraints - The trip availability and daily volume constraints that are set for a
facility when changes in constraint limits are needed for a short period of time.

In Home End Date - The end date of the timeframe when the mail should be delivered to the customer.
In Home Start Date - The start date of the timeframe when the mail should be delivered to the customer.
Internal User — A FAST user that is a USPS employee.

Late Appointment - An appointment that arrives more than 30 minutes after the scheduled appointment
time up to two hours after the scheduled appointment time (see significantly late).

Mail Class — The class of mail associated to the appointment; Standard, Package Services, Periodicals.

Mail Integrity — The condition of the mail when it was dropped at the facility; matches to the Load
Integrity Conditions section of the PS Form 8125.

Mail Owner ID - The owner of a mailing responsible for postage payment
Mail Preparer ID - The ID associated to the consolidator or printer of the mail

Mail Shape - The shape or shapes of mail associated with an appointment: Letters, Flats, Machinable
Parcels, Non-Machinable Parcels, and Irregular Parcels.

Mailing - A group of mail pieces within the same mail class and mail processing category; a mailing may
be split across multiple drop shipment appointments.

Major Content Discrepancy - Used to calculate appointment and scheduler rating; where the difference
between the scheduled content and the actual content is more than 5 pallets or greater than 25%
bedload.

Message Board - A messaging system for USPS Administrators to post messages for USPS facilities
about facility related events or information; messages may be generic for all facilities or for specific
facilities.

Minor Content Discrepancy - Used to calculate appointment and customer rating; where the difference
between the scheduled content and the actual content is up to 5 pallets or less than 25% bedload.

Multi-Stop - A trip that contains multiple one stop appointments all carried by the same vehicle.
Multi-Stop ID - ID associated to the multi-stop trip to link each appointment within the multi-stop.
NASS Code - The National Air and Surface System (NASS) code associated to a USPS facility.

No Show - An appointment status when a scheduler fails to arrive within 24 hours of the scheduled
appointment time at the destination facility.

Number of Pallet Positions - The number of positions on a trailer occupied by pallets.

On-Time Appointment - An appointment that arrives at the correct destination facility within 30 minutes
of the scheduled arrival. Early arriving appointments are not guaranteed entry to a facility prior to the
appointment time.

Open Appointment - A scheduled appointment that has not arrived at the destination facility.

Parcel Select — Package Services mail that is drop shipped at a destination entry rate.

Periodicals — Malil class associated to an appointment that contains publications and written work
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Perishable - Content type associated to an appointment that contains products that are perishable

Plant Verified Drop Shipment (PVDS) - Procedure to enable origin verification and postage payment for
shipments transported by the scheduler from the scheduler’s plant to destination post offices for USPS
acceptance as mail. It is typically used for mailings for which a destination entry discount is claimed.

Post Date - The date a Message Board message or a What's New posting is created and posted to the
boards

PostalOnel! - A system used to facilitate the integration of customer and Postal Service business
processes to expedite mail and better support USPS and scheduler operations.

PS Form 8125 - The Plant Verified Drop Shipment (PVDS) Verification and Clearance formed containing
the required appointment information for a drop shipment and is required for each content set of
information within an appointment.

PS Form 8125-CD - A consolidated version of the PS Form 8125 where each set of content information
on a PS Form 8125 is consolidated to one line in the PS Form 8125-CD.

Recurring Appointment - A drop shipment that is delivered to a destination office on a consistent
frequency, on the same day or day(s) at the same time of day; The content of drop shipment must be
consistent in terms of mail class, size, volume, containerization (pallets, pallet boxes, etc), and mode of
transportation.

Recurring Appointment ID - Unique ID that is associated to one appointment instance in an approved
recurring appointment record; Format is: Recurring Sequence ID + R + Date (MMDD).

PS Form 6241, Recurring Appointment Request - A form for USPS customers to provide the required
appointment information, mailing information and frequency information to request a recurring
appointment at a given facility. The preferred method to request a recurring appointment is through FAST
online.

Recurring Appointment Sequence Number - Sequential ID that is associated to every appointment
instance within an approved recurring appointment series.

Rejected Appointment - An appointment that does not meet the criteria to be unloaded at a facility upon
arrival.

Scheduler ID - ID associated to the scheduler user.

Scheduler Rating - A score given to each scheduler at each destination facility; rewards high performing
schedulers with more dock slot options when scheduling an appointment.

Scheduler User - USPS customer that is an external user with the ability to view, create and update
appointment data for appointments to which they are associated.

Sectional Center Facility (SCF) - A postal facility that serves as the processing and distribution center
(P&DC) for post offices in a designated geographic area as defined by the first three digits of the ZIP
Codes of those offices. Some SCFs serve more than one 3-digit ZIP Code range.

Shipper Name - The name of the appointment’s transporting company.

Significant Volume Change — A change to volume amount in a scheduled appointment; used to
calculate appointment and scheduler rating.

Significantly Late - When the appointment arrives more than 2 and up to 8 hours after the scheduled
arrival time.
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Tier - The score range a scheduler is placed into for each destination facility; used to calculate the
percentage of slots the scheduler should be allocated at the given facility.

Transportation Information Management Evaluation System (TIMES) - An application that maintains
all appointment arrival data in order to support other USPS systems that require the data.

Trip Availability Constraints - The number of available appointments, dock slots the dock may process
per hour per appointment type (dock slot constraints).

Unscheduled Arrival - A drop shipment that arrives at a facility without a booked appointment for that
facility.

Vehicle ID - The ID associated to the appointment's transporting vehicle.
Web Services - An interface among schedulers, PostalOne! and FAST that enables schedulers to submit
appointment request through an electronic messaging system without accessing the FAST online

application.

What's New Board — A message posting system where administrators of the FAST system may display
system-related information.
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12.3 PostalOne! User Guide

PostalOnel. Facility Access and
Shipment Tracking (FAST)
User Guide
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1.0. FAST Welcome

On behalf of Postal Service™ Facility Access and Shipment Tracking (FAST) and the PostalOne!® teams, we
would like to welcome you into the program. We appreciate your feedback and look forward to working with you
to improve the way we do business.

This document is a comprehensive user guide that explains how to use the functionality available to our
customers for communicating in an automated fashion, via the PostalOne! system, with the Facility Access and
Shipment Tracking system. The features described in this guide have been developed for the U. S. Postal
Service customers who wish to conduct business electronically.

About FAST

FAST is an initiative that will improve the drop shipment process and decrease dock wait times, and is intended
to replace Drop Shipment Appointment System (DSAS) by summer, 2005. FAST enables mailing shipment
schedulers to inquire, create, update, and cancel appointment requests for plant verified drop shipments, as
well as provide all necessary details about the mailing contents related to the appointments. The FAST system
will provide up-to-date information about what mail can be entered at which facilities and provides request
responses, status of appointments, and closeout information back to the schedulers.

Through the FAST website, the Postal Service will manage appointments, proactively manage operations at
facilities, and control overall transportation management processing. FAST will provide the Postal Service with
a system for rating the timeliness and accuracy of your shipping activities. Reports will provide specific
information on the actual content of the mailing received, compared to the content information provided at the
time of the appointment. Arrival time, date and destination accuracy will also be provided in reports available
online. More scheduling options are available for schedulers with high accuracy ratings.

All customers needing access to the FAST system will be required to become participants of the PostalOne!
system. Once your PostalOne! account has been established, you will be able to access FAST appointment-
related services as follows:

e FAST website online scheduling - After logging into the PostalOne! system, schedulers go
directly to the FAST website to schedule appointments online. Using this online option, all
appointment and content information will be entered manually by the customer. With this method,
there is no communication of information through the PostalOne! system other than login
authentication.

e PostalOne! automated data exchange capability - Once a scheduler has logged on the
PostalOne! system, the scheduler will send appointment and content information, using the
PostalOne! system Web Services capabilities. The schedulers must make sure that they are
sending the Web Services messages to the PostalOne! system with the Schedulerld and
SchedulerCorpld that is provided to them via e-mail by the PostalOne! system at the time of their
user registration. The PostalOne! system passes this information to FAST. Appointment
availability is determined, and the appropriate response message is sent from FAST via the
PostalOne! system back to the customer.

Customers using the suite of electronic services provided by the PostalOne! system (i.e. postage payment,
eDocumentation) will be able to leverage their existing information (either Mail.dat) within the PostalOne!
system to facilitate their appointment scheduling process. Information on Web Services messaging in
accordance with the industry developed Mail.dat Transportation Messaging Specification, Version 1.0 is
available at http://www.idealliance.org/maildat. Version 1.0 defines formats and methods for message exchange
and summarizes the Transportation Messaging interface with FAST.
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Applying for Participation

FAST utilizes the PostalOne! portal and users must register as a FAST user through the PostalOne! system to
schedule appointments or access shipment information. It's as easy as visiting the PostalOne! home page at
www.usps.com/postalone and on the right corner, under New Customers Apply for a PostalOne! Account,
click on the Learn More button. There, you will find additional information about the program and application
process. Then click on Apply Online. If you have questions about the online application process, call our
Customer Care Center at (800) 522-9085.

After completing your online application
Our Customer Care Center will review your online application to ensure that we have accurately established
your account. Within 24-48 hours of completing your online application, you will receive a FAST Welcome Kit
containing:
PostalOne! Data Exchange Agreement - an agreement between your company and the Postal Service
that outlines the terms and conditions for participating in the program.
Site Administrator Card - you will fill out a card to designate a coordinator to oversee administrative
requirements and user access. The designated corporate site administrator will receive a site
administrator welcome kit with information and forms for user access.
Customer Request for Web Access, PS Form 1357-C - a form to be completed and signed by each
new user applying for access to the PostalOne! system. A signed hardcopy must be mailed to the
Customer Care Center after your required approval signatures are obtained.

Customer Account Activation - When all required forms have been signed and processed by the Customer
Care Center, your account will be activated. The Customer Care Center will send the site administrator all
usernames and passwords via e-mail.

Site Administrator Responsibilities

The site administrator role is a critical part of your company’s transition to access FAST through the PostalOne!
system. The site administrator is the key contact for your company and is responsible for coordinating system
administration within your company. This person also must approve all requests for computer access to the
PostalOne! system within your company. The excerpts below are taken from the user agreement. For more
information, please read the entire user agreement.

Site Administrator The participant will appoint a site administrator to administer participant’s access and
use of the PostalOne! system. Participant will provide the PostalOne! Customer Care Center with the
name of, and contact information for its site administrator by completing the Site Administrator Information
Card.

Site Administrator Responsibility Participant or site administrator will (a) accept logon IDs from the
PostalOne! Customer Care Center on behalf of its users, (b) be responsible for activating and
deactivating its users’ logon IDs, and (c) be responsible for assigning the appropriate access levels to its
users.

Site Administrator Obligations Participant or site administrator will advise its users of their obligations
under this agreement.

Personnel Change Site Administrator Participant shall notify the PostalOne! team in writing when a site
administrator leaves employment at participant’s company. If participant fails to notify the PostalOne!
team, participant is liable for any loss sustained by the Postal Service and any other third-parties resulting
from the subscriber's failure to submit such notification.

Contact Us

The PostalOne! system is responsible for the “user” management and the automated data exchange
process (Web Services) for the FAST system. If you are experiencing problems with:
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e Applying to be a FAST user,
e System access (i.e., user ID or logon process, data transfer)
e The Web Service communication (i.e. data transmission, transmission errors, data receipt) process
to and from the FAST system
[ ]
Please contact the PostalOne! Customer Care Center at (800) 522-9085 and at the prompt,
press 1.

The FAST system is responsible for the overall business functionality of the system. If you are
experiencing problems with:

The FAST Web application

Appointment scheduling and management
Information or data content

Reports or rating assessments

Please contact the FAST Help Desk at 1-800-USPSHELP.

Helpful Links

Access information about IDEAlliance®, Mail.dat® and the Transportation Messaging Specification,
Version 1.0 at http://www.idealliance.org/maildat.

More information about FAST, the PostalOne! system and how to apply for access is available at
Www.usps.com/postalone.

Access to the PostalOne! — FAST Technical Guide, and PostalOne! — FAST IDEAlliance Appendix is
provided on the left menu bar at https://cat.uspspostalone.com/fastxml/index.cfm

2.0 Introduction

2.1 Overview

This document will define the business scenarios for PostalOne!® implementation of the IDEAlliance
transportation Web Services, and the IDEAlliance supported error messages for each Web Services
message.

2.2 Document Summary

This section will describe all of the Postal Service supported IDEAlliance TM(S) business scenarios.
Shippers will know how to use each business service within their mailing business model. For each
business scenario, there will be a constraints section that describes any limitations the Postal Service will
impose on these IDEAIlliance business services that are not documented in the IDEAlliance TM
document.

The IDEAlliance Business Process Workflows will define the following list of business scenarios and
associated IDEAlliance TMs used to perform Facility Access and Shipment Tracking (FAST) appointment
scheduling activities. Shipper business scenarios associated with using the IDEAlliance transportation
Web Services are:
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Shipper Queries USPS Facility For Open Appointment Slots
Shipper Requests An Appointment With a USPS Facility
Shipper Updates an Appointment

= Update an Appointment Mail Contents
Shipper Cancels an Appointment
Shipper Requests Appointment Close-Out Information

= Shipper Requests an Exact Appointment Close-Out

= Shipper Requests All Appointment Close-Outs
Shipper Requests Status Appointment Replies When Initial Process Times-out

2.3 Assumptions and Constraints

It is the responsibility of the shipper to keep the Mail.dat data synchronized with the mail contents

Web Services request.

The list of assumptions and constraints will expand.

2.4 References

Mail.dat Transportation Message Protocol, Data Dictionary Specification, Version 1.0, 2004 11
10.

Mail.dat Transportation Message Protocol, Primer: Introduction and Overview, Version 1.0, 2004
11 10.

Mail.dat Transportation Message Protocol, Transportation Messaging Specification, Version 1.0,
2004 11 10.

Mail.dat Transportation Message Protocol, XML Specification, Version 1.0, 2004 11 10.

Mail.dat Transportation Message Protocol, Fault and Return Information Specification, Version
1.0, 2004 11 10.

PostalOne! - FAST IDEAlliance Appendix (Version 1.2).doc, 2004 11 16.

PostalOne! - AppointmentServices.wsdl, 2004, 11 12. This will be updated when the PostalOne! URL for
FAST Web Services is finalized and is available.
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3.0 Business Scenarios

3.1 Shipper Queries for Open Appointment Slots

In the mailing business model, a shipper will need to perform entry point planning to drop off mail jobs at
Postal Service facility locations. In creating an entry point plan, the shipper will need the capability to
guery a Postal Service facility for open appointment slots. To model the query for open appointment slots
business logic into a business workflow, the shipper will implement the DeliveryApptQueryRequest
message and DeliveryApptQueryResponse Web Services. Figure 2.1 shows the business process for
performing a query for open appointment facility slots for a specific mail load.

Shipper Queries For Appaintmeant Shots

Shipper PostalOne! FAST

> Step 1

¥

Stap 2 :_‘/\. Step 3

Step 4

L

> Step 5

rF

Step &

F

Step T

Figure 0-1 — Shipper Queries For Open Appointment Slots

Step 1. The shipper will populate the DeliveryApptQueryRequest Web Services data elements which
include the Postal Service facility and mail contents to be delivered.

Step 2. The shipper will send the DeliveryApptQueryRequest request to the PostalOne! system.

Step 3. The PostalOne! system will check if the maildatSummary block(s) ->
IncludedinSummarization flag equals “NO.” If so, the PostalOne! system will check if the
maildatSummary section has all required values (User License Code, Job ID, Database
Container ID, and ZIP+4) to retrieve the Mail.dat data from the PostalOne! database. After
validating required values, the PostalOne! system will populate the USPSSummary
information with stored Mail.dat data.

Step 4. The PostalOne! system will send the DeliveryApptQueryRequest message to FAST.

Step 5. FAST will check the facility availability for the specified date/time in the optionalAppt block
and the facility’s capacity to receive the mail load.

Step 6. FAST will send the PostalOne! system back a DeliveryApptQueryResponse which will
indicate if the specified Postal Service facility has the open appointment slot and can handle
the mail load. In the future, FAST will be able to send multiple available appointments

information. Currently, FAST will only provide one available slot info.

Step 7. The PostalOne! system will send the response back to the shipper.
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3.2 Shipper Requests to Schedule an Appointment

Shippers will need the capability to schedule an appointment to notify a Postal Service facility of
mailing(s) drop-off. Shippers will use DeliveryApptRequest and DeliveryApptResponse messages to
incorporate appointment scheduling business logic into their business workflow process. Figure 2.2
shows the sequence of events for scheduling an appointment request.

Shipper Schedules An Appointment

Shipper PostalOne! FAST

> Step1

Step 2 > Step3

Step 4

\ 4

L

Step 6

Step 7 <

Figure 0-2 — Shipper Request to Schedule an Appointment

Step 1. The shipper will populate the DeliveryApptRequest Web Services data elements.
Step 2. The shipper will send the DeliveryApptRequest to the PostalOne! system.

Step 3. The PostalOne! system will check if the maildatSummary block(s) ->
IncludedinSummarization flag equals “NO.” If so, the PostalOne! system will check if the
maildatSummary section has all required values (User License Code, Job ID, Database
Container ID, and ZIP+4) to retrieve the Mail.dat data from the PostalOne! database. After
validating required values, the PostalOne! system will populate the USPSSummary
information with stored Mail.dat data.

Step 4. The PostalOne! system will send the DeliveryApptRequest message to FAST.

Step 5. FAST will check the facility appointment availability for the specified date/time in the
DeliveryApptRequest message and mail volume associated to the appointment. If the facility
can accommodate the appointment request, FAST will schedule an appointment at that
particular Postal Service facility, and populate the response in a DeliveryApptAccept block. If
accommodation is not available, FAST will reject the appointment request and populate the
response in a DeliveryApptReject block.

Step 6. FAST will include either the DeliveryApptAccept or DeliveryApptReject block in a
DeliveryApptResponse message and send it back to the PostalOne! system.

Step 7. The PostalOne! system will send the DeliveryApptResponse message back to the shipper.

3.3 Shipper Updates an Appointment

As shippers produce the mailings or prepare transportation, they will need to update the appointment
information, for example the header, mail content or trailer. Shippers will use the DeliveryApptUpdate
message to update an appointment’s mail content, date, time, or facility. The Consignee will send
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shippers update appointment responses using the DeliveryApptUpdateResponse message. Figure 2.3
shows the sequence of events for making an appointment update.

Step 8.

Step 9.

Step 10.

Step 11.

Step 12.

Step 13.

Step 14.

Shipper Updates an Appointment’s Mail Contents

Shipper PostalOne! FAST

> Step1

Step 2 > Step3

Step 4

v

Step 6
Step 7

A

Figure 0-3— Shipper Updates an Appointment

The shipper will populate the DeliveryApptUpdate Web Services data elements to update an
appointment’s mail content, date, time, or facility.

The shipper will send the DeliveryApptUpdate message to the PostalOne! system.

The PostalOne! system will check if the maildatSummary block(s) ->
IncludedinSummarization flag equals “NO.” If so, the PostalOne! system will check if the
maildatSummary section has all required values (User License Code, Job ID, Database
Container ID, and ZIP+4) to retrieve the Mail.dat data from the PostalOne! database. After
validating required values, the PostalOne! system will populate the USPSSummary
information with stored Mail.dat data.

The PostalOne! system will send the DeliveryApptUpdate message to FAST.

FAST will check the facility’s appointment availability for the specified date/time in the
DeliveryApptUpdate and mail volume associated to the appointment. If the facility can
accommodate the update appointment request, FAST will update the scheduled appointment
and populate a DeliveryApptUpdateAccept block with the response information. If the Postal
Service facility cannot accommodate the appointment’s updated mail content, then FAST will
put the rejection response in a DeliveryApptUpdateReject block.

FAST will include either the DeliveryApptUpateAccept or DeliveryApptUpdateReject block in
a DeliveryApptUpdateResponse message and send it back to the PostalOne! system.

The PostalOne! system will send the response message back to the mailer.

3.4 Shipper Cancels an Appointment

As shippers produce or prepare transportation for mailings, they might run into problems or delays
causing the shipper to cancel an existing appointment. Shippers will only be able to cancel a whole
appointment. Shippers will use the DeliveryApptCancelRequest message to request an appointment to
be canceled. A Consignee will send a DeliveryApptCancelResponse message back to a shipper
indicating if the appointment was successfully canceled. Figure 2.4 shows the sequence of events for
canceling an appointment.
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Figure 0-4— Shipper Cancels an Appointment

The shipper will populate the DeliveryApptCancelRequest Web Services data elements.

The shipper will send the DeliveryApptCancelRequest message to the PostalOne! system
The PostalOne! system will route the message request to FAST.

FAST will cancel the appointment.

FAST will send a DeliveryApptCancelRequest message back to the PostalOne! system which
will contain a cancelConfirmID indicating whether or not the appointment was successfully

canceled.

The PostalOne! system will send the message response back to the shipper.
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3.5 Shipper Request a Single Appointment Close-Out

When a shipper’s mail job has arrived at a Postal Service facility, a dock clerk will close the appointment
using TIMES. This system will send the appointment close-out information to FAST which will send the
information to the PostalOne! system. A shipper will use the DeliveryApptStatusRequest message to
request a single appointment close-out for the following types of appointment close-outs: an on-time
scheduled appointment, a no-show appointment, or a rejected scheduled appointment. When a
consignee receives a DeliveryApptStatusRequest message, the consignee will process the appointment
close-out request message, populate a ConsigneeGoodsReceipt data type with the appointment close-
out information, and send aDeliveryApptStatusResponse message back to the shipper that includes the
ConsigneeGoodsReceipt data type. Refer to the business rules and constraints section below for specific
business logic, rules, and constraints associated with this type of Web Services. Figure 2.5 shows the
business process sequence for shippers receiving appointment close-out information from the PostalOne!
system.

Shipper Retrieves A Single Scheduled Appointment Close-Out Data

Shipper PostalCne! FAST TIME ﬁ
Dack Clerk

F 3

Stept

F

Stap 2

F 3

Step 3

B
‘/513:34

Sep 5 i

Step B

Figure 0-5- Shipper Receives an Appointment Close-Out

Step 21. The dock clerk enters an appointment close-out date and time into TIMES.
Step 22. TIMES system sends the appointment close-out data to FAST.

Step 23. FAST populates ConsigneeGoodsReceipt message with the appointment close-out data and
enters the ConsigneeGoodsReceipt message into the PostalOne! message queue.

Step 24. The PostalOne! system receives the ConsigneeGoodsReceipt message and stores the data.

Step 25. Shippers and the PostalOne! system will have business rules established where the shipper
can pull the PostalOne! system every 15 minutes for the appointment close-out data based
on the scheduled induction date and time. The shipper will send a
DeliveryApptStatusRequest to the PostalOne! system.

Step 26. The PostalOne! system will receive the request and send a DeliveryApptStatusRequest
message back to the shipper with the included ConsigneeGoodsReceipt data type containing

the appointment close-out data.
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3.6 Shipper Request All Scheduled and Unscheduled Appointment Close-Out

A Shipper can receive scheduled and unscheduled appointment close information by sending the
PostalOne! system an AllDeliveryApptCloseoutRequest message. The PostalOne! system will retrieve all
of the shipper’s appointment close-out and send the information back to the shipper in an
AllDeliveryApptCloseoutResponse message. A shipper can use the AllDeliveryApptCloseoutRequest
message to retrieve the following types of appointment close-out information: an on-time scheduled
appointment, a no-show appointment, a rejected scheduled appointment, or unscheduled appointments.
Refer to the business rules and constraints section below for specific business logic, rules, and
constraints associated with Web Services. Figure 2.6 shows the business process sequence for shippers
receiving appointment close-out information from the PostalOne! system.

Shipper Retrieves All Scheduled and Unscheduled Appointment
Close-Out Data

Shipper

PostalOne! FAST TIME ﬁ
Dock Clark

3

Stepl

Fy

Step 2

F

Step 3

> tep 4

k4

Step 27.
Step 28.

Step 29.

Step 30.

Step 31.

Step 32.

Figure 0-6- Shipper Receives an Appointment Close-Out

The dock clerk enters an appointment close-out date & time into TIMES.
TIMES system sends the appointment close-out data to FAST.

If the appointment close-out is a scheduled appointment, FAST populates a
ConsigneeGoodsReceipt message with the appointment close-out data. If the appointment
close-out is an unscheduled appointment, FAST populates an
UnscheduledConsigneeGoodsReceipt message with the appointment close-out data. FAST
will put both messages, ConsigneeGoodsReceipt and UnscheduledConsigneeGoodsReceipt,
on the PostalOne! message queue.

The PostalOne! system receives the ConsigneeGoodsReceipt or
UnscheduledConsigneeGoodsReceipt messages and stores the data.

Shippers and the PostalOne! system will have business rules established where the shipper can
poll the PostalOne! system every 15 minutes for the appointment close-out data. The shipper will
send the PostalOne! system an AllDeliveryApptCloseoutRequest.

The PostalOne! system will receive the request, retrieve all shipper scheduled and unscheduled
appointment close messages based on corporation ID, and send a
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AllDeliveryApptCloseoutResponse message back to the shipper with all of the included
ConsigneeGoodsReceipt and/or UnscheduledConsigneeGoodsReceipt data types.

3.7 Shipper Request Appointment Reply(s) Where Initial Request Timed Out

When the PostalOne! system receives an appointment request, it will process this request in synchronous
mode first. If the session times out, the PostalOne! system will send a session time-out response to the
shipper with a unique tracking ID in the fault block. If the shipper wishes to receive the appointment
response associated to an initial request that timed out, the shipper will have to implement the USPS
RetrieveApptRepliesRequest message where the shipper supplies at least one unique tracking ID in the
message. The shipper will send the RetrieveApptRepliesRequest message to the PostalOne! system
which will retrieve all the appointment response(s) associated to the listed unique tracking IDs. The
PostalOne! system will put all the appointment response messages in a RetrieveApptRepliesResponse
message and send it back to the shipper. Otherwise, the shipper will have to retrieve the appointment
response information directly from the FAST website.

Figure 2.7 shows the business process sequence for shippers receiving appointment close-out
information from the PostalOne! system.

Shipper Request Appointment Replie{s) Associated To
Timed Oul Sassion(s)

Shipper PostalOne! FAST
Msg1
O Msg1
Step 1 5 (O sSwep2 -
: Step 3
Trar:-km? D > R
e otep 4 A Step 5
= Msg1
+—{)
Tracking 1D ) Step &
C— g
Step 7 -
> Step &
M=ol
h=g1 Cg
B )
Step 9

Figure 0-7- The shipper Request Appointment Response Associated to Session Timed Out

Step 33. The shipper sends an appointment request message to the PostalOne! system.
Step 34. The PostalOne! system receives the message and sends the message to FAST.
Step 35. The PostalOne! session times out waiting for a reply message.

Step 36. The PostalOne! system sends an HTTP response time-out message with a unique tracking
ID in the SOAP Fault message block back to the shipper.
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FAST finishes processing the appointment request and sends a response back to the
PostalOne! system.

The PostalOne! system receives the message and stores the data.

Based on business rules defined between shippers and the PostalOne! system, shippers will
periodically send a RetrieveApptRepliesRequest to the PostalOne! system, with at least one

unique tracking ID referencing the appointment response associated to an initial appointment
request where the session timed out.

The PostalOne! system will receive the tracking IDs, retrieve the appointment response(s),
populate all the appointment response(s) associated to the list of supplied unique tracking
IDs into a RetrieveApptRepliesResponse message.

The PostalOne! system will send the RetrieveApptRepliesResponse message containing all
the appointment response(s)back to the shipper.
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12.4 PostalOne! Technical Guide

PostalOnel. Facility Access and
Shipment Tracking
Technical Guide

Version 1.0
January 2005
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1 FAST WELCOME

1.1 Facility Access and Shipment Tracking (FAST) Welcomes You

On behalf of Facility Access and Shipment Tracking (FAST) and the PostalOne!® team, we would like to
welcome you into the program. We appreciate your feedback and look forward to working with you to improve
the way we do business. If you need assistance, our Customer Care Center can be contacted at (800) 522-
9085.

This document is a comprehensive technical guide that explains how to use the functionality available to our
customers for FAST Web Services via the PostalOne! system. The features described in this guide have been
developed for the Postal Service™ customers who wish to conduct business electronically. Access to the FAST
User Guide, and PostalOne! — FAST IDEAlliance Appendix is provided on the left menu bar at
https://cat.uspspostalone.com/fastxml/index.cfm

1.2 FAST Program Overview

FAST, an alternative to using the Drop Shipment Appointment System (DSAS) system, is a Postal Service
initiative that will improve the drop shipment process and decrease dock wait times. FAST enables schedulers
to inquire, create, update, and cancel appointment requests for plant verified drop shipments, and to also
provide all necessary details about the mailing contents related to the appointments. The FAST system will
provide up-to-date information about what mail can be entered at which facilities and provides request
responses, status of appointments, and closeout information back to the schedulers.

Through the FAST website, the Postal Service will manage appointments, proactively manage operations at
facilities, and control overall transportation management processing. FAST will provide the Postal Service with
a system for rating the timeliness and accuracy of your shipping activities. Reports will provide specific
information on the actual content of the mailing received, compared to the content information provided at the
time of the appointment. Arrival time, date and destination accuracy will also be provided in reports available
online. More scheduling options are available for schedulers with high accuracy ratings.

Once your PostalOne! account has been established, you will be able to access FAST appointment-related
services as follows:

e FAST website online scheduling - After logging into the PostalOne! system, schedulers go directly
to the FAST website to schedule appointments online. Using this online option, all appointment and
content information will be entered manually by the customer. With this method, there is no
communication of information through the PostalOne! system other than login authentication.

e PostalOne! Web Services data exchange capability - Once a scheduler has logged on the
PostalOne! system, the scheduler will send appointment and content information, using Web
Services, to the PostalOne! system. The PostalOne! system passes this information to FAST.
Appointment availability is determined, and the appropriate response message is sent from FAST via
the PostalOne! system back to the customer.

Customers using the suite of electronic services provided by the PostalOne! system (i.e. postage
payment, eDocumentation) will be able to leverage their existing information (Mail.dat®) within the
PostalOne! system to facilitate their appointment scheduling process. Information on Web Services
messaging in accordance with the industry developed Mail.dat Transportation Messaging Specification,
Version 1.0 is available at http://www.idealliance.org/maildat. Version 1.0 defines formats and methods
for message exchange and summarizes the Transportation Messaging interface with FAST.

1.3 PostalOne! FAST Web Services

The PostalOne! FAST Web Services (PFWS) allows customers to electronically submit scheduling requests
via the Simple Object Access protocol (SOAP) over the Internet. The PostalOne! FAST Web Services is an
alternative to using the DSAS system and manually populating the Mail.dat data with appointment numbers
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for notifying Postal Service operations organization about planned verified drop shipments. The PostalOne!
FAST Web Services allows schedulers to inquire, create, update, and cancel the appointment requests for
Plant Verified Drop Shipments while also providing all necessary details about the mailing containers
related to the appointments. The PostalOne! FAST Web Services also allows the Postal Service to provide
responses, status of appointments, and closeout information back to the schedulers. The PFWS will also
make use of all of the transportation and scheduling data to rate the corporations/schedulers as to the
overall performance of their Transportation Management interface with the Postal Service. Schedulers can
use the http://fast.uspspostalone.com URL to send Web Services messages to FAST via the PostalOne!
system. Schedulers may view the status reports and can also manually create appointments by going to
the FAST Website at http://fast.usps.com (launch date February 21, 2005). Postal Service internal users of
FAST can also go to the FAST website to manage appointments, proactively manage operations at
facilities, help with overall transportation management processing and provide a rating system for rating
Schedulers.

1.4 Simple Object Access Protocol

Simple Object Access Protocol (SOAP) 1.1 is a key enabler of Web Services through XML. SOAP enables
the exchange of XML messages so that services can easily describe their capabilities and allow any other
service, application or device on the Internet to easily invoke those capabilities. TM, working with SOAP,
adds the mechanisms for the management of syndication on the Web. SOAP is being widely used as
transport for Web Services related RPC. TM 1.0 is designed to layer its communications on SOAP. This
will enable developers and users to take advantage of their existing communication infrastructure and
management services while taking advantage of TM for their content distribution applications or content
subscription activities. SOAP V1.1 became a W3C Recommendation on June 24, 2003.

1.5 Web Services Definition Language

Web Services Definition Language (WSDL) is an XML-based description language that currently describes
RPC based end-points. This is currently being developed by W3C for extending RPC to enable messaging-
style program end-points. TM 1.0 has an XML-based protocol for conversation between client and server.
For TM 1.0, we are defining TM end-points with WSDL (either message-oriented or RPC-based or both).
This will eliminate the need for TM client packages. Any WSDL to Java or any other programming
language-based generator will be able to generate TM client interfaces in that programming language

1.6 FAST Functional Architecture

The following figure 1-1 shows the PostalOne! FAST functional architecture.
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Customer Registration - A mailer either creates a new PostalOne! registration or updates an existing registration profile. PFSTI sends new or updated
information to FAST.
Appointment Scheduled - Mailers sends appointment schedules to PFSTI, which are then sent to FAST.

Authentication -  User logs in through PostalOne! website or goes directly to FAST website. In both instances, the user is authenticated through PFSTI.

Closeout Messages - FAST sends closeout messages to PFSTI, which are then sent to mailers.

Publication 804 is under revision. The screenshot above reflects documents currently available.

1.7 PFWS Structure

The PFWS is part of the overall PostalOne! application and provides customers with the business to
business (B2B) capability of submitting postal documents through the Internet using a Web service over a
secure connection (HTTPS) with the Postal Service. The PFWS uses the SOAP protocol to transmit
information in an XML format that insures that the data can be sent and received by applications written in
various languages and deployed on various platforms.

External USPS SOAP -l
Customers ¥

2

jOAP PostalOne! ~e FAST
M;\ MQ

;]
Y Jing

Figure 1-2. PostalOne! FAST Web Service Overview

PFWS is a stateless RPC-style Web service that accepts requests via the SOAP protocol using the HTTP
bindings. PFWS uses an implementation of the SOAP 1.1 specification; therefore an application should
be able to communicate with PFWS using any SOAP implementation that is compliant with the SOAP 1.1
specification. In addition, a client application should be able to be written in any language that has a
SOAP implementation. Data is encoded using the SOAP encoding style as defined in section 5 of the
SOAP 1.1 specification.

By using SOAP, the Web service de facto standard transmission protocols, the PFWS application allows
Postal Service customers and commercial software vendors to develop SOAP-enabled custom software
applications to generate postal transportation messaging documents and submit them electronically to the
Postal Service PostalOne! system where, after format validation and in some cases after completion of
messages via Mail.dat data, they will be passed to the FAST system. Once the FAST system processes
the information, the FAST system sends messages back to the PostalOne! system and from there mailers
can pull the messages. PFWS has opened up the ability for Postal Service customers to start performing
actions on data without having to visit the FAST HTML-based application.

User Interface
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The PFWS provides the capability to submit postal transportation messaging data electronically, so no
user interface exists within the PostalOne! system to support such functionality. Each Postal Service
customer must determine the best way to integrate the features of the PFWS into their own systems or to
acquire third-party software capable of using PFWS features.

Functions and Processes

The PostalOne! FAST Web Services API consists of one major area of functionality, i.e. Transportation
messaging, with its own Web Services Definition Language (WSDL) file that defines the objects and
methods available. The different methods available are

e Query

e Create

e Update

e Cancel

e Closeout

The following sections in this guide describe each functional area in detail. The Web Services interface is
described using WSDL. The WSDL document that describes the PostalOne! FAST Web Services can be
found at the following location: Customer Acceptance Test (CAT) URL:
https://cat.uspspostalone.com/fastxml/index.cfm

2 Introduction

2.1 Overview

This document will define the business scenarios for PostalOne!® implementation of the IDEAlliance®
transportation Web Services, and the IDEAlliance supported error messages for each Web Services
message.

2.2 Document Summary

This section will describe all of the Postal Service supported IDEAlliance TM(S) business scenarios.
Developers will know how to use each business service within their mailing business model. For each
business scenario, there will be a constraints section that describes any limitations the Postal Service will
impose on these IDEAIlliance business services that are not documented in the IDEAlliance TM
document.

e See PostalOne! - FAST IDEAlliance Appendix (Version 1.0) for Postal Service specific
assumptions and constraints.

The IDEAlliance Business Process Workflows will define the following list of business scenarios and
associated IDEAlliance TMs used to perform Facility Access and Shipment Tracking (FAST) appointment
scheduling activities. Scheduler business scenarios associated with using the IDEAlliance transportation
Web Services are:

e Scheduler Queries USPS Facility For Open Appointment Slots
e Scheduler Requests An Appointment With a USPS Facility
e Scheduler Updates an Appointment
= Update an Appointment Mail Contents
e Scheduler Cancels an Appointment
o Scheduler Receives Appointment Close-Out Information
= Scheduler Request an Exact Appointment Close-Out
= Scheduler Request All Appointment Close-Outs
e Scheduler Requests Status Appointment Replies When Initial Process Times-out

2.3 Assumptions and Constraints
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e ltis the responsibility of the scheduler to keep the Mail.dat data synchronized with the mail
contents Web Services request.

e ltis the responsibility of the scheduler to keep track of SchedulerlD and SchedulerCorplds for its
users who are responsible for sending Web Services messages to PostalOne! FAST.

e PostalOne! FAST Web Services are not completely supporting the IDEAlliance TM specifications.
For further details, see PostalOne! - FAST IDEAlliance Appendix (Version 1.0) for Postal Service
specific assumptions and constraints.

e The list of assumptions and constraints will expand.

2.4 References

e Mail.dat Transportation Message Protocol, Data Dictionary Specification, Version 1.0, 2004 11

10.

e Mail.dat Transportation Message Protocol, Primer: Introduction and Overview, Version 1.0, 2004
11 10.

e Mail.dat Transportation Message Protocol, Transportation Messaging Specification, Version 1.0,
2004 11 10.

e Mail.dat Transportation Message Protocol, XML Specification, Version 1.0, 2004 11 10.

e Mail.dat Transportation Message Protocol, Fault and Return Information Specification, Version
1.0, 2004 11 10.

e PostalOne! - FAST IDEAlliance Appendix (Version 1.0).

e PostalOne! - AppointmentServices.wsdl, 2004, 11 12.

3 Business Scenarios

3.1 Getting Ready for PostalOne! FAST Web Services

Before schedulers can send any Web Services messages to the PostalOne! system, all Web Services
messages need to have a Schedulerld and SchedulerCorpld which is provided by the PostalOne! team at
the time of customer registration. When a customer is successfully added to the PostalOne! system and
user accounts are created, the user will be notified of his/her Schedulerld and SchedulerCorpld that
“MUST” accompany all Web Services messages to the PostalOne! system. The Schedulerld represents
a business role within the scheduler’s organization and the SchedulerCorpld represents the ID by which
the PostalOne! system and FAST will recognize the customer’s corporation.

e See PostalOne! - FAST IDEAlliance Appendix (Version 1.0) for details.

3.2 Fault Element

The <Fault> element is designed to pass operational and implementation errors via the detail portion of
SOAP Fault mechanism. The Fault has an optional TrackingID attribute which identifies the message
that was interrupted by the fault and can be used for fault recovery. The Fault is made up of one or more
Fault Codes with an optional Fault Description. See the error codes section with each specific Web
Services message for PostalOne! and FAST specific fault or error codes and descriptions.

The following figure shows the Fault message structure.
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3.3 Scheduler Queries for Open Appointment Slots

The following two figures show the DeliveryApptQueryRequest and DeliveryApptQueryResponse
message structure.
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In the mailing business model, a scheduler will need to perform entry point planning to drop off mail jobs
at Postal Service facility locations. In creating an entry point plan, the scheduler will need the capability to
guery a Postal Service facility for open appointment slots. To model the query for open appointment slots
business logic into a business workflow, the scheduler will implement the DeliveryApptQueryRequest
message and DeliveryApptQueryResponse Web Services. Figure 2.1 shows the business process for
performing a query for open appointment facility slots for a specific mail load.

Shipper Queries For Appaintmeant Shots

Shipper

PostalOnea! FAST

> Step 1

¥

Stap 2 :_‘/\. Step 3

Step 4

L

> Step 5

rF

Step &

F

Step 42.

Step 43.

Step 44.

Step 45.

Step 46.

Step 47.

Step 48.

Step T

Figure 3-1 — Scheduler Queries For Open Appointment Slots

The scheduler will populate the DeliveryApptQueryRequest Web Services data elements
which include the Postal Service facility and mail contents to be delivered.

The scheduler will send the DeliveryApptQueryRequest request to the PostalOne! system.

The PostalOne! system will check if the maildatSummary block(s) ->
IncludedinSummarization flag equals “NO.” If so, the PostalOne! system will check if the
maildatSummary section has all required values (User License Code, Job ID, Database
Container ID, and ZIP+4) to retrieve the Mail.dat data from the PostalOne! database. After
validating required values, the PostalOne! system will populate the USPSSummary
information with stored Mail.dat data.

The PostalOne! system will send the DeliveryApptQueryRequest message to FAST.

FAST will check the facility availability for the specified date/time in the optional Appt block
and the facility’s capacity to receive the mail load.

FAST will send the PostalOne! system back a DeliveryApptQueryResponse which will
indicate if the specified Postal Service facility has an open appointment slot and can handle
the mail load.

The PostalOne! system will send the response back to the scheduler.

PostalOne! Supported Error Conditions:

Error Condition Error Carrier Error Code
Web server not available HTTP Response HTTP: 404
Web service not available HTTP Response HTTP: 404

XML schema validation failed

SOAP Fault

TMErrorCode: 402

User authentication failed —

SOAP Body

TMErrorCode: 412
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Invalid user 1D
User authentication failed — SOAP Body TMErrorCode: 412
Invalid password
User authorization failed SOAP Body TMErrorCode: 412
Unrecognized operation SOAP Body TMErrorCode: 408
Arguments — unexpected root
element
Mail.dat user license code not SOAP Body TMErrorCode: 1100
supported by receiver
Mail.dat job ID not in consignee SOAP Body TMErrorCode: 1101
database
Mail.dat DatabaseContainerID SOAP Body TMErrorCode: 1102
not in consignee database
Mail.dat verification ZIP+4 notin | SOAP Body TMErrorCode: 1103
consignee database
FAST too slow — system timed SOAP Body TMErrorCode: 501
out
All other system level errors SOAP Body TMErrorCode: 500
FAST Support Error Conditions:

Error Condition Error Carrier Error Code
Invalid Scheduler ID for SOAP Body
Scheduler Corp ID TMErrorCode: 1000
Invalid Scheduler Corp ID SOAP Body TMErrorCode: 1001
Facility not found. SOAP Body TMErrorCode: 1002
Volume requested exceeded SOAP Body
available amount (VOLUME
TYPE SPECIFIED) TMErrorCode: 1010
Appointments must be scheduled | SOAP Body
at least 8 hours in advance TMErrorCode: 1011
Appointments may only be SOAP Body
scheduled up to 14 days in
advance TMErrorCode: 1012
Requested appt date/time is past | SOAP Body TMErrorCode: 1018
Invalid Mail Shape/ Handling Unit | SOAP Body
combination TMErrorCode: 1202
In Home Start Date must be SOAP Body
earlier than the In Home End
Date TMErrorCode: 1203
Mail Class not supported by SOAP Body
Consignee TMErrorCode: 1300
Processing Category not SOAP Body
supported by Consignee TMErrorCode: 1301
Presort Level not supported by SOAP Body
Consignee TMErrorCode: 1302
Scheduler 1D is not valid SOAP Body ErrorCode: 3000
Scheduled Appointment time SOAP Body
must be scheduled on the hour ErrorCode: 3001
Optional Appointment Start Time | SOAP Body
must be before the Optional End
Time ErrorCode: 3004
Optional Appointment Start Time | SOAP Body ErrorCode: 3005
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must be within 8 hours of the
Optional End Time

Appointment date/time must be SOAP Body
earlier than In Home Start Date ErrorCode: 3007

A Speedline Appointment cannot | SOAP Body
have more than 6 pallet positions ErrorCode: 3009

Facility does not accept drop SOAP Body
shipments. ErrorCode: 3011

3.4 Scheduler Requests to Schedule an Appointment
The following two figures show DeliveryApptRequest and DeliveryApptResponse message structures.

# shipperApptRequestiD 5—{ # Queryonly -5~,| # ConsignesApptID # schedulerCorplD
12 “lyestn i 512
# SchedulerID o o @ ShipperMultiStopID g | @ ConsignesMultiStoplDg - -[I ShipperStopsurmbes
12 a gl q I)LIE E v ni2 q
# ApptTypeg fil[' PalletPositionCounk

apptTvpelype ni2

oot B lod i quent Type

¢ Driwrr.ﬂ.ﬁlmmpﬂfq_ iy # Nebrillnfn
Y dzalInfolype

=

| tnaibesInbaTvps

DeliveryApptRequest

_| #* DeliveryApptaccept E
# DeliveryApptResponse )~ deliveryfipptacceptType

S b DeliwerrnpptﬂejectE
delivery ApptReject Type

DeliveryApptResponse

Schedulers will need the capability to schedule an appointment to notify a Postal Service facility of
mailing(s) drop-off. Schedulers will use DeliveryApptRequest and DeliveryApptResponse messages to
incorporate appointment scheduling business logic into their business workflow process. Figure 2.2
shows the sequence of events for scheduling an appointment request.
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User Guide
Shipper Schedules An Appointment

PostalOne! FAST

Step 2 > Step3

Step 7 <

Step 4

v

L

Step 6

Figure 3-2 — Scheduler Request to Schedule an Appointment

Step 49. The scheduler will populate the DeliveryApptRequest Web Services data elements.

Step 50. The scheduler will send the DeliveryApptRequest to the PostalOne! system.

Step 51. The PostalOne! system will check if the maildatSummary block(s) ->
IncludedinSummarization flag equals “NO.” If so, the PostalOne! system will check if the
maildatSummary section has all required values (User License Code, Job ID, Database
Container ID, and ZIP+4) to retrieve the Mail.dat data from the PostalOne! database. After
validating required values, the PostalOne! system will populate the USPSSummary
information with stored Mail.dat data.

The following two figures show the MailDatSummary and USPSSummary structure.

= @ IncludedinSummarizationBlock )
“Lyesha

W,

#* UserLicenseCode

| + MailDatSummary
| D atSumrmary Type

MailDatSummary

rrsildat wzed icenseCodaType

4 JobID
rsildatjobIDType |

+ DatabaseContainerID
rzildatidatabazeContainerIDType

|+ UniqueContainerID #

" | masildatuniqueContaineIDT ype

# \'Eriﬁcal:iunzipfid
ni3
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The PostalOne! system will send the DeliveryApptRequest message to FAST.

FAST will check the facility appointment availability for the specified date/time in the

DeliveryApptRequest message and mail volume associated to the appointment. If the facility
can accommodate the appointment request, FAST will schedule an appointment at that

particular Postal Service facility, and populate the response in a DeliveryApptAccept block.

If
ect the appointment request and populate the

FAST will include either the DeliveryApptAccept or DeliveryApptReject block in a

DeliveryApptResponse message and send it back to the PostalOne! system.

USPSSummary
Step 52.
Step 53.
accommodation is not available, FAST will rej
response in a DeliveryApptReject block.
Step 54.
Step 55.

PostalOne! Support Error Conditions:

The PostalOne! system will send the DeliveryApptResponse message back to the scheduler.

Error Condition Error Carrier Error Code
Web server not available HTTP Response HTTP: 404
Web service not available HTTP Response HTTP: 404

XML schema validation failed SOAP Fault TMErrorCode: 402
User authentication failed — SOAP Body TMErrorCode: 412
Invalid user 1D

User authentication failed — SOAP Body TMErrorCode: 412
invalid password

User authorization failed SOAP Body TMErrorCode: 412
Unrecognized operation SOAP Body TMErrorCode: 408

arguments — unexpected root
element
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Mail.dat user license code not SOAP Body TMErrorCode: 1100
supported by receiver
Mail.dat job ID not in consignee SOAP Body TMErrorCode: 1101
database
Mail.dat DatabaseContainerID SOAP Body TMErrorCode: 1102
not in consignee database
Mail.dat verification ZIP+4 notin | SOAP Body TMErrorCode: 1103
consignee database
FAST too slow — system timed SOAP Body TMErrorCode: 501
out
All other system level errors SOAP Body TMErrorCode: 500
FAST Support Error Conditions:

Error Condition Error Carrier Error Code

Invalid Scheduler ID for SOAP Body

Scheduler Corp ID TMErrorCode: 1000
Invalid Scheduler Corp ID SOAP Body TMErrorCode: 1001
Facility not found. SOAP Body TMErrorCode: 1002
Invalid Multistop ID SOAP Body TMErrorCode: 1005
Duplicate Unigue Container ID's | SOAP Body TMErrorCode: 1006
No slots available for that time / SOAP Body

type - dock limit TMErrorCode: 1009
Volume requested exceeded SOAP Body

available amount (VOLUME

TYPE SPECIFIED) TMErrorCode: 1010
Appointments must be scheduled | SOAP Body

at least 8 hours in advance TMErrorCode: 1011
Appointments may only be SOAP Body

scheduled up to 14 days in

advance TMErrorCode: 1012
Requested appt date/time is past | SOAP Body TMErrorCode: 1018
News content is only valid when SOAP Body

Mail Class is Periodicals TMErrorCode: 1200
Perishable content is only valid SOAP Body

when Mail Class is Package

Services TMErrorCode: 1201
Invalid Mail Shape/ Handling Unit | SOAP Body

combination TMErrorCode: 1202
In Home Start Date must be SOAP Body

earlier than the In Home End

Date TMErrorCode: 1203
Mail Class not supported by SOAP Body

Consignee TMErrorCode: 1300
Processing Category not SOAP Body

supported by Consignee TMErrorCode: 1301
Presort Level not supported by SOAP Body

Consignee TMErrorCode: 1302
Scheduler 1D is not valid SOAP Body ErrorCode: 3000
Scheduled Appointment time SOAP Body

must be scheduled on the hour ErrorCode: 3001
Perishable content is only valid SOAP Body

when Processing Category (Mail
Shape) is Machineable Parcel,
Outside Parcel (Non-

ErrorCode: 3003
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Machineable Parcel), or Irregular
Parcel

Optional Appointment Start Time
must be before the Optional End
Time

SOAP Body

ErrorCode:

3004

Optional Appointment Start Time
must be within 8 hours of the
Optional End Time

SOAP Body

ErrorCode:

3005

The time difference between the
first and last appointment of a
multi-stop must be within 24
hours

SOAP Body

ErrorCode:

3006

Appointment date/time must be
earlier than In Home Start Date

SOAP Body

ErrorCode:

3007

Number of USPSSummary
blocks exceeded maximum limit
of 100

SOAP Body

ErrorCode:

3008

A Speedline Appointment cannot
have more than 6 pallet positions

SOAP Body

ErrorCode:

3009

Facility does not accept drop
shipments.

SOAP Body

ErrorCode:

3011

3.5 Scheduler Updates an Appointment

The following two figures show the DeliveryApptUpdate and DeliveryApptUpdateResponse message

structure.

* ApptType
apptTyo=Type

o
[

o ShippaﬂpptnaquestIDE

nld

=12 =12

n

# ConsigneeApptiD l # SchedulerlD [- SchedulerCorplD
iz ;

E‘ E[. PallatPositionCount

| * Deta'llrfnlﬂ
lderalicfuTvpe

.b
1 7 # TrailerInfo
traileinFoT wpe

+ DeliveryApptUpdate

* ApptBlockUpdate E
apprAlocklindateTune

[ Return[l)é

" ’7 =12
- # ReturnInfo
2 EmirfaType -

DeliveryApptUpdate

4 DeliveryApptUpdateResponse Bl

DeliveryApptUpdateResponse

deliveryApptUpdatefcceptType

_| # DeliveryapptUpdateAccept

4 DeliveryApptUpdateReject E

deliveryApptiipdateReject Type

As schedulers produce the mailings or prepare transportation, they will need to update the appointment
information, for example the header, mail content or trailer. Schedulers will use the DeliveryApptUpdate
message to update an appointment’s mail content. The consignee will send schedulers update
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appointment responses using the DeliveryApptUpdateResponse message. Figure 2.3 shows the
sequence of events for making an appointment update.

Step 56.

Step 57.

Step 58.

Step 59.

Step 60.

Step 61.

Step 62.

Shipper Updates an Appointment’s Mail Contents

Shipper PostalOne! FAST

> Step1

Step 2 > Step3

Step 4

v

Step 6
Step 7

A

Figure 3-3— Scheduler Updates an Appointment

The scheduler will populate the DeliveryApptUpdate Web Services data elements to update
an appointment’s mail content.

The scheduler will send the DeliveryApptUpdate message to the PostalOne! system.

The PostalOne! system will check if the maildatSummary block(s) ->
IncludedinSummarization flag equals “NO.” If so, the PostalOne! system will check if the
maildatSummary section has all required values (User License Code, Job ID, Database
Container ID, and ZIP+4) to retrieve the Mail.dat data from the PostalOne! database. After
validating required values, the PostalOne! system will populate the USPSSummary
information with stored Mail.dat data.

The PostalOne! system will send the DeliveryApptUpdate message to FAST.

FAST will check the facility’s appointment availability for the specified date/time in the
DeliveryApptUpdate and mail volume associated to the appointment. If the facility can
accommodate the update appointment request, FAST will update the scheduled appointment
and populate a DeliveryApptUpdateAccept block with the response information. If the Postal
Service facility cannot accommodate the appointment’s updated mail content, then FAST will
put the rejection response in a DeliveryApptUpdateReject block.

FAST will include either the DeliveryApptUpateAccept or DeliveryApptUpdateReject block in
a DeliveryApptUpdateResponse message and send it back to the PostalOne! system.

The PostalOne! system will send the response message back to the mailer.

PostalOne! Support Error Conditions:

Error Condition Error Carrier Error Code
Web server not available HTTP Response HTTP: 404
Web service not available HTTP Response HTTP: 404
XML schema validation failed SOAP Fault TMErrorCode: 402
User authentication failed — SOAP Body TMErrorCode: 412
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Invalid user 1D
User authentication failed — SOAP Body TMErrorCode: 412
Invalid password
User authorization failed SOAP Body TMErrorCode: 412
Unrecognized operation SOAP Body TMErrorCode: 408
Arguments — unexpected root
element
Mail.dat user license code not SOAP Body TMErrorCode: 1100
supported by receiver
Mail.dat job ID not in consignee SOAP Body TMErrorCode: 1101
database
Mail.dat DatabaseContainerID SOAP Body TMErrorCode: 1102
not in consignee database
Mail.dat verification ZIP+4 notin | SOAP Body TMErrorCode: 1103
consignee database
FAST too slow — system timed SOAP Body TMErrorCode: 501
out
All other system level errors SOAP Body TMErrorCode: 500
FAST Support Error Conditions:
Error Condition Error Carrier Error Code

Invalid Scheduler ID for SOAP Body TMErrorCode:
Scheduler Corp ID 1000

SOAP Body TMErrorCode:
Invalid Scheduler Corp ID 1001

SOAP Body TMErrorCode:
Facility not found. 1002

SOAP Body TMErrorCode:
Invalid ConsigneeApptID 1004
No slots available for that time / SOAP Body TMErrorCode:
type - dock limit 1009
Volume requested exceeded SOAP Body
available amount (VOLUME TMErrorCode:
TYPE SPECIFIED) 1010
Appointments must be scheduled | SOAP Body TMErrorCode:
at least 8 hours in advance 1011
Appointments may only be SOAP Body
scheduled up to 14 days in TMErrorCode:
advance 1012
Update/cancel refused - SOAP Body TMErrorCode:
appointment closed/canceled 1015
Customer and Consignee SOAP Body
Appointment ID do not TMErrorCode:
correspond 1017

SOAP Body TMErrorCode:
Requested appt date/time is past 1018
News content is only valid when SOAP Body TMErrorCode:
Mail Class is Periodicals 1200
Perishable content is only valid SOAP Body
when Mail Class is Package TMErrorCode:
Services 1201
Invalid Mail Shape/ Handling Unit | SOAP Body TMErrorCode:
combination 1202
In Home Start Date must be SOAP Body TMErrorCode:
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earlier than the In Home End 1203
Date
Mail Class not supported by SOAP Body TMErrorCode:
Consignee 1300
Processing Category not SOAP Body TMErrorCode:
supported by Consignee 1301
Presort Level not supported by SOAP Body TMErrorCode:
Consignee 1302
Scheduler 1D is not valid SOAP Body ErrorCode: 3000
Scheduled Appointment time SOAP Body
must be scheduled on the hour ErrorCode: 3001
Customer and Consignee SOAP Body
Multistop ID do not correspond ErrorCode: 3002
Perishable content is only valid SOAP Body
when Processing Category (Mail
Shape) is Machineable Parcel,
Outside Parcel (Non-
Machineable Parcel), or Irregular
Parcel ErrorCode: 3003
Optional Appointment Start Time | SOAP Body
must be before the Optional End
Time ErrorCode: 3004
Optional Appointment Start Time | SOAP Body
must be within 8 hours of the
Optional End Time ErrorCode: 3005
Appointment date/time must be SOAP Body
earlier than In Home Start Date ErrorCode: 3007
Number of USPSSummary SOAP Body
blocks exceeded maximum limit
of 100 ErrorCode: 3008
A Speedline Appointment cannot | SOAP Body
have more than 6 pallet positions ErrorCode: 3009
Appointments must be updated SOAP Body
at least 8 hours in advance ErrorCode: 3010
Facility does not accept drop SOAP Body
shipments. ErrorCode: 3011

3.6 Scheduler Cancels an Appointment

The following two figures show the DeliveryApptCancelRequest and DeliveryApptCancelResponse message
structure.
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DeliveryApptCancelResponse

As schedulers produce or prepare transportation for mailings, they might run into problems or delays
causing the scheduler to cancel an existing appointment. Schedulers will only be able to cancel a whole
appointment. Schedulers will use the DeliveryApptCancelRequest message to request an appointment to
be canceled. A consignee will send a DeliveryApptCancelResponse message back to a scheduler
indicating if the appointment was successfully canceled. Figure 2.4 shows the sequence of events for
canceling an appointment.

Shipper Sands Delivery Appointment Cancellation

Shipper

PostalOnea! FAST

> Stepl

¥

Step 2

Step 3

L J

> Step 4

Step 5
Step 6

F 3

F

Step 63.
Step 64.
Step 65.
Step 66.

Step 67.

Step 68.

Figure 3-4— Scheduler Cancels an Appointment

The scheduler will populate the DeliveryApptCancelRequest Web Services data elements.
The scheduler will send the DeliveryApptCancelRequest message to the PostalOne! system.
The PostalOne! system will route the message request to FAST.

FAST will cancel the appointment.

FAST will send a DeliveryApptCancelRequest message back to the PostalOne! system which
will contain a cancelConfirmID indicating whether or not the appointment was successfully

canceled.

The PostalOne! system will send the message response back to the scheduler.

PostalOne! Support Error Conditions:

Error Condition Error Carrier Error Code
Web server not available HTTP Response HTTP: 404
Web service not available HTTP Response HTTP: 404
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XML schema validation failed SOAP Fault TMErrorCode: 402
User authentication failed — SOAP Body TMErrorCode: 412
invalid user ID
User authentication failed — SOAP Body TMErrorCode: 412
invalid password
User authorization failed SOAP Body TMErrorCode: 412
Unrecognized operation SOAP Body TMErrorCode: 408
arguments — unexpected root
element
FAST too slow — system timed SOAP Body TMErrorCode: 501
out
All other system level errors SOAP Body TMErrorCode: 500
FAST Support Error Conditions:

Error Condition Error Carrier Error Code
Invalid ConsigneeApptiD SOAP Body TMErrorCode: 1004
Update/cancel refused - SOAP Body
appointment closed/canceled TMErrorCode: 1015
Appointments must be updated SOAP Body
at least 8 hours in advance ErrorCode: 3010

3.7 Scheduler Request a Single Appointment Close-Out

The following two figures show the DeliveryApptStatusRequest and DeliveryApptStatusResponse
message structures.
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DeliveryApptStatusResponse

When a scheduler’s mail job has arrived at a Postal Service facility, a dock clerk will close the
appointment using TIMES. This system will send the appointment close-out information to FAST which
will send the information to the PostalOne! system. A scheduler will use the DeliveryApptStatusRequest
message to request a single appointment close-out for the following types of appointment close-outs: an
on-time scheduled appointment, a no-show appointment, or a rejected scheduled appointment. When a
consignee receives a DeliveryApptStatusRequest message, the consignee will process the appointment
close-out request message, populate a ConsigneeGoodsReceipt data type with the appointment close-
out information, and send a DeliveryApptStatusResponse message back to the scheduler that includes
the ConsigneeGoodsReceipt data type. Refer to the business rules and constraints section below for
specific business logic, rules, and constraints associated with this type of Web Services. Figure 2.5
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shows the business process sequence for schedulers receiving appointment close-out information from
the PostalOne! system.

Shipper Retrieves A Single Scheduled Appointment Close-Out Data

Shipper PostalCne! FAST TIME ﬁ
Dack Clerk
" Stepi
Lo i Step 2
Step 3
B
|~ Stepd
Sep 5 i
-t
Step B
Figure 3-5- Scheduler Receives an Appointment Close-Out
Step 69. The dock clerk enters an appointment close-out date and time into TIMES.
Step 70. TIMES system sends the appointment close-out data to FAST.
Step 71. FAST populates ConsigneeGoodsReceipt message with the appointment close-out data and
enters the ConsigneeGoodsReceipt message into the PostalOne! message queue.
Step 72. The PostalOne! system receives the ConsigneeGoodsReceipt message and stores the data.
Step 73. Schedulers and the PostalOne! system will have business rules established where the
scheduler can pull the PostalOne! system every 15 minutes for the appointment close-out
data based on the scheduled induction date and time. The scheduler will send a
DeliveryApptStatusRequest to the PostalOne! system.
Step 74. The PostalOne! system will receive the request and send a DeliveryApptStatusRequest

message back to the scheduler with the included ConsigneeGoodsReceipt data type
containing the appointment close-out data.

PostalOne! Support Error Conditions:

Error Condition Error Carrier Error Code
Web server not available HTTP Response HTTP: 404
Web service not available HTTP Response HTTP: 404
XML schema validation failed SOAP Fault TMErrorCode: 402
User authentication failed — SOAP Body TMErrorCode: 412
invalid user ID
User authentication failed — SOAP Body TMErrorCode: 412
invalid password
User authorization failed SOAP Body TMErrorCode: 412
Unrecognized operation SOAP Body TMErrorCode: 408
arguments — unexpected root
element
All other system level errors SOAP Body TMErrorCode: 500
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3.8 Scheduler Request All Scheduled and Unscheduled Appointment Close-Out

The following two figures show the AllDeliveryApptCloseoutRequest and
AllDeliveryApptCloseoutResponse message structures.

* nllDeli\rervnpptStatusRequestD C SchedulerCnrpIDE & & Echedulerma‘

512 512

AllDeliveryApptCloseoutRequest

' # SchedulerCorpID ."5’:6--" SchedulerID
\s12 ) e )

| # ConsigneeGoodsReceipt IE‘

+ AllDeliveryApptCloseoutResponse E

4+ UnscheduledConsigneeGoodsReceipt F

AllDeliveryApptCloseoutResponse

A scheduler can receive scheduled and unscheduled appointment close information by sending the
PostalOne! system an AllDeliveryApptCloseoutRequest message. The PostalOne! system will retrieve all
of the scheduler’s appointment close-out and send the information back to the scheduler in an
AllDeliveryApptCloseoutResponse message. A scheduler can use the AllDeliveryApptCloseoutRequest
message to retrieve the following types of appointment close-out information: an on-time scheduled
appointment, a no-show appointment, a rejected scheduled appointment, or unscheduled appointments.
Refer to the business rules and constraints section below for specific business logic, rules, and
constraints associated with Web Services. Figure 2.6 shows the business process sequence for
schedulers receiving appointment close-out information from the PostalOne! system.

Shipper Retrieves All Scheduled and Unscheduled Appointment
Close-Out Data

Shipper PostalOne! FAST TIME ?:?
Dock Clerk

3

Step1

Fy

Step 2

h

Figure 3-6- Scheduler Receives an Appointment Close-Out
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Step 75. The dock clerk enters an appointment close-out date & time into TIMES.
Step 76. TIMES system sends the appointment close-out data to FAST.

Step 77. If the appointment close-out is a scheduled appointment, FAST populates a
ConsigneeGoodsReceipt message with the appointment close-out data. If the appointment
close-out is an unscheduled appointment, FAST populates an
UnscheduledConsigneeGoodsReceipt message with the appointment close-out data. FAST
will put both messages, ConsigneeGoodsReceipt and UnscheduledConsigneeGoodsReceipt,
on the PostalOne! message queue.

Step 78. The PostalOne! system receives the ConsigneeGoodsReceipt or
UnscheduledConsigneeGoodsReceipt messages and stores the data.

Step 79. Schedulers and the PostalOne! system will have business rules established where the scheduler
can pull the PostalOne! system every 15 minutes for the appointment close-out data. The
scheduler will send the PostalOne! system an AllDeliveryApptCloseoutRequest.

Step 80. The PostalOne! system will receive the request, retrieve all scheduler scheduled and
unscheduled appointment close messages based on corporation 1D, and send a
AllDeliveryApptCloseoutResponse message back to the scheduler with all of the included
ConsigneeGoodsReceipt and/or UnscheduledConsigneeGoodsReceipt data types.

PostalOne! Support Error Conditions

Error Condition Error Carrier Error Code
Web server not available HTTP Response HTTP: 404
Web service not available HTTP Response HTTP: 404
XML schema validation failed SOAP Fault TMErrorCode: 402
User authentication failed — SOAP Body TMErrorCode: 412
invalid user ID
User authentication failed — SOAP Body TMErrorCode: 412
invalid password
User authorization failed SOAP Body TMErrorCode: 412
Unrecognized operation SOAP Body TMErrorCode: 408
arguments — unexpected root
element
All other system level errors SOAP Body TMErrorCode: 500

3.9 Scheduler Request Appointment Reply(s) Where Initial Request Timed Out

The following two figures from IDEAlliance TM specification 1.0 show the ApptResponseRetrievalRequest
and ApptResponseRetrievalResponse message structure.

& npptResponseRetri?aIRequest# . 4+ ApptResponse ' i o Trackingmé
| apptResponzeRetriey alRequast Type | Is12 1,

ApptResponseRetrievalRequest
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ApptResponseRetrievalResponse

When the PostalOne! system receives an appointment request, it will try to process this request in
synchronous mode first. If the session times out, the PostalOne! system will send a session time-out
response to the scheduler with a unique tracking ID in the fault block. If the scheduler wishes to receive
the appointment response associated to an initial request that timed out, the scheduler will have to
implement the Postal Service ApptResponseRetrievalRequest message where the scheduler supplies at
least one unique tracking ID in the message. The scheduler will send the RetrieveApptRepliesRequest
message to the PostalOne! system which will retrieve all the appointment response(s) associated to the
listed unique tracking IDs. The PostalOne! system will put all the appointment response messages in a
ApptResponseRetrievalResponse message and send it back to the scheduler. Otherwise, the scheduler
will have to retrieve the appointment response information directly from the FAST website.

Figure 2.7 shows the business process sequence for schedulers receiving appointment close-out
information from the PostalOne! system.
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Figure 3-7- The Scheduler Request Appointment Response(s) Associated To Session Timed Out

Step 81.
Step 82.
Step 83.

Step 84.

Step 85.

Step 86.

Step 87.

Step 88.

Step 89.

The scheduler sends an appointment request message to the PostalOne! system.
The PostalOne! system receives the message and sends the message to FAST.
The PostalOne! session times out waiting for a reply message.

The PostalOne! system sends an HTTP response time-out message with a unique tracking
ID in the SOAP Fault message block back to the scheduler.

FAST finishes processing the appointment request and sends a response back to the
PostalOne! system.

The PostalOne! system receives the message and stores the data.

Based on business rules defined between schedulers and the PostalOne! system, schedulers
will periodically send a RetrieveApptRepliesRequest to the PostalOne! system, with at least
one unique tracking ID referencing the appointment response associated to an initial
appointment request where the session timed out.

The PostalOne! system will receive the tracking IDs, retrieve the appointment response(s),
populate all the appointment response(s) associated to the list of supplied unique tracking
IDs into a RetrieveApptRepliesResponse message.

The PostalOne! system will send the RetrieveApptRepliesResponse message containing all
the appointment response(s)back to the scheduler.

September 30, 2011

FAST Customer User Guide Page 504



Facility Access and Shipment Tracking

User Guide

PostalOne! Support Error Conditions:

Error Condition Error Carrier Error Code
Web server not available HTTP Response HTTP: 404
Web service not available HTTP Response HTTP: 404
XML schema validation failed SOAP Fault TMErrorCode: 402
User authentication failed — SOAP Fault TMErrorCode: 412
invalid user ID
User authentication failed — SOAP Fault TMErrorCode: 412
invalid password
User authorization failed SOAP Fault TMErrorCode: 412
Invalid tracking ID SOAP Fault TMErrorCode: 410
Invalid tracking ID — for the user SOAP Fault TMErrorCode: 410
ID
Unrecognized operation SOAP Body TMErrorCode: 408
arguments — unexpected root
element
Response not yet available SOAP Fault TMErrorCode: 501
try later
All other system level errors SOAP Fault TMErrorCode: 500
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