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MSP Functionality

Mail Service Provider (MSP) Indicator
* Accounts with MSP designations may receive expanded functionality
+ MID / CRID requests for customers
- Look-up individual CRIDs or MIDs (up to 10 at a time)
- Bulk look-up of CRIDs or MIDs via csv
- Assign a CRID and/or a MID
- Bulk assignment of CRIDs and/or MIDs via csv
- Results are exportable via csv, excel, XML, PDF, and RTF
+ Customer Validation Tool
- CRID look-up
- Single look-up
- Returns company name and address
- MID look-up
- Single look-up
- Returns company name and address, CRID
- Permit look-up
- Single look-up
- Returns company name and address, CRID, Account Number
- Scheduler ID look-up
- Single look-up
- Returns company name and address, CRID




mm)- BCG MSP Indicator & Edit MSP Functionality
Customer Validation Tool

Individual CRID/MID Requests

Individual CRID/MID Lookup

Bulk CRID/MID Requests

Bulk CRID/MID Look-ups




Confirmation Page: CRIDs, MIDs and MSP Indicator

When a new business account
is created, a CRID is S— i During registration, new
automatically assigned business locations will
e automatically be
assigned a Mailer ID

% We have automatically assigned you a Mailer ID

MID): 900004055 2
g Your Business Location: . -

BCGTEST1234
475 LENFANT PLZ SW Is this location a Mail Service Provider (MSP)? 2
WASHINGTON, DC 20260-0004 M Yes

UNITED STATES

CRID 2 :94545290

The MSP Indicator is displayed on the
[ AOD A LOCATION | @)

Confirmation Page under the MID

#® information. Only users who are the
BSA of Manage Mailing Activity will be
asked this question.

The MSP indicator only shows up for the BSA of MMA. If someone else at that
CRID has already said “yes” to the MSP question, the question will not show
up at all. Once someone sets the indicator to “yes”, it can only be changed by
calling the help desk.



Mail Service Provider (MSP) Pop-up Message

* Upon rolling over the question mark displayed next to the
word “MSP”, users will see a pop-up which provides more
details about the role of the Mail Service Provider

Is this location a Mail Service Provide] (MSP)? o
I Yes

Amailing agent(i.e. mail service provider)is an
organization,business entity, orindividual acting
on behalf of one or more mail owners by providing
f_mkmds‘P deﬁEFS‘F” is mailing services forwhichthe mail owners
é’;sienes';j‘oganmj‘-:h 4 compensate the mailing agent.
is not specific to a user

As a Mail Service Provider,my company certifies to
the United States Postal Servicethatwe have been
authorized by our customer(s)to actastheir
mailing agent withthe USPS and obhtain services
for business mailing matters ontheir behalf.




Manage Account — Manage Profile: MSP Box

Manage Account

manageprotie

Manage Profile

User:
ALITESTER
begeattestng@gmail com
(202) 268-0000

m Home Business Location:
BUSINESS
i STREET

g Add a Business Location

Dees your business have moe locations? Click hane 1o add additional

lecations to your Bccount

TN PR T e o

+ A "Mail Service Providers”

panel will be displayed under
“Add a Business Location” for
users who are an MSP and
have access to Manage
Mailing Activity.

ACD & LOCATION

Mail Service Providers

Gat MIDICRID Assignments far your Custor

GET WIDLCRION

Validate your Client Business information

CUSTOMER VALIDATION TOOL

mers

* For MSPs that do not have
access to Manage Mailing

Activity (MMA), a similar box
will appear, but without the
Customer Validation Tool.

This panel will only be displayed for users who are Mail Service Providers.

MSPs who have access to the MMA service will see the exact panel shown
here.

MSPs that do not have access to MMA will see the panel but it will not display
the Customer Validation Tool button.

At this time only the BSA is able to access the Get MIDs/CRIDs feature.



Manage Account: Manage Locations

+ All users will see a “Manage Locations” tab under the Manage Account
section

« This page allows you to view and edit all relevant information (including
MSP status) about your business locations as well as add a new
location

Denotes the home business
location which is the business
address with which the user

t Preferences Manage Ser

initially registered The BSA of MMA is the only user

FIE-0n U accoLnt: that may update the MSP
e LR RER designation and location information

pcations curmently set up in your account

Inbox

Mailing Services

Support

i Manage Account

Note: You must be the BSA to edit an

location other than the Home location




Edit MSP Status — Home Business Location

mmms::;;mu"' - P TR 20170588 Mo
oy e NEWYORK U 20170588 No (eorr
Home Profile Business Location
S g Gl s Edit Business Profile
» Clicking the “Edit o
button for your P
home business - e F—
location will direct o . —
ou to the Edit T —
usiness Profile R
page, where you - e
are able to e S
change and - - —
update your e -
profile business |
!Ocatlon . BSAs of Manage Mailing Activity have
information the option of editing the MSP status

You must be the BSA to edit any location other than the Home location

As the BSA of MMA, you will also have the option to edit MSP status for
secondary locations.



Edit MSP Status — Secondary Business Location

500 LOCATION 1 VA

200 MAIN STREET ﬁ ARLINGTON 227208 20170588 No | EDIT
Affiliated Business Location
. CI'Cklng the “Edit“ R T o Business Customer Gateway
button will direct

you to the Edit

Affiliated Business — —
Locations page,
where you are J——

able to change

and update only
the selected
business location
information

BSAs of Manage Mailing Activity
have the option of editing the MSP
status for secondary locations from

the Edit Business Profile page

You must be the BSA to edit any location other than the Home location

As the BSA of MMA, you will also have the option to edit MSP status for
secondary locations.



Edit MSP Status — View All Affiliated Locations

* Locations for which you are the BSA of MMA will display in the top table
and the MSP status is editable from “NO” to “YES”

Change the MSP status on a Business Location (CRID)

Review the information below and make changes if you need to change your MSP status on any locations that you manage. If you see that the box is checked
and you want to uncheck it (change MSP designation to No). please contact the help desk at (800) 522-9085 and they will do itfor you.

You are the BSA of Manage Mailing Activities for the g locati You are ized 1o change the MSP designation for these locations.
&1l Yes | Resat
MSP CRID Company Street City Sate  Postal Country
v [20170888 SIT TEST 500 LOCATICON 1 200 main steat sdington Wa 2zz02 UNITED STATES
) Jeot7ozez  SIT TEST 200 LOCATIONZ 2300 MAIN STREET HEW YORK WY 10150 UNITED STATES

You are ngfthe BSA of Manage Mailing Activities for the following locations. You are ag¢ authorized to change the MSP designation for these locations.

Admin MSP CRID Company Street city sute  Postal Country

F 3 L4 20170818 ALI'S COMPANY 123 MAIN STREET NEW YORK NY 10022 UNITED STATES

If you have access to services at additional locations but are not the BSA of MMA, those locations will
appear here. However, you will not be able to edit the MSP status because you are not the BSA of MMA
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* BCG MSP Indicator & Edit MSP Functionality
m=) Customer Validation Tool

* Individual CRID/MID Requests

* Individual CRID/MID Lookup

* Bulk CRID/MID Requests

* Bulk CRID/MID Look-ups
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* The Customer Validation Tool has been created to allow Mail Service
Providers (MSPs) to query information pertaining to customers they provide
service to.

— The link on the Manage Profile Page will be entitled “Customer Validation Tool",

and will only be present when the user has enrolled for the Manage Mailing
Activity business service at a location (CRID) designated as an MSP

— The tool allows for validation of a single identifier of customer information

Further enhancements made to the BCG also provide more support for Mail
Service Providers (or M-S-Ps). An external interface, the “Crosswalk” query
functionality was created, which allows MSPs (M-S-Ps) to search for and
gather information pertaining to their customers. MSPs (M-S-Ps) will be able
to access the query by clicking on the new “Customer Validation Tool” link that
will be present on the Manage Profile page on the BCG (B-C-G); however, its
important to note that the link itself will only appear on the screen when the
user has enrolled for the Manage Mailing Activity business service (from the
BCG business services available), have at least 1 business location
designated as an MSP (M-S-P), which also must have the Manage Mail
Activity (or M-M-A) access at that specific location.

12



Customer Validation Tool

« Mail Service Providers will utilize the Customer Validation Tool to
look-up and validate information on Mail Owners

;| UNITED STATES

Ziwsmsewces  Business Customer Gateway On the main page of the
Customer Validation Tool

a drop-down box allows

Owner information by

This tool is intendsd to provide Mal Service Providers with a way to vahidate Mail Owner information, the fDl!OWing customer
Ta begin, select a customer identifier from the drepdown below. . z =
identifiers:
Seecore 3
T CRID
Fermit Info 1
o
Permit ID
Scheduler ID

Mail Service Providers may begin their search on the Customer Validation Tool
by selecting one of the “Search by” options on the drop-down box. Mail Owner
information by the following customer identifiers: CRID, MID, Permit
Information/ID, and Scheduler ID.

13



{ FSENEE.  Business Customer Gateway

| § | ~ _ . - Returns company
name & address

information for a CRID.

MSPs may search by CRIDs, by [
entering the CRID ID into the CRID akeaintes 020

search field, and will receive Search x: - -
Results on the Tool screen gathered — 1

from Customer Registration. [r—

If the user decides to search by CRID, they simply enter the CRID # into the
CRID search field, after they’'ve selected CRID in the drop-down box. After
entering the number, they must hit the “Search” button.

The system will query information from Customer Registration and provide the
results. The CRID Search Results will appear at the bottom of the page, with
information including the Company Name and business addresses that are
associated with the CRID ID entered. Thus, the M-S-P may validate whether
the CRID is attached to the appropriate business and business location.

14



Customer Validation Tool Search by MID

Customer Validation Tool

This ool | Otendad to provde Mad Service Providers with 3 way to valdate Mad Owrwr infomation.
To Bagin, talect 3 customar ideraier from th dropdown below.

O ke Business Customer Gateway
i '3
~ Custom "
T —p—
e 1 e 5 o it sk

ENtr & MID 10 reirave I dEScEted CRID 300 Dusness B0Cess (AT o the MID,

8 0 e 855204 b

Returns company
name & address, and .
CRID information for a o
MID. e [——

User’s may also search by MID. After they enter in the MID number and click
the Search button, the MID Search Results appear at the bottom of the screen
with the associated company information. However, unlike the CRID Search
Results, the MID results not only include the Company Name and business
address, but also the MID Owner CRID #.

15



Returns company name
& address, Account #,
and CRID information for
| a permit.

In order for MSPs to search by Permit i e
Information, they must input the
Permit Number, Permit Type, City T
where Permit is Held, as well as L il
State where Permit is Held. i g

However, if the Mail Service Provider elects to search by Permit Information,
there are a few more steps involved before they can hit the Search button.
They not only must provide the Permit Number, but also the Permit Type, the
City Where Permit is Held, as well as the State Where Permit is Held.

Once this information has been entered and the M-S-P has hit the Search
button, the Permit Information Search Results will be generated at the bottom
of the screen. The Search Result will include the Account Number, the Permit
Number, Permit Type, CRID #, Company Name and Business Address
associated with the Permit Information, allowing the M-S-P to validate that
information.

16



Customer Validation Tool search by Scheduler ID

Customer Validation Tool
Thas tool & intended to provde Mad Service Providers with 2 way ralrdate Mad Owner information.
To Bagin, Selct 3 customar identifiar from the dropdemn balow.
lM 1 —I
[Seer 1| il — firerri—s
Erter # FAST Scheduler ID fo retreve the asscoated CRID and business address. ® infineing & rgemnd Suli,
- Ny =
D | |
Returns company T pe—
oy 3180
name & address and -
CRID information for a P
FAST Scheduler ID. St
ke Lo 3
T o s
Sete Praviacas |
£ e ey
ey e s3s7e

The same process applies if the user elects to search by the Scheduler ID.
However the Scheduler ID Search Results will also list the CRID # associated
to that business location.



* BCG MSP Indicator & Edit MSP Functionality
* Customer Validation Tool
=) |ndividual CRID/MID Requests
* Individual CRID/MID Lookup
* Bulk CRID/MID Requests
* Bulk CRID/MID Look-ups
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MSP MID/CRID Requests

+ A new tool from the Business Customer Gateway (BCG) has been created
to allow Mail Service Providers (MSPs) to:
1. Obtain individual or bulk MIDs and/or CRIDs on behalf of their clients and

2. Validate MID or CRID information provided by a client

The link on the Manage Profile
Page is entitled *GET [
MIDS/CRID", and will only be Vv s £
present when the user has a
business location (CRID)
designated as an MSP on
their account [ 1 sorn it

ot MR it b o Cisiie

[T —— iz
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MID/CRID Requests — Main Page

History of the five most

Requests for MIDs and CRIDs

/&INI the type of request: \

CRID
* Users will provide a company name and address
and the system will return a CRID

Individual Requests  Bulk Request,

Mailer 1D (MID}

= Users will provide a CRID and the system will
provide the list of Mailer IDs associated with this
CRID or will provide a new Mailer iD

Individual Requests  Bulk Request

CRID and MID

* Users will provide a Company Name and Address,
and the system will provide a CRID and a MID

Indhidual Request,  Bulk Request .

Bushness Customer Gateway

Request individual or bulk
CRIDs, MIDs or both on

Select the type of look-up: \

CRID Look-Up

= Users will provide a CRID and the systerm will returny
ine comespanding Company Name and Address

Individual Request:  Bulk Request s

MID Look-Up

* Users will provide a Mailer ID and the system will
retum a corresponding CRID plus ifs Company
Narme and Acdress

Individual Requests  Bulk Request

Validate customer

recent requests by type
are maintained for 7 days

Your Latest Requests »

CRID

Jul 11 12:04:05 2012071 1120405-26
Ml 11 12:00:06 20130711120006-35
Jul 10 07:46:53 20130710074853-22
Bul 10 074235 20130710074235-21

CRID Look-up

Jul 12 O7:45:44 201307 12074544.47
Jul 12 07:33:27 2013071207 2027-45
Jul 12 07:31:03 2013071207 210245
Jul 12 07:24:00 20130712072400-44
Jul 11 102847 20130711102847-33

Mic

Jul 11 01:21:41 20130711012141-42
Jul 10 07:48:06 2013071007 4808-24
Jul 10 O7:4T:30 20130710074726-23

MID Look-up

Jul 11 01:97:40 20030711011740-41
Jul 11 01:15:34 20130711011534-40
Jul 11 01:15:12 20130711011512-30
Jul 11 421949 2013071 1121918.38
Jul 10 08:00:27 20130710080027-30

CRID and MID

Jul 11121813 20130711124812.37
Jul 10 075302 20130710075302-28
Jul 10 074558 20130T10074556-25

behalf of a client

information by CRID or MID

Here you can choose to make a request for MIDs and CRIDs or
you can look up MIDs and CRIDs

- In the subsequent pages, we’'ll first review all the individual options and then
turn to the Bulk Request options



Your Latest Requests

CRID

Jul 12 125927 20130712125927-54
Jul 11 12:04:05 20130711120405-38
Jul 11 12:00:06 20130711120006-35
Jul 10 07:46:53 201307 10074653-22
Jul 10 07:42:35 20130710074235-21

CRID Look-up

Jul 12 12:58:28 201307T12125828-52
Jul 12 12:53:35 201307T12125335-48
Jul 12 07:45:44 20130712074544-47
Jul 12 07:33:27 2010712073327 48
Jul 12 07:31:03 201307 1207310345

Mo

Jul 12125714 201307 12125714-52
Jul 12 1254:15 2013071212541545
Jul 11 01:21:41 20130711012141-42
Jul 10 07:48:06 201307 10074805-24
Jul 10 07:47:39 20130710074735-23

MID Look-up

Jul 12 1254:49 20130712125445-50
Jul 11 01:17:40 20130711011740-41
Jul 11 01:15:34 20130711011534-40
Jul 11 01:15:12 20130711011512-39
Jul 11 121919 201307T11121918.28

CRID and MID

Jul 12 12:56:17 20130712128617-51
Jul 14 12:16:13 20130711121613-37
Jul 10 07:53:02 20130710075302-26
Jul 10 07:49:56 201307 10074%56-25

MID/CRID Requests

* We store your results for 7 days

+ We will send you a reminder message telling
you when we will be deleting your files

From: . com Sent: Fi
Tee [# Whesler, Barbara - Washington, DC - Contracior

{3

Subject: Yot Account

In the past 7 days, you have used the MID-CRID upload process. The results of your file uploads are posted on the
Business Customer Gateway. We save the results for 7 days. On Tuesday, July 16, 2013 we will be deleting those
result files. If you haven't done so already, please save these reports for your records by visiting

pas quests?app=Ead URL= e

The foliowing reports will be deleted:

== Report Type: ADD COMPANY, Number of Reports: 15
- Report Type: ADD CRID MID, Number of Reports: 2

- Report Type: ADD MID, Number of Reports: 3

-- Report Type: CRID LOOKUP, Number of Reports: 1

-- Report Type: MID LOOKUP, Number of Reports: 2
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Request an Individual CRID

Select the type of request: Note: Company must have
oo AMS valid address to

= Users will provide a company name and address qualify to have a CRlD

will r#turn a CRID assigned

S esuoossescmoa]  REQuUest an Individual CRID

proide the list of Mailer 103 3
CRID or will provide 3 new W,

Individual Request,  Bulk R

CRID and MID

* Users will provide a Company
and thi system will provice af

Individual Request,  Bulk Ry

Business Customer Gatew

Request an Individual CRID

| | |
70137 ABCCompany  475LENFANT PLZ SW WASHNGTON | bc | 00512 \UNITED STATES

CRID. COUPNT ADOR 1 ADORT  ADORY  CiTY STATE  URBIN  POSTALCODE  COUNTRY
| |
20

All requests have multiple
export options: CSV, Excel,
XML, PDF, and RTF

Expert spions: f] C5 | K] ot | 0 | 4 Poe Ry ATE




Request an Individual MID

Select the type of request:

CRID

* Users will provide a company name and address
and the system will retum a CRID
Individual Request s Bulk Request

Mailer 10 (MID)
- uewsoncesciiRequest an Individual Mailer 1D
provide the list of Maller
CRID or will provide a ne
K_Individual Request) B3| Enter 3 CRID and the system wil provide the st of Mailer D5 3ssociated with this GRID, You can also request a new MID for this CRID.
* ndicates & requred feld
CRID and MID

For gxample, if you enter CRID 111535987 you would see a return record of ABC Company 123
* Useds will provide a Con Main Street Anywhere DC 20260, We will let you know if you enter an invalid CRID or a CRID
and the system will provy thal doesn have a MID.

Indhidual Requests  Ba s e +
A D B GO Request an Individual Mailer ID

If MIDs exist for the CRID
entered they will be displayed
after the new MID assigned

Business Customer Gi WD Gramer Company 5

Do you want us to issue & new Mailer ID Hew Mader ID° 900007487
Checking this bex will provide & new Mader D
CRD eniered

s e ez sw which appears first in the
WASHNGTOMN DC 20260-0912 B
UNTED STATES table, if requested.

If box is checked, a new 9-digit Mailer 1D

will be assigned. If box is not checked,

the system will return any existing MiDs
assigned to the entered CRID. s (I

e e g v 1 ) b s e R




Request an Individual MID and CRID

Select the type of request:
g — —— If the optional field (the MID
» Sers wil a company name 55 . v

and the system will return a CRID User CRID field) is not
individual Request,  Bulk Request, | Request both a CRID and MID populated, this information will
Mailer 1D (WD) not appear. If the optional field
© Users will provide 3 CRID GOINE ST | s oo 404 A02E81, 304 14 4180 w3104 20 4 CRID 404 310 is populated, the MID User

provide the list of Madler IDs associatd i 1 il di

CRID or will provide a new Matler (D — """T.'.",’.'L'.',"','.l‘.“..‘?"'"’ o “”“"“.: ".::.:-2'% o information will diSp'E}l’
Individual Request .  Bulk Request, Compary Namae Cpmonal

“tiwrn Some masers and LNDDEE 335N 2 parkouar
Madler 1D b 3 pariatar chent i 3 o

CRID and MID FRENBARID. I you 28 AL o B welcom b

Sesigaste whist e WO Liser CRID i for that Chen
ompany
+ Users will provide a Company Hame Company Adaress

and tem will provide a CRID arf  "County 130 Usar CRIO 1
Individual Request » Ik Request s LAMTHO STATES z

MID User Company

el Aessan MID Owner Company
S R
- AstBusnomne ABC Compary meuocmzé—wm
| 4TS LENFANT Ll UNITED STATES
WASHINGTON DC 20260-0912
UMITED STATES

© Mailer IDs associated with CRID 20170137:

— PN | ey
wiad }'- =

| s s

Cancel [ ol R R e

| rmencemsen g 2w | ) ot o 20 B P R AT

A MID User CRID is the user of the MID rather than the owner of the MID. For
example, the MID may be issued to a mail service provider or consolidator.
The Mailer Owner CRID would reflect that MSP. The MSP, in turn, may have
assigned the MID to be used solely by a single client customer of theirs. In that
case, the MSP would enter the CRID of the client company in the MID User
CRID field.



* BCG MSP Indicator & Edit MSP Functionality
* Customer Validation Tool
* Individual CRID/MID Requests
m=) Individual CRID/MID Lookup
* Bulk CRID/MID Requests
* Bulk CRID/MID Look-ups
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MID/CRID Requests — Main Page

Requests for MIDs and CRIDs

Select the type of request: Select the type of look-up: \ Your Latest Requests »
CRID CRID Look-Up CRID
* Users will provide a company name and address + Users will provide 3 CRID and tha system will returny :‘l::: gg;g;::g;::gm
and the system will return a CRID ine comesponding Company Name and Address Jul 10 07:48:53 20130710074853.22
Indhidual Request,  Bulk Request s Indhvidual Request.  Bulk Request . WAL T
Mailer 10} (WD) D Look-Up CFID Look-4p
; Jul 12 OT45:44 20130712074584.47
» Users will provide a CRID and the system will = Users will provide a Mailer ID and the system will Jul 12 0733:27 20130712071327-45
provide the list of Mailer IDs associated with tis relum a corresponding CRID plus its Company Jui 12 07-31:03 2013071207 310345
CRID or wil i Mame and Address Jul 12 07:24:00 20130712072400-44
OEWAN porkde-4 Pk Master 10 Jul 11 10:26:47 20130711102847-33
Individual Request,  Bulk Request, Individual Request,  Bulk Request .
Mic
Jul 11 01:21:41 20130711012141.42
CRID and MID Jul 10 07:48:06 20130710074508-24
+ Users will provide 3 Company Name and Address, S0 GETIN 0NN
and the system will provide a CRID and a MID
= i MID Look-up
Individual Request,  Bulk Request Jul 11 01:17:40 20130711011740-41

Jul 11 01:15:34 20130711011534-40
Jul 11 011512 201 3071101151239
Jul 11 1219:19 20130711121515-28

Bushiess Cusiomer Gateway Jul 10 6B:00:2T 20130710080027-30

CRID and MID

Jul 11 1Z:16:13 20130711129813.37
Jul 10 07:53:02 20130710075302-28
Jul 10 OT-49:56 201307 10074556-25

Request individual or bulk
CRIDs, MIDs or both on
behalf of a client

Validate customer
information by CRID or MID

Here you can choose to make a request for MIDs and CRIDs or
you can look up MIDs and CRIDs

- In the subsequent pages, we’'ll first review all the individual options and then
turn to the Bulk Request options
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Individual CRID Look-Up

CRID Look-Up

Request an Individual CRID

Look-Up

" eScaten & regered Sett

For axamole.  you erier CRID 111535887 rou would se4 & rekam recon of ABC Campany 123
CRD o 8 CRID

Buat cossnt havs 3 MID.
“CRID 1

CRID 2

R0 3

Rl 4

*CRID 6

“CRIDT

CCRIO B

‘CROG

. CRID Look-Up

* You may enter up to 10 CRIDs to lookup at
atime

20165360 | GATEWAY NEWS | 475 LENFANT PLZ SW# 3436 WASHNGTON | OC 202600004 | UNTED STATES
20170137 | ABC Company ATSLENFANT PLZ SW WASHNGTON  OC 202600312 UNTED STATES
(20170128 XYZCompany 900N STUARTST | ARLWGTON VA | 222034101 UNTEDSTATES

Expen cpticns fg] 5V 3] Beont | g v | W P 1 ATE
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Individual MID Look-Up

Request an Individual MID Look-Up

Provide a Uaiter K0 and e system CRID plus

* macates & requres feld

Example: ¥ you enter Mailer 1D 9011600842 on the response page you will see CRID 11535987
and B cempany info would show as ABC Company 123 Main Sxresl Anylown DC. 20260,

pany and Address

I you eriter a Mailes Issued, you will see response of ‘Mailer ID
notfound” on the response page.

"MID 1 MID &

—

MID2 MD7

MID3

MID 4

MIDS

Request an Individual Mailer ID

* You may enter up to 10 MIDs to
lookup at a time

L ETCL el EORRT, | fooR 0N 2l SDCA. | BT T L L, | RUADL CHOR L COUNI
SCOoOriss | 200N | LOCALWALER4 | 500 SRCKELLREY DRVE wain L i STATES
00007496 | 20170134  LOCALMALERS | 900'W DLYMPE BLVD LOS ANGELES | CA 50015 UNITED STATES.
S00UTHST | 0NN | ABC Company | ATELENFANTRLZSW | wassngTon  oc 202800912 | UNTED STATES
00007438 | 20170137 | ABCComoany | ATSLENFANTPLZSW | wassngTon | oc Mooz | UNTEDSTATES
20170138 any | ARLMNGTON | VA 22034101 | UNITED STATES

e ottt 1

‘ s 852 & 2t 05 B B
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BCG MSP Indicator & Edit MSP Functionality
Customer Validation Tool
Individual CRID/MID Requests
Individual CRID/MID Lookup
=) Bulk CRID/MID Requests
* Bulk CRID/MID Look-ups
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Bulk MID/CRID Requests

Bulk requests allow a file upload to retrieve
CRIDs and/or MIDs for up to 100 customers
at a time.

The Basic process is to create a file in the
correct file layout format for each type and
upload the file.

Please review the detailed
instructions for each file layout

Select the type of request:

CRID
= Usars will provide 3 company name and address

and the system will refum a CRID
Mailer 10 (MID)

= Users will provide a CRID and thie system will
provide the list of Mailer IDs associated with this

CRID or will provide 2 na Bajler 1D
Indreidual Request s

‘CRID and MID

+ Users will provide a Company Name and Address,
and the system will provide a CRID and a MID

Individual Request | Bulk Request

Bulk Upload Requests

Selectthe Type of Bulk Upload: Upload a File
Iipe Baguired mpyt nd Formal Enter Information
CRID Company Name and Address 1 RIS TR g

"Choose your fle

Bulk Upload Request Questions?

Pliease chick the link for more information:
1) Detailed instructions and file layouts

CRID Look-up CRID number 1
MiD CRID
MID Look-up WID Nurriber 2.
* CRID and MID Company Name and Address =

Lime
288 K (D8} Emim 27 sea
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Bulk Requests: Detailed Instructions

Requests for MIDs and CRIDs Instructions

ol Exinpe Fie mstse

* A pipe

delimited (“|”)
CSV file is ;
required when § ERnctimmpens

uploading files T i

for bulk
requests 1 g o e ' v

kg e
2 Chon ey ah e T I Seve e e 4 Lisguapt” e

00 Sobars BOJIOM 1T U4 et Covale 3 G5 4 pou can “Capy and Paaty’
£ akn ey ¥ Pasy 2

« Instructions
are prOVided How 1o create  Pipe Debmited {.cov) Sle usng Hotepad.
on how to sk

1. uee b

create the § iy

& Chokn e fengesmarn me 10 et 08 Ty B
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necessary file o SR
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Bulk CRID Request

CRID REQUEST CRID LOOK-UP MID REQUEST MID LOOK-UP CRID AND MID REQUEST

CRID Request

gyt =0 = 50
macmum madmum mamum
HNumber used to Required Required
reconcle input to
output data
Vabdation:

Al fields will be validated to meet USPS standards. If any fleld of th

50 characters. 0 2characlers max for 20 characiers 5.0 max for US Uuystbe &
maxmum characiers U5 address 50 maxamum  addresses S0 max vl USPS
FaxETIMm chasacter max for for Inbernascnal

Internatanal
Infermational Requred Required for US: Puerto Rico Required for US Requred
33renses Bodresses addresses addresses
anly only
nat be An errar will be provided on

e output screen 50 i field can be fced and thi record re-processed.

The USPS desires to ensure that al reflect

and use the Postal Serdce standard abbrevialions and our ZIP+4 format.
not be

Al agdresses will be validated and f they do not pass USPS

addresses must have a valid State Code. A complete list of valid USPS countries and U.S. states are available:

Mabid USPS Countre List  Malid U5, Stale List

The Postal Senice has reserved 7 CRIDS for its intemal usage. We call these placeholder CRIDs. Those CRIDS are: 5155279, 5155323, 5155336, 5155360,

5198487, 5807691, and 3148017,

Exampl of how your formatted Ble will 1ook in Microsofl Excel:

st have valid Country codes and U.S.

| —
Workbook Views Show Zeom Window
AlT ~ (& a3
| JE=Dn|=iE Flajl L 0 T [ PR (S S
Main Sireet Anywhere Suite 222 Washington DC 20260 B40 UNITED STATES
Main Stree? Anywhere Washington DC 20260 840 UNITED STATES
Mo Street An; oc 20260 840 UNITED STATES
Main Street Anywhere AptE Washington DC 20260 840 UNITED STATES.
150 Cale & Sanluan PR Urb Las Gladivlas 00928 840 UNITED STATES
Main Sireet Anywhere Washington DC 20260 240 UNITED STATES
Main Sireet Anywhere Washington £C 20260 840 UNTED STATES
Main Street Anywhere Washington DC 20260 840 UNITED STATES.
&5 Main Street Anywhete Washington DC 20250 840 UNTED STATES
1010 ABC Company 123521 Main Street Anywhere Washington DC 20260 E40 UNITED STATES
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Bulk CRID Request

Below is the file layout for making a bulk CRID Request:

CRID REQUEST CRID LOOK-UP MID REQUEST MID LOOK-UP CRID AND MID REQUEST

CRID Request

Urban Code Postal Code

digits. 50 S0 50 50 characters 50 2 characters max for 20 characters  5-9 max for US Must be &

maimum characters U.S. address 50 maximum addresses 50 max wvald USPS
maxemum maximum maximum MAXETM character max for for nternational Country
International
Humber used to Required Required International Required Required for US Puerto Rico Required for US Required
reconcile input to addresses
cutput data only only

« The CRID request format requires 10 fields or columns in the layout. All 10 columns are
mandatory columns, although some of the content in those columns may be blank.

« All fields or columns must be represented in the file that you upload on-line.
+ Address line 3 is only filled in for international addresses and otherwise will be blank

« Urbanization Code is only filled in for addresses in Puerto Rico and otherwise will be blank
« There should be no column headers included in the file. File should only contain data
values.
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Bulk CRID Request

Below is the text from the instructions page on the validations we
apply to content of your file:

Validation:

All fizlds will be validated to meet USPS standards. If any field of the record fails validation, the record will not be p d. An emor will be provided on
the output screen so the field can be fixed and the record re-processed,

The USPS desires to ensure that all domestic addresses reflectvalid mailing locations and use the Postal Senvice standard abbreviations and our ZIP+4 format.
All addresses will be validated and if they do not pass USPS validation that record will not be processed. Addresses must have valid Country codes and US,
addresses must have a valid State Code. A complete list of valid USPS countries and U.S. states are available:

Valid USPS Country List  Valid U.S, State List

The Postal Service has reserved 7 CRIDs for its internal usage. We call these placeholder CRIDs. Those CRIDs are: 5155279, 5155323, 5155336, 5155360,
5198487, 5807691, and 8148017,

Examples of the pop-up for Country and State:

Valid USPS Country List Valid State List q
UMITED STATES #40 UNITED STATES Alstams A I
AFGHANISTAN D04 AFGHANISTAN Alass A
ALAND ISLAND 248 ALAND ISLAND Amarican Samos A5
ALBANIA 008 ALBANIA vizona Az
ALGERIA 012 ALGERIA Asaman an
AMERICAN SAMOA D18 AMERICAN SAMOA Caldomis cA
ANDORRA 520 ANDORRA, Colerade e
ANGOLA 024 ANGOLA P—— et
AMGUILLA 880 ANGUILLA P e

Domestic addresses are required to be AMS valid addresses.

There are pop-up entries for making the entries for country and state. Please
note that to designate a domestic US address, the entry in the country field
must read 840 UNITED STATES.

We will not return data on placeholder CRIDs. Those are reserved for internal
USPS usage.

34



Bulk CRID Request

Below are two views of how your files may look like once you've created a pipe delimited .csv file.
If you have difficulty creating a file, please download the sample file, change your regional settings to

enable pipe delimits, add your own data and save. Then you can upload the file.
Example of how your formatted file will look in Microsoft Excel:

[—
Workbook Views Show Zoom Window
A7 ~C &
<&l B8 [ ¢ [ o [ E] F _J6] H I i — =Kt
1 | 1 ABC Company 123 Main Street Anywhere Sulte 222 Washington DC 20260 840 UNITED STATES
2 | 2 ABC Company 1234  Main Street Anywhere Washinglon DC 20260 840 UNITED STATES
3 | 3 ABC Company 1232 Main Street Anywhere Washington DC 20260 840 UNITED STATES
| 4 ABC Company 123345 Main Street Anywhere AptB Washington DC 20260 840 UNITED STATES
| 5 ABC Company 1231 150 Cale & Sanjuan PR UrbLas Gladiolas. 00926 840 UNITED STATES
| 6 ABC Company 1239 Main Street Anywhere Washington DC 20260 840 UNITED STATES
| 7 ABC Company 123712 Main Street Anywhere Washington DC 20260 840 UNITED STATES
8 ABC Company 1234  Main Street Anywhere Washinglon DC 20260 840 UNITED STATES
9 ABC Company 1235 Main Street Anywhere Washington DC 20260 840 UNITED STATES
L0} 0 ABC Company 123521 Main Street Anywhere Washington DC 20260 840 UNITED STATES

Example of how your formatted file will look in NotePad:

Eile Edit Format View

1|ABC Company 123[Main Street Anywhere|Suite 222| [washington|DC| | 20260840 UNITED STATES
2|ABC Company 1234|Main Street Anywhere|||wWashington|DC||28268(848 UNITED STATES

3|ABC Company 1232|Main Street Anywhere|||wWashington|DC||20268]828 UNITED STATES

4|ABC Company 123345|Main Street Anywhere|Apt B||Washington|DC||20268(848 UNITED STATES
S|ABC Company 1231]158 Calle a|||San Juan|PRlurb Las Gladiolas|ee92s|s<@ UNITED STATES
6|ABC Company 1239|Main Strest anywhere|||washington|DC||2e268|8s8 UNITED STATES

7|4BC Company 123712|Main Street Anywhere|||Washington|DC| 20260848 UNITED STATES
8|ABC Company 1234[Main Street Anywhere|||washington|DC||20260]848 UNITED STATES

9|ABC Company 1236]Main Street Anywhere|||washington|DC||20260)842 UNITED STATES

1@]ABC Company 123521|Main Street Anywhere|||washington|oc||20262|84@ UNITED STATES
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Bulk CRID Request — Results Screen

You may retrieve requests for up to 7 days after you submit your file.
The bulk request results display as shown below:

Bulk CRID Request

Move info s
£ 12uns, sikciaying il nems
1

| cmo 3 | couranT +  ADORY 4poR 1 oeRI oy STATE R POSTAL COOE COUTRY

[ 2170710 | TESTLOCATION 1 PO BOX 121 NEWYORK | W L0 HITED STATES <
| ;T | TESTLOCATION 2 | FOBOX 122 [ REW YORK | " iEsotaz UNITED ETATEE | ]
| ATOTIZ | TESTLOCATION D FOB0X 1R REWYORE | WY B UHITED STATES o
| 7T | TESTLOCATION & | FOBON 124 [ NEW YORS | w [ A01E-012 UNITED STATES <
| anTTie | TESTLOCATION & | POBOX 1S | NEW YORS | WY IEDIRE UNITED STATES <

Eaport sptions: fg] ©5V | 3] Buse | s ) PoF G ATE

Fm Finished Request more CRIDS

Tips:
» The first column shows the CRID that was assigned to this company.
* The last column provides a status — whether a CRID was assigned or
not and if not, what error occurred.
= If the record encountered an error, you will need to re-submit that
record after you correct it, in order to get a CRID assigned.
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Bulk MID Request

There are 4 columns in this file format and 3 of the fields require content.

CRID REQUEST CRID LOOK-UP MID REQUEST MID LOOK-UP CRID AND MID REQUEST

MID Request

digts cgls digts Yorn®
Number used to reconcie nput Requred Optenal Flag to request new
0 curpat data. MD of net.

Vahdation:

All figlds will be validated to meet LISPS standards. If any field of the record fails validation, the record will not be processed. An emor message will be provided on
the cutput screen so the field can be fived and the record re-processed.

The Postal Senice has reserved 7 CRIDS for i . We call tnese CRIDs. Those CRIDs are: 5155279, 5155323, 5155336, 5155380,
5198487, 5807691, and 8148017,

Example of how your formatted file will ook in Microsofl Exced:

Workbook Views Show Zoom Window

Al3 - %]
PP . i e e o e S ey e e Y o e e o B
H| 1 8a00s  2M0S 0

2 soesean ¥

3 1235 210540

4 152400 254121 n

s 1223 S48 y

& 20sz03 n

7 ey n

s 1707 ¥

[ s1se 1Sty

0 29158 12451 y

Example of how your formatted file will lock in NetePad:
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Bulk MID Request — Results Screen

Bulk MID Request

SUrLGHT
500004314 aa504 18478 GRANDE VETA DR
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Bulk CRID and MID Request

CRID REQUEST CRID LOOK-UP MID REQUEST MID LOOK-UP CRID AND MID REQUEST

CRID and MID Request

digts =0 50 50 50 characters =0 2 chasacters max for 20 SomexforlS  Uustbes  dgis

characters  chassclers  charsciers  maxmum  charsclers US acdress 50 characters sddresses S0 vakiUSPS

e nmum maximu T character max for maximm max for Country
nternatanal Inteeratonsl
Number usedto  Requred Required Inlernatonal  Regured Requred for US Puerio Rce  Regured forUS  Requied  Vald
reconcie npet addreases acdresses addresses addresses MO
o cutput data. only only User
CRD
Validation:

Al Tields will be validated to meet USPS standards. If any field of the record falis validabon, the record will not be processed. An eiror message will be provided on
the output screen so the field can be fixed and the record re-processed.

The USPS desires to ensure that all domestic addresses reflect valid mailing locations and use the Postal Sendce standard abbreviations and our ZIP+4 format
Al addresses will be validated and if they do not pass USPS validation that record will not be 3 valid Counlry codes and US.
acaresses must have 3 valid State Code. A compléte lis! of valid USPS countries and U.S. states are rvailable:

Yabid USPS Country List.  Valid ULS. State List
The Postal Sendce has reserved 7 CRIDs for s internal usage. We call these placeholder CRIDs, Those CRIDs are: 5155279, 5155323, 5155336, 5155360,
5108487, 5807601, and 8148017,

Example of how your will |
Workbook Views Shaw Zoom Window
A7 - %
..... 8 i E D B = B ] L L l— H B T L
1 ABC Company 123 Main Street Amywhere Sute 222 ‘Washington DC 20260 40 UNMED STATES 23408
2 ABC Company 1234 Main Streef Anywhere Washington DC 20260 B40 UNMED STATES
3 ABC Company 1232 Main Street here ‘Waskngton DC 20260 B40 UNTED STATES 212054
4 ABC Company 123ME  Main Street Anywhere AptB Waskington DC 20260 240 UNTED STATES B5a121
S ABC Company 1231 150 Cale & Sanjuan PR UrbLas Gladiolss 00328 840 UNITED STATES 51451
£ ABC Company 1230 Main Strest Anywhere Washington DC 20280 840 UNED STATES
7 ABC Company 123712 Main Street Amywhere ‘Washngton DC 20260 840 UNED STATES
8 ABC Company 1234 Main Strest Anywhere Washington OC 20260 B40 UNITED STATES
9 ABC Company 1236 Main Street Anywhere Washngton DC 20260 840 UNTTED STATES 12451
10 10 ABC Company 123521 Main Streel Anywhere Washington OC 20260 £40 UNITED STATES 12451




Bulk CRID and MID Request

MID and CRID

More Info

Indicator
showing
assigned
successfully
or error
received

11228 16428 GAANDE VISTA DR
omied M SEATTLE ik 88108-1300 DERWOOD MO 20885- 1814
UNTED STATES UNTED STATES
SEYTARTH SHAW LLP sunLGHT
4TS F STREET, W 16428 GRANDE VISTA DR
Sooosssee asasan VWASHNGTON DC 200041454 DERWOOD ND 20855- 1014
UNTED STATES UITED STATES.
MAL ELME SUNLIGHT
1420 NW GLUAN BLVD STE 2 16428 GRANDE VISTA DR
o] am ISSAGUAN WA 4027.5333 DERWOOD HD 20855-1914
UNITED STATES UNTED STATES.
S Cey Games SUNLGHT
5728 WLLIAUSON D 16478 GRANDE VISTA DR
s s ROANOKE VA 240124260 DERWWODD UD 20855-1914
UNITED STATES UITED STATES.
lowa City Vi Heakh Care Sysbem (152) SUNLIGHT
801 HIGHWAY B W 18428 GRANDE VISTA DR
b o KR CITY A S2266-2208 DERWOOD MD 20855- 1914
UNTED STATES UNTED STATES:
FEALTH SUNLGHT
500004364 sasasarr ey o it
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BCG MSP Indicator & Edit MSP Functionality
Customer Validation Tool
Individual CRID/MID Requests
Individual CRID/MID Lookup
* Bulk CRID/MID Requests
m=) Bulk CRID/MID Look-ups
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Bulk Look-Up Requests

Select the type of request:

CRID

* Users will provide 3 company name and address
and the systern will return a CRID

Indreidual Request s  Bulk Request »

Maiber 1D (MID)

* Users will provide a CRID and the system will
provide the list of Mailer IDs associated with this
CRID or will provide a new Malier 1D

Individual Request»  Bulk Request

CRID and MID

* Users will provide a Company Name and Address,
and the system will provide a CRID and a MID

Individual Requests  Bulk Request s

Requests for MIDs and CRIDs

Select the type of look-up:

CRID Look-Up
+ Users will provide a CRID and the system will return

= Useis will provide a Mailer 1D and the systerm will
return a commespanding CRID plus ifs Company

Mame and Address
Inm\duu

Your Latest Requests «
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Bulk CRID Look-Up

The CRID look up request file format has 2 fields or columns as shown below:

CRID REQUEST CRID LOOK-UP MID REQUEST MID LOOK-UP CRID AND MID REQUEST

CRID Look-Up

Number used to reconcle input o output Requred
data.

Validation:
Al figlds will be validated to meet USPS standards. If any field of the record fails validation, the record will not be processed. An emor message will be provided on
the output screen 5o the field can be fived and the record re-processed.

The Postal Senice has resenved 7 CRIDs for its infemal usage. We call these placeholder CRIDs. Those CRIDs are: 5155279, 5155323, 5155336, 5155360,
5198487, 5307691, and 8143017, If you enter any CRIDs, an error will appear on the results page for hal CRID and none of the
information associaled with these CRIDs will be provided.

Example of how your formatted file will ook in Microsoft Excel:
—ere e e e

Workbook Views Show Zoom Window

43



Bulk CRID Look-Up Response

If you provide the list of CRIDs, the response will provide a list of
company names and addresses associated with each CRID

Bulk CRID Look-Up
More info s
IIM displaying ail ims
"
| cmo & coupm + o1 foom. [ soow Jicay. s uRees oS countRr
e san Tas

4430082 ACCENTURE Wﬂnﬁ ANTONO ™ 4540 UNITED STATES 1]
| 433504 SUNLIGHT m:ﬂ“ DERWOOD L] mfs— UNITED STATES (-]
| s1ssame ®
| sisea0 )

580781 (-]
i 8148017 (-]
| BR545435 ﬁmmm m SAN JUAN. m 123 0T UNITED STATES (-]
i ! i | ! i P =

WS yore peceNTS PARK  ROAD 5 e, WRST omemreno | 2
| Expert epticns: f5] cov | K] Exent | 3] s | ] pov |G ATF

r'm Finished | Look-Up mare CRals
All results can be exported in multiple formats.
Data exports occur page by page
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Bulk MID Look-Up

There are 2 fields or columns required in this file format.

CRID REQUEST CRID LOOK-UP MID REQUEST MID LOOK-UP CRID AND MID REQUEST

MID Look-Up
ages digts
Number used to reconche imput to output Required
data
Validation:

All BEIOS will D@ valldated 1o meet USPS slandards. if any Neid of e record fails valldaton, Me r2cord will not D8 Processed. AN emor message will e provioed on
Ihe output screen so the field can be fived and the record re-processed.

The Postal Sendce has resened 7 CRIDS for its W call these CRIDs. Those CRIDs are: 5155279, 5155323, 5155336, 5155360,
5198487, 5807691, and B148017_ I you enter a MID thal is tied to ane Mese CRIDS. an enor message will appear on Me results page for hat MID and none of
the MIDs associated wilth these CRIDs will be provided.

Example of how your will ! E
E—

Workbook Views

Example of how your formatied file will ook in NotePad:




Bulk MID Look-Up Results

Indicator showing MID
assigned successfully or error
encountered with

r:r_lrrespondmg Ermor message
Bulk MID Look-up Request

D $ CRD I COMPANT B

' sooooeeez

'm:'

| THE RITZ-CARLTON .m_
200004224 B4S4SE40 o0 e WASHNGTON | DC s
Expen opticen: fp] c5v | ] Exow 1 {3 20 1 ] FoF | RTF

I'm Finished Look-Up mare Mills
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Additional Resources

* PostalOne! Help Desk
— Phone: 1-800-522-9085
— Email: Postalone@usps.gov

* CRID/MID Acquisition Quick Step Guide

— https://ribbs.usps.gov/intelligentmail_mail_id_app/doc
uments/tech_guides/MIDCRIDAcquisitionQuickStep.p
df

* BCG Training Deck

— Important Links>2" from the top
* https://ribbs.usps.gov/index.cfm?page=intelimailgateway
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