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P4 VAE Update/Signup

Every Full-Service mailer must

=== UNITED STATES
|~ | POSTAL SERVICE ®

Business Customer Gateway

Click-n-Ship Business Pro™

End-to-end solution for businesses to fulfill

their daily shipping needs.

@ USPS Returns® Services

Mailers e

Save time and money managing your
mailings online. Get your message
where you need it to go with Every Door
Direct Mail. Use the Intelligent Mail
Small Business Tool to manage your
mail stream and maximize your discount.

See full list of Mailing Services

Returns Are Inevitable

Shippers g

Manage your returns with Parcel Return
Service. use the Electronic Verification
System to save paperwork by paying
postage with electronic manifests.

See full list of Shipping Services

Give your customers an easy way
to ship items back with USPS®.

have an employee registered
in the Business Customer
Gateway with access to the
Verification Assessment
Evaluator (VAE) Service

Learn More

Business

Sign up for USPS Promotions and
Incentives, save money with
Automation Discounts and unlock the
power of your Mailer ID (MID).

See full list of Business Services



P4 Checking VAE Status

LIATEn eTavee

Basiness Customer Gateway
To check VAE assignments,

the Business Service
Administrator logs into
BCG and selects Manage

- DASKBOARD
- getting Started ELECTRONIC lj.'AYA EXCMIGE
o susiive with Full-Service INCENTIVE PROGRAMS
st o oo Intelligent Mail®? MALER 1D

Other Services MASLING REFORTS
l LR N v FOSTAL WIZARD
Support

Manage Account

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

Within this site. you will find Business Service 100is that you will need to !
Allows user to monitor, track, and manage your mailing and shipping activities. You ca

access these Business Services using the tabs on the left. When you K HH H
manage : m
3 g . which services are useful to your business, you can add them as your Eve ry al I I ng Iocatlon
administrative services using the panel on your right

e participating in Full-

including Messages Service must be created in

proﬁles, If you are a Mail Service Provider at any of your locations, you . .
services. etc g now indicate yourself as such from the Manage Locations tab BCG, WhICh WI” have a BSA

clicking the Edit button

user

g There are no items that require your attention at this time




P4 Looking at VAE Services

This tab appears only
for BSAs and BSA
Users with BSA access can Delegates

view a Manage Users tab

ED STATES

weamners  Business Customer Gateway

[PII— T T — Manage Local _ax

Manage Users

Control access to your services.
Walcome -

Use this page 10 control who can of cannot access the services for which you are the BSA To find a3
Inbox speciic user, service, or iocation, use the fiters to narrow down 1he st

Mailing Services

Shipping Services g Filter by Location: 1
Oher Saricas AL [=]
c z Fiter by Service. 4
)
Uppor ALL [:J F Show only Pending requests 1
Manage Account Filter by User 3 Fiter by Access Level 2
ALL E] ALL E RESET ML FILTERS

Manage User Access

DU SINE S5 NAME & LOCATION

JOSH HOSUE Customet/Supplier Agreements

4550 LANCASTER DRIVE (C8As) —
LINDA HAMILTON Requested

FT. WASHINGTON, MD 20744 AL AL [=]

CRID: 94544330 Pending Your Apg

JOSH HOSUE

4550 LANCASTER DRIVE ot Lo

DA HAM O Requestad
e e SR LINDA HAMILTON questad [+

CRID. 94544330




P Looking at VAE Services

This tab appears only
for BSAs and BSA

On this tab, you want to
set Filter by Service to
“Verification Assessment
Evaluator” and select a
business location. Leave
all other filters at “All”

ED STATES
M SERVICE »

Shipping Services

Other Sarvices

Manage Account

Business Customer Gateway

Manage Preferances Manage Sarvices

Q Control access to yO

Use this page to control who ca
Specfic user. service, or Iocatior

Delegates

Manage Locations

g Filter by Location: 1
ALL

Fiter by Service. 4
ALL

Filter by User_ 3
ALL =] JaL

Manage User Access

e
JOSH HOSUE
4550 LANCASTER DRIVE

FT. WASHINGTON, MD 20744
CRID: 94544330

JOSH HOSUE

4550 LANCASTER DRIVE

FT. WASHINGTON, MD 20744
CRID. 94544330

LINDA HAMILTON

LNDA HAMILTON

v] F show only Fending requests 1

Fiter by Access Level 3

|- RESET ML FILTERS

Customet/Supplier Agreements
(C8As)

gal s
Manage Maikng Activty




Confirming a user has access to
- VVAE services

This tab appears only
for BSAs and BSA

Delegates

The search will return a
list of all users at a
location, and show their

status for the VAE service.

v age Users

Q L Nirol access to your services.

Uset 306 10 control who can or cannot access the services for which you are the BSA To find 3
specific D L service. or iocation, use the fiters 1o narrow down 1he st

UsSPS.com Heidp

ED STATES

weamners  Business Customer Gateway

maning Services

Shipping Services g Filter by Location¥
Other Searvices ALL

Fiter by Service

Support

ALL v] F show only Fending requests 1
A @ Acco -
Manage Account Filter by User 3 Fiter by Access Level 3
ALL = ALL 1_—|, RESEY ML FULTERS

Manage User Access

BUSINE SS NAME & LOCATON useER SERVICE ACCESS LEVEL o
JOSH HOSUE Customet/Supplier Agreements
4550 LANCASTER DRIVE (C8As) —
LINDA HAMILTON Requested
FT. WASHINGTON, MD 20744 A [=]
CRID: 94544330 Pending Your Apg
JOSH HOSUE
Manage Maikng Act
4550 LANCASTER DRIVE LINDA HAMILTON o7 e = P B
oA f N Reguestad
FT. WASHINGTON, MD 20744
FPending Your Approva

CRIC. 94544320




Confirming a user has access to
s VAE services

This tab appears only
for BSAs and BSA
BSAs should confirm that

Delegates

at least one user has
access to the VAE service.

ED STATES

wammes  Business Customer Gateway

If no user has access, the Ny oe Users
BSA can grant a user 7 o, .

Uset 306 10 control who can or cannot access the services for which you are the BSA To find 3

access fro m th is SC ree n . specific § L Service, or location, use the fiters to narrow down 1he st

Filter by Locationy
ALL

Fiter by Service. 4

ALL vl F show only Fending requests 1
A @ Acco -
Manage Account Filter by User 3 Fiter by Access Level 3
ALL = ALL 1__|. RESEY ML FILTERS

Manage User Access

BUSINE SS NAME & LOCATON useER SERVICE ACCESS LEVEL o
JOSH HOSUE Customet/Supplier Agreements
4550 LANCASTER DRIVE aims K (C8As) —
LINDA HAMILTON Reguested [+
FT. WASHINGTON, MD 20744
CRID: 94544320 Fenaing Your Apg
JOSH HOSUE
Manage Mailing Acth
4550 LANCASTER DRIVE DA A TON 2 "] ity - oo B
PIDA HAMILTO RoGuesac
FT. WASHINGTON, MD 20744 -
Penting Your Approva

CRID. 94544330




P4 Granting Access to VAE Services

If no user has VAE Access, the BSA can grant access
to a user using the dropdown on the Manage Users
screen

BSAs need to repeat the previous steps for all
mailing locations, until a VAE has access at each
Site.

Manage U ssrAccess

SDFGSDFG
SDFESDFE
SDFGSDFG,CA 22121
CRID 20£12792
SDFGSDFG
SDFGSDFG
SDFGSDFG,CA 23121
CRID 20513792
SOFGSDFG
SDFGSDFG
SDFGSDFG,CA 22121

CRID: 20813783

*BSAs can now set the
access level for each

e Mail Transper Eavipment orsen Ly service for a user at a
AUTOJCEQCPIH GUY No Access oz o . .
specific business location

by selecting one of the

System (IMTECR
Access

B8SA Delegate
|} ~ —

options from the dropdown:

Mail Transport Equipment Orderin
AUTOJOETLTMC GUY : i

System (MTEOR) 'ACCGSS
*BSA Delegate
OTHER USERTHREE el Tranapont Sauipment Ortesing m *No Access

System (MTEOR}

*Requested




P4 Registering New Users

If a Full-Service mailer needs to create ey S —
new user accounts and assign them
VAE access, the new user and BSA B
complete the following steps. | Sign In
Usemame
Password

Forgot password?
. v R . : Sign in
With USPS online todls and incentiye -
’ programs. Not s registered USPS Business Customer?

@R Cick-N-Ship Business Pro™ Siprssosscaesormoer [Ty, ™
A new user clicks on
Mailers a Shippers Business “Register for free”

Manage your returns with Parcel Return Sign up for USPS Promotid

Save time and money managing your

maili online. Get your messa Service, use the Electronic Verification Incentives, save money with
me,g%, need it to gz vw!th Evefge Door System fo save paperwork by paying Automation Discounts and unjock the
Direct Mail. Use the intelligent Mail postage with electronic manifests power of your Mailer 1D (MID)

Smali Business Tool to manage your
mail siream and maamize your discount.

See full list of Mailing Services See full list of Shipping Services See full list of Business Services



P4 Registering New Users

Gateway USFS.com Help
New users start the process by
registering for an account.
K
Sign In
Usemame

Password

\ o~ - g > 4 . g Y Y . L J

%1 . Ya :
\/ i LT \{
\ L - 4 BRIS B e ) .

Forgot password?
—

Not s registered USPS Business Customer?

With USPS online todls and incentive

programs.
-

_ ﬂ : 4 | 'i ~"

G@R CiciN Ship Business Pro™ ey WD

A new user clicks on

Mailers a Shippers ] Business “Register for free”
q Manage your returmns with Parcel Return Sign up for USPS Promotid
;‘iﬁ:gn;eo:r:dmmogéy ;:;:m;ew Service, use the Electronic Verification Incentives, save money with

: System o save paperwork by paying Automation Discounts and uniock the

where you need it to go with Every Door ; e A
Direct Mail. Use the intelligent Mail postage with electronic manifests
Smali Business Tool to manage your

mail siream and maamize your discount.

power of your Mailer 1D (MID)

See full list of Mailing Services See full list of Shipping Services See full list of Business Services




P4 New User Registration

New User: 2) Complete Registration Form

[Create Your USPS.com Business Account

TN B Usermame

A To establish a new account,
—— create a user name,

== password and two security
questions

Enter Security Information

‘Pchk @ Pavyaord “Pick Two Secunty Questions

AR e | AN £ b W 0 T S AT M RS T WO R AR Y A B A T TR AT 1 A
et ey oo caneaevine Toey oo pewer SO -

PO NI Bk B 1O M o e

-

. Pt Securty Quectun N vt Secuaty Ouebam
atiweed Edeet Font O pe Suivet Sorand Oumsins
» % Youw Avwewr Yout Arwww
— . e G won vt . e Armews we o v e
ReTroe Faasmnd

Fie-Type Your Anvmww Fu-Type Voar Amwest

Next, we need your name and contact info

* DAcwen § regared fekd

Enter Your Name Enter Your Phone Enter Your Email Address
Title “Type Fhone 1 Ex “Enser Your Emadl Addrass 1
Salect - us
*Erst Name Type Fax *Re-Type Your Emad Address
us
MI Can we contact you?
Gt commurecatons Trom USPS and 0w gersers
o FROMUSPS
Enter name, phone number .

W FROMUSPS PARTNERS

and email address




P4 New User Registration

New User: 2) Complete Registration Form

Find my address by...

best defverable option for you.

Please enter your address so USPS can find the

Comgany idenbter

Choose from list of possible

addresses or original entry
if necessary

Choose method to enter
business location and enter
appropriate information

Find by address

Pl ot ol the sequred Sels 3o valedate your
SOresy 5 € Can Do wrfad B0 3 W0 Gabvery
aderens

Exmting Company?

The companty mlormation you submimed seems 10 be sl 1 sne of o existng
records Please review existing recerds and € you cas fnd 3 matching secont pleate select the
best aptin and then select the Contnue Burton

Ougnal Addess

) \rctea Sestes P

ATE LEMNFANT PL

WABHIIGTONDC 702600001

Ewning Reconts

8 PosTAL BERWCE
ar NEANT PLT awW
WASMBNGTION OC F0200-2000

Cwy 123392

WEANT FLE S
HGTON DO 20280 9004

Find by address Ongnal Addrens

Pl out 3 the segund Selds and vabdae your W oars L mrow
S8creny 30 £ Can be verfied 35 » it debvery

WASHINGTORDCS0M
Fossime Addresnes
The address you peowded 15 not recognzed By the USRS We recommend that you select ane of
1he 2309206 11 Me dst Lebow

ATS LENEANT LT S
WASHINGTON DC 202000001

78 LENEANT PLT B AU 1P310
WASHNCTON DC 20200 002

N ars e w2 o
WARMGTON DC 202500810

- |

Choose from list of existing

companies or original entry
if necessary




P New User Registration

New User: 2) Complete Registration Form

Find by address

Fil out ol 1he required Seids and vabhdate your
25dress 50 £ can bo varfied as a vald delvery
address

Business Verification
Thask you for xaldating youw makng sddress Now please help us verfy your tusiness.

™) VAUGHN CONSTRUCTION SC
5907 ROYAL LN

DALLAS TX 752202183

(o FHONENCLOSURE
S12WBETVEL BD
COPPELL TX 750104401

(@ VAIGHAN CONSTRUCTION. INC
5507 Rovae LN
DALLAS TX 75229

bira 4 e s

Muaking ths seioction wil a0t impact your maskng address

Read privacy policy and
click Create Account

Choose from list of existing

verified business location or
original entry if necessary

Find by address

Fill cut 3l the required fiedds and validate your
address 501t can be verfied as a vaiid delvery
address

Congratulations!

The address you've provided has been venfied a3 a valid defivery address.

© uses
475 LENFANT PLZ SW
WASHINGTON 0C 202600004

Change This Address

Please read our privacy policy.

Privacy Act Statement: Your infiormation will be used 10 provide onfine registration L]
Capabilty for Intamat-based senicas. Collection s authonzed by 39U S C 401,
403, & £D4. Providng the information is voluntary, but if not provided. we may not




P4 New User Registration

New User at a New Business Location: 3) Terms and Conditions

Register Your Account Getting Started You're signed upt

The first user at a o e .
business location will ERA T
become the BUSI ness T:l::ej:::f;ji:l;:lyc :;gl:mmd your business account, and you are almost ready to use the Businass Customer Gateway
Service Administrator
(BSA) for a USPS ALTS COMPANY
123 MAIN STREEY

business application or HEW YORK_ Y 10022 The terms and conditions
“service”, in charge of '

CRID 1y : 20170816 can be viewed (and
printed, if desired) from
the link shown here

ﬂ Your Business Location:

managing who can and
Cannot use a serv'ce at @ You will be given permission to use several USPS Business Services allowing you to do things like:

. . o Prepare track and monfor your manngs
a bUSIneSS locatlon - « Manage Maller IDs and Permits
£ . pify Full Service Maling and Customer Returns
Th[s can be Changed o Target Areas wih Direct Mail
« Send and Manage Large Shpments
|ater |f someone else ¢ Oroer Maling and Shipping Labels
'

« Enroll for Shipping Services
erate Mat and Transaction Hstory repocts
o Stay On Top of USPS Promolions and Incentive Programs

needs to be made BSA.

Terms and Conditions *

If you are the first user to roquest a serace for your locaton Wil become ne Business Service
Administrator (BSA) of Inat service, you wil be able 1og Qe that service 1or any future users, controlling
who can and cannot use i at your busness locatga

By chcking Continue you agree 10 the (eams and cond

i0s of the Business Customar Gateway C||Ck|ng Continue
takes the new user to

a confirmation page




P4 New User Registration

New User at an Existing Business Location: 3) Terms and Conditions

M | UNITED STATES

= | postaL senvice Business Customer Gateway

Register Your Account You're signed up!

Getting Started

Once the new account is created,
w to the Business Ci Gatewa .
You've successfully registered your business accyoum and yol the User WIII request access to
VAE Services.

ﬂ Your Business Location

CAT TEST 101 LOCATION 4
400 E 64TH ST APT (RANGE 4A - 4D)
NEW YORK, NY 10065

UNTED STATES VAE is a custom service.

CRID 1 : 94545535

@ Add Services for your Business Location

Business Services are tools that can help you 1o make better use of all that the Postal Service has 1o
offer

€ 1'd ke to be given the core suite of USPS Business Services (Recommended)
€ Id like to custom select services for my Business Location Cllelng Continue with

Selection takes the new
user to the User

Agreement section




New User Registration

g Add Services for your Business Location

Business Seraces are 100l8 ihal can help you 10 makes defler use of b that e Postal Senace has (o offes

 I't like b be given the core suite of USPS Business Services (Recommended)

o I'd like %0 custom sefect senices for my Busness {ocation

*Select st leas! one sefvice o conlines

I~ Common Serices

™ Incentive Programs: Paricpate In promosons and INCanives 10/ busness mail
™ Mailer 1D ; Reques! snd manage Mailar IDs

New users select the radio I Manage Maiing Activity: Hanage your busn#ss mallngs
oo . ™ Basic Mailing Semvces
b Utto n n eXt to Verl Icatlon I Customer Labal Destribution System (CLDSK Order bulk, collated or DWM 1abels onine

B = Agr {CSAs): CSAs defing mall preparation roquiements and

Assessment Evaluator to acceptance e

I Every Door Derect Maik EOOM (3 designed o help you reach svery home. every address, every

time

re q u e St VA E Se rVi Ce S I Intelligent Mall Small Business (IMsB) Tool: Produce the IMb for your malings

s " Schedule a Malling Appomtmant (FAST): Schadule 3 malling appomtment

™ Basic Shipping Services

I Parcel Return Service (PRS) : Work share sofubon for reburming merchandse

™ Electronic Venfication Service {eVS): Package malless can use an siedronic manifest to
aocument and pay poslsge

I Online Enroliment: Gef stared onfine 10 apply for aligdity

™ Parcel Data Exchange (PDX): POX allows business customers (o upload manifests and
COWNOad exiracts

I” Premium Forwarding Service Commercial™: Schedule regutar restpment of mall Som one o
mofe aodresses 10 @ chosen destinaton

™ Scan Based Payment {SBPE Scanning = révenus colecton

™ USPS Package Intercepl: Radiract your mallpiecs # il nasnt been delivered

™ Addtional Shipping Services

/ I Chick-N-Ship Business Pro™: Enc-10-2nd Solution fof Businessas to NN thelr cally shippng
neads

T Other Services

™ Audst Maifing Activity (PostalOnel): Access your permat o Publication account
™ Mai Tunsoon [mnl Omem!u System (MTEORE Order Mail Transpon Equipment
ViShhibty into the ranspontaton and 0gistics

™ venticavon Assessment Evaluator (PostalOnely: Receive reconoliaion and rehmna nosicalions




P New User Registration

New users will confirm
that VAE is listed as a
service before

confirming
registration

T JTaL sewirce Business Customer Gateway

POSTAL SERVICE

Register Your Account Oatting Stactea You'Te signed upt

You're signed up!

. Congratuiations, your acocount is set up with business services

Review the status of your sarnvics acoess below. Having acoess 10 @ servica means that you can see and use it

Frasly Depanding on your company's naeds, diffemmnt Smoloyees may Nesd acoess 1o diffeeant sarvicss The

scoess is reguiated by the Business Service Aaministrator {(BSA) of each service

g Your Business Loocation g We have automatically assigned you a Mailer ID
CANDY CANE INC {WMIID): 301018596

054 CANE LANE
WASHINGTON, DT 20034

UNITED STATES n Ia this location a Mail Secvice Provider (M3P)? »

I ves
CRID » : 54579560

A LSCASN

' You can begin using these business services Services with an asterisk (*) indicate you have become the BSA

Customer Labe! DISIIBUBSn Spstem (CLDS$) - Orowr Sk cotames o DM Lioes ool
Customern SUpPPIor AQMements (C SAL) * - CSAS 00TNe Mall PIEISIFN0G TOUFEMSntS 300 J0000CIN00 IINEE. )
Emctronic Venfation Service (V)] * - PICGIgE MBAETI SN UBE 37 SECTTNIC TIEST 1 COGUTETT B0 BN poSge ¢
Every DOt DINect Ml - ZDOM i ORISNES 50 565 10U IHESY Sr) NOTIE M) MISTSE. Su8r) Bine
INSONtive Programeé * - FIMOUaN I DrOTONONE 37T FOOTHES U SUSress mas
inteigent Mas dmal Business (WMD) Tool - Froouce e WD 7 0T miings
VAT 1D * - MUl A0S MAAge Lt D% 3
MANIQS Maming sctivity * - MEINIe O DULINGSE MANGS.
Onitne Enrotiment * - Set sared onice D 3000 T efgbon;
Parcsl Dats Excnange (POX) * - POX SI0WS UEINSEE CUEOMEs 10 UHORS TAMIESE 300 COWN0AD SIS )
Parost Return Service (PR E) * - WO S/are SOARIDN 0 TetUrming meronanane )
r "G Service C - SChwite TRGUINT reRtEITIeT! O STl IO Gre OF TIGTE SOCTERNEN 15 8 RO SesTinaton |

SCAN Ba4eS PEMent ( SHI) ¢ - SIAVING = IS8 CONCIIN )
Schecuse & Maling Appotntment (FA $T) * - Scneoue 3 mmiing aspormmert )
USP3 Package Infercept * - Recinect your malipeece I naas ! been Setvered 3

000 N0 DUSINESE SONVITES OU MBETT | Gkl AccEYS KU A




P4 New User Registration

ICritical Step!
The BSA must approve the new users request for VAE
Services.

The easiest way to approve the requests is to use the
Manage Users tab on the manage services page.




