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What is the Business Customer Gateway (BCG)?

The Business Customer Gateway provides a single entry
point for Postal Service® online business services.

= Users can access
Intelligent Mail® products

and services, including T Savelime

PostalOne!, Facility Access i
: : f & Savemoney

and Shlpment Tracklng’ — 7" i Lw_ﬂ].hﬁllimnDlsfjulwtsar:PSmmnlwergram m

Mailer IDs, elnduction and | MR Startmaiing
tracking.

= Access to multiple services
IS provided through a
single user name and
password.




Customers can utilize the Gateway to:

Prepare, track and monitor mailings

Manage Mailer IDs and permits

Simplify Full-Service maliling and customer returns
Target areas with direct mai
Send and manage large shipments

Order mailing and shipping labels

Enroll for shipping services

Generate mail and transaction history reports

Stay informed of USPS promotions and incentive
programs




Customer * Unique ID numbers used by USPS to identify a customer’s physical

Registration ID business location (address).

(CRID) * CRIDs connect a company’s location information across all USPS
systems and applications.

Unique ID numbers assigned by USPS to identify a specific mail owner,
mailing agent or other service provider.

 MIDs are either a 6- or 9-digit number based primarily on a mailer’s
historic mail volume.

Mailer ID (MID)

Business Services ¢ Tools that can help you to make better use of all that the Postal Service
has to offer.

* When registering, you will get access to services that cover basic
business functionality. Having access to a service means that you can
see and use it freely.

* Depending on your company’s needs, different employees may need
access to different services.

» Access to services is regulated by the Business Service Administrator
(BSA) of each service.

Business Service ¢ Ifyou are the first user to request a service for your location, you will

Administrator become the Business Service Administrator (BSA) of that service; you

(BSA) will be able to manage that servic_e for any fqture users, controlling who
can and cannot use it at your business location.




 Simplified, consolidated and streamlined
registration process

— Access automatically granted to the most popular
services

— Ability to custom select services at multiuser business
locations

— Improved navigation to easily see which services are
accessible by the user and to request services

« Automatic creation of 9-digit MID when creating
a new user account

 CRID is displayed when you register and on
many consecutive screens within the BCG

— CRID assigned automatically upon registration (same
functionality as previous release)



BCG Welcome (Landing) Page

Mailers, Shippers and Business clients can obtain additional information
about services provided by USPS by clicking on the respective links

. | UNITED STATES

[P rosmmmas Business Customer Gateway

k ‘l‘ i i\ h L ) . L ‘J
With USPS online todls and incentive . . m
programs. W/ | Notaregistered USPS Business Customer?

| Register for free

Click-N-Shir - o Shipping 50-packages or more? m
@“ Click-N-Ship Business Pro™ PP >0 Paciages

Mailers a Shippers g Business .

: g Manage your returms with Parcel Return Sign up for USPS Promotions and
Save fi nd man 5 :
maiﬁngszﬂuanling%gyour ::'érgggm Service, uss the Electronic Verification Incentives, save money with
where you need it to go with Every Door System to save papenwork by paying Automation Descounts and unlock the
Direct Mail. Use the Intelligent Mail postage with electronic manifests. sl youul. Alastes W MNEY.
Small Business Tool to manage your
mail stream and maximize your discount

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




Information for Mailers

Not a registered USPS Business Customer?

| Registerforfree |

nio Business Pro®  Sipenasomckasesormoe!  [m—_——m—

Get our free software.

Mailers Q Shippers E Business .
Save fir ik YO Manage your retums with Parcel Refurn Sign up for USPS Promotions and
,...i.i,',‘;;’;.':?,\’;‘gz,'m,“;gge Service, use the Electronic Verification Incentives. save money

f System to save papenwork by paying Automation Discounts and unlock the

where you need it o go with Every Door
Direct Mail. Uss the Intelligent Mail
Small Business Tool to manage your
‘mail stream and maximize your discount.

postage with electronic manifests. ‘power of your Mailer ID {MID).

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

Users may click on any of the
links highlighted in blue for
additional information about
each topic

Mﬁ"il’lg Services
Here is the list of tools, called Business Services, USPS offers its BCG customers.
Click the senvice name for additional information.

*  Automated Business Reply Mail: Create artwork for Reply Mail pieces.
* Cenfralized Account Processing System (CAPS): Electronic postage payment.
= Customer Label Distribution System (CLDS): Order bulk, collated or Db labels online.
*  Customer/Supplier Agreements (C SAs): CS5As define mail preparation reguirements and acceptance
times.
Ewvery Door Direct Mail: EDDM is designed to help you reach every home, every address, every time.
IMb Tracing™: Track your letters and flats
Incentive Programs: Parficipate in promotions and incentives for buginess mail.
Intelligent Mail Small Business (IMsb) Tool: Produce the IMb for your mailings.
Mailer ID: Request and manage Mailer IDs.
Manage Mailing Activity: Manage your buziness mailings.
Schedule a Mailing Appointment (FAST): Schedule a mailing appointment.




Information for Shippers

o Business Pro”

Mailers a
Save fime and money managing your
‘mailings online. Ge your message:

you nesd it to go with Every Door
Direct Mail. Use the Intelligent Mail
Small Business Tool fo your
‘mail stream and mazximize your discount.

‘See full list of Mailing Services.

Manage your retums with Parcel Return
Siites

Get our free software,

Shippers =

Service, use the Electronic Verification

See full list of Shipping Services

Not a registered USPS Business Customer?

| Registrforfree |

Shipping 50-packages or more? m

Business B

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

See full list of Business Services

Featured Service

Shipping Services
Here is the list of tools, called Business Services, LISPE offers its BOG customers.
Click the sendoe name for sdoifional informatbion.

* Centralized Account Processing System (CAPS): Electronic postage payment
* Click-N-Ship Buzsiness Pro™: End-to-end solution for businesses to fulfill their daily =hipping needs.
* Electronic Verification Service (eV'5). Package mailers can use an electronic manifest to document and

pay postage.
* Incentive Programs: Participate in promotions and incentives for business mail.

Mailer 1D: Request and manage Mailer IDs.
Manage APls: APls allow integration of USPS data info customer's software and or system application.
Manage Mailing Activity: Manage your business mailings.
Official Mail Shipping Labels: Provides the option for OMAS customers to use Click-N-Ship.
Online Enroliment: Get started online to apply for eligibility.
Parcel Data Exchange (PDX): PDX allows business customers to upload manifests and download
exfracts.
* Parcel Return Service (PRS) : Work share solution for returning merchandise.
*  Premium Forwarding Service Commercial™: Schedule regular reshipment of mail from one or more
addresses to a chosen destination.
* Print & Deliver Shipping Label: Merchants can request Print & Deliver Shipping Label on behalf of their
customers
* Scan Bazed Payment (SBP): Scanning = revenue collection.
* USPS Package Intercept: Redirect your mailpiece if it hasn't been delivered.




Information for all Business Services

Featured Service

N-Ship Business Pro™

Not a registered USPS Business Customer?

| Registrforfree |

: e Business Services
p Business Pro*  Zipusemdeosornes ST Here is the list of tools, called Business Services, USPS offers its BOG customers,

Chick the zendee name for sdoifional information.
Mailers a shippers = Business B

. - Mai retumns with Parcel Return Sig for USPS Promotions and
= Servie o s Gchon Vetcsion | mbonies soemensywe Automated Business Reply Mail: Create ariwork for Reply Mail pisces.

umﬁ,rﬁmﬁmﬂ?‘ﬁgw puslage?l:iev:aachum m:r‘);)syrg power of your Mailer 1D (MID). C - . i N

St Becamas Tl soma o entralized Account Proceszing System (CAPS): Electronic postage payment.

s ———— Click-N-Ship Business Pro™: End-to-end solution for businesses to fulfill their daily shipping needs.
See full list of Mailing Services See full list of Shipping Services

X L e S Customer Label Distribution System (CLDS): Order bulk, collated or DMM Iabels online.
Customer/ Supplier Agreements (C5As). C5As define mail preparation requirements and acceptance
fimes.
= Electronic Verification Service (eV'3). Package mailers can use an electronic manifest to document and
pay postage.
* Ewery Door Direct Mail: EDDM is designed fo help you reach every home, every address, every time.
IMEb Tracing™: Track your letters and flats
Incentive Programs: Participats in promotions and incentives for business mail.
Intelligent Mail Small Business (IMsb) Tool: Produce the IMb for your mailings.
Mail Transport Equipment Ordering System (MTEOR): Order Mail Transport Equipment.
Mailer ID: Request and manages Mailer 1Ds.
Manage APls: APls allow integration of USPS data into customer's software and or system application.
Manage Mailing Activity: Manage your business mailings.
Meters and PC Postage: Information, documentation and links for meters and PC Postage.
Official Mail Shipping Labels: Provides the option for OMAS customers to use Click-N-Ship.
Online Enroliment: Get started online to apply for eligibility.
Parcel Data Exchange (PDX). PDX allows business customers to upload manifests and download
exiracts.
* Parcel Return Service (PRS) : Work share solution for returning merchandise.
*  Premium Forwarding Service Commercial™: Schedule regular reshipment of mail from one or more
addresses to a chosen destination.
* Print & Deliver Shipping Label: Merchants can request Print & Deliver Shipping Label on behalf of their
customers
* Scan Based Payment (SBP): Scanning = revenue collection.
* Schedule a Mailing Appointment (FAST): Schedule a mailing appointment.
* USPS Package Intercept Redirect your mailpiece if it hasn't been delivered.




Manage Mailing Activity (MMA)

Mailing Services
Here is the list of tools, called Business Senices, USPE off
Ciick the sendce name for additional inforrmation.

+ ADVANCE: Track your Periodicals and standard mai

+ Automated Business Reply Mail: Create artwork f

+ Centralized Account Processing System (CAPS)

+ Customer Label Distribution System {CLDS). Or

s Customer/Supplier Agreements (CSAs): CSAs o

times.

» ePubwatch: Track your Periodicals mailing

« Every Door Direct Mail: EDDM is designed to help

« IMb Tracing™: Track your letters and flats

« Incentive Programs: Participate in promaotions and

. Intelllgent Mail Small Business {IMsb) Tool: Pro
hdailer \Ds

manual business mail

Automated scheduling s§rvices for drop

Enhanced account manage
Online Mail Quality and Full-

includes:

Balance and Fees
Dashboard

Electronic Data Exchange
Mailing Reports

Manage Permits

Postal Wizard

Balance and Fees (Manage Permits)

Mailers have 24/7 access to all their mailing accounts to monitor balances and fees for ease
of mailing. The Centralized Account Processing System (CAPS) accounts provide business
mailers with expanded electronic payment options. including the ability to link accounts and

access payment information.

The PostalOne! systel§ provides a new automated, st
X ceptance process.

Integrated, web-based sclutions, providing:

Mt capability
Jervice reporting

Manage Mailing Activity - The Manage Mailing Activity service functionality

rs its BCG customers,

Shipping Services
Here is the list of tools, called Business Serices, USPS offers its BCG customers
Click the sewice name for additional information.

« Centralized Account Processing System (CAPS): Electronic postage
+ Click-N-Ship Business Pro™: End-to-end solution for businesses to ful
« Electronic Verification Service (eVsS) Package mailers can use an elg
and pay postage.

. Incentlve Programs: Participate in promotions and incentives for busing
gy 120 E Mailer IDs.

anage your business mailings.

« Online Enrollment: Get started online to apply for eligibility.

« Parcel Return Service (PRS) : Work share solution for returning merch
« Scan Based Payment {SEIP} Scannmg = revenue collection.

e if it hasn't heen deliv

amlined alternative to existing

Business Services
Here is the list of tools, called Business Senices, USPES offers its BCG customers
Click the senice name for additional information.

ADVANCE: Track your Periodicals and standard mail

Automated Business Reply Mail: Create artwork for Reply Mail pieces

Business Service Network(BSN) eService: Create and monitor service requests.

Centralized Account Processing System (CAPS): Electronic postage payment

Click-N-Ship Business Pro™: End-to-end solution for businesses to fulfill their daily shipping needs.
Customer Label Distribution System (CLDS): Order bulk, collated ar DM labels online

+ Customer/Supplier Agreements (CSAs) CSAs define mail preparation requirements and acceptance
times.

s Electronic Verification Service (eVS) Package mailers can use an electronic manifest to document
and pay postage

+ ePubwatch: Track your Periodicals mailing

+ Every Door Direct Mail: EDDM is designed to help you reach every home, every address, every time.
IMb Tracing™: Track your letters and flats

Incentive Programs: Participate in promotions and incentives for business mail.

Intelligent Mail Small Business ({IMsb) Toel: Produce the IMb for your mailings.

Mall Transport Equipment Ordering System (MTEOR): Order Mail Transpart Equipment.

= g Mailer IDs.

Ege your business mailings.

ation, documentation and links for meters and PC Postage.

+ Online Enrollment Get started online to apply for eligibility

Parcel Return Service (PRS) : Woark share solution for returning merchandise.

Scan Based Payment {SBP}: Scanning = revenue collection.

Schedule a Mailing Appeintment (FAST). Schedule a mailing appointment.

USPS Package Intercept Redirect your mailpiece if it hasn't been delivered.

It featureglthe following:

shipmefit mailings

* Please note that while Manage Mailing
Activity is listed under all three categories
of services, it is not a standalone service on
its own

e MMA is a suite of services which includes
Six sub-services

e The MMA Knowledge Base Page shown on
the left has been updated to list these sub-
servi

ces
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Manage Mailing Activity (MMA)

e Each MMA sub-service description on the Mailing and
Shipping Services pages has been updated to include
additional verbiage about being part of MMA

Shipping Services

Welcome _— : :
Shipping online services allow customers to enroll and manage the

Inbox various package product lines the USPS has to offer. The services
| m— = currently available are listed below. You may access services directly from here
e e that you have been approved for and request access to those you do not.

Shipping Services

- Shipping services help you deliver packages.

Your Locations:

Other Services All Locations -

Support Balance & Fees (PostalOne!) less info =

Manage Account

4k Click-N-Ship Business Pro™ more info >
4= Dashboard (PostalOne!) more info =
4k Electronic Data Exchange (PostalOne!) more info =




Requesting Access to MMA

* Once you have requested and received access to one of MMA’s
subservices, you will be granted access to all MMA subservices
automatically

 BSA will see “Manage Mailing Activity” in the Pending Request
window when someone requests access to one of MMA subservices

Business Services

ACTION
Audit Mailing Activity (PostalOnel) " Approved You INIA
i Click-N-Ship Business Pro™ (¥ Available Not You
Pending Requests A ) h
i rove
LUDMILA SMITH has requested access to the services listed below for the following location: Customer Label Distribution System (CLDS) L NIA | ReMovE )
B Customer/Supplier Agreements (CSAs) «" Approved You NiA
LOCATION: You can approve or deny all requests.
;Ugazgﬁéﬁiéwmw Use the buttons at the bottom to approve Electronic Verification Senvice (evs) " Approved You NI
or deny the checked services. Unchecked p———
g::CDA;;-tOSSOLTE?EBS caricasllnot be aftectsd. Every Door Direct Mail «" Approved NIA REMOVE
USER: V¥ Manage Mailing Activity Incentive Programs " Approved You A
Name: LUDMILA SMITH P Intelligent Mail Small Business (IMsb) Toal " Approved NIA REMOVE
Phone: (314) 444-4444 | Deny | Approve .
Email: test@usps. gov Logistics Condition Reporting System (LCRS) (@ Availanle Not You
Mail Transport Equipment Ordering System (MTEOR) ~ # Approved You NIA
BSA Pending Request Inbox — v bl
g q I Manage Mailing Activity I «" Approved You NiA
Online Enroliment « Approved You NIA
. . L]
* Note: suite of MMA services is Sl
L]
Scan Based Payment (SBP) & Approved You TNIA
I isted a S “ IVI a n a e M a i I i n Schedule a Mailing Appointment (FAST) () Avallable Not You GEF.ICCESS
g g UUSPS Package Intercept <" Approved You NiA
Verification Assessment Evaluator (PostalOnel) @ Available Mot You

Activity” in the Manage
Account — Manage Services tab

Manage Services Page



New User: 1) Register

Business Custom eway

With USPS online todls and incentiye

programs. Y

- \ Register for fi
e d Rl il e

il LS = ™ Shipping 50-packages or mare? m q
G.t Click-N-Ship Business Pro™  °PPna*0 pacages
A new user clicks on

Mca S Stymers Biemices “Register for free”
Save ti d i Manage your retums with Parcel Return Sign up for USPS Promo '_ —
miﬁ"gf Dﬂ“':inm m ;';js’:;g;’“' Service, use the Electronic Verification Incentives. save money with
where you nesd o go with Every Door System to save paperwork by paying Automation Discounts and unlock the
Direct Mail. Use the Intelligent Mail postage with elecironic manifests. poses ol o Maile 1 (L),
Small Business Tool to manage your
maail stream and maximize your discount
See full list of Mailing Services See full list of Shipping Services See full list of Business Services




New User: 2) Complete Registration Form

Create Your USPS.com Business Account

s R To establish a new account,
i create a user name,

[ oo e | password and two security
questions

Enter Security Information

" Mdales & requTed ek

“Fick a Password “Pick Two Security Questions
Fasswords need 7 charactens, ncluding o kiter and Pienas nnawer twn Secref quessons if you feeget ysor passwond, you wil be asied fer tha nisematien i re-gain
number They are case-senative They cas inchide access i our st

special characters, but not yoer usemame or mone than
Twis FADEM ChATBCIANS In B 10w, 3

“Fust Securily Queshan *Second Securdy Question
= Selact First Qusstion -~ Select Second Quastion 2
Pas Strength “four Answer *four Answer
[rr————— Answers are it case senstive. 1 Anmwers are il case-senslive. 1/
Re-Typa Password

Re-Type Your Answer Re-Type Your Answee

Next, we need your name and contact info

* Indicates a reguired field

Enter Your Name Enter Your Phone Enter Your Email Address

Title *Type *Phone 2. Ext. “Enter Your Email Address 7/
Select <] s ]

*First Name Type Fax “Re-Type Your Email Address

ML Can we contact you?

‘Get communications from USPS and our partners.

¥ FROMUSPS

Enter name, phone number Lt e
and email address

a FROM USPS PARTNERS

Suffix
| Select > |




New User: 2) Complete Registration Form

Choose method to enter
p business location and enter
appropriate information

Find my address by...

Please enter your address so USPS can find the ZIP

best deliverable option for you.
Pt ¥ ZIP Code™ Company ldentifier

Find by address

Original Address:

v 475 LENFANT PLZ SW

Fill out all the required fields and validate your

address so it can be verified as a valid delivery

address. WASHINGTONDC20024
Possible Addresses:

The address you provided is not recognized by the USPS. We recommend that you select one of
the addresses in the list below

Choose from list of possible

0 475 LENFANT PLZ SW
WASHINGTON DC 20260-0001

addresses or original entry
if necessary

- 475 LENFANT PLZ SW RM 1P010
WASHINGTON DC 20260-0002

~ asLEnEaNT PLZSW
WASHINGTON DC 20260-0010

Find by address

Fill out all the required fields and validate your
address so it can be verified as a valid delivery
address.

Existing Company?

The y you seems to be similar to one of our existing company
records. Please review existing records and if you can find a matching record, please select the
best option and then select the Continue Button.

Original Address:
() United States Postal Senvice
475 LENFANT PLZ SW

WASHINGTONDC20260-0001

Existing Records:

- U S POSTAL SERVICE
475 LENFANT PLZ SW

WASHINGTON DC 20260-3500
CRID: 123312

- USPS
475 LENFANT PLZ SW
WASHINGTON DC 20260-0004

~ran. aneaTen

Choose from list of existing

companies or original entry
if necessary




New User: 2) Complete Registration Form

Find by address Business Verification

Fill out all the required fields and validate your Thank you for validating your mailing address. Now please help us verify your business.

address so it can be verified as a valid delivery

address. () VAUGHN CONSTRUCTION INC
19801 ROYAL LN

DALLAS TX 752293183
— VISION ENCLOSURE
412 W BETHEL RD
COPPELL TX 750194401 ; ; y
) VAUGHAN CONSTRUCTION G Choose from list of existing

1901 Royal LN

DALLAS TX 7528 verified business location or
original entry if necessary

Making this selection will not impact your mailing address.

Continue

Find by address Congratulations!
Fill out all the required fields and validate your The address you've provided has been verified as a valid delivery address.
address so it can be verified as a valid delivery

address. @ usps

475 LENFANT PLZ SW
WASHINGTON DC 20260-0004

Change This Address

Read privacy policy and
click Create Account

Please read our privacy policy.

Privacy Act Statement: Your infarmation will be used to provide online registration 0
capability for Internet-based senices. Collection is authorized by 39 U.S.C. 401,
403, & 404 Providing the information is voluntary, but if not provided, we may not

Create Account




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

Hello, ALI Gateway USPS.com Help Logout
| UNITED STATES

[Zlrosmcserices  Business Customer Gateway

Register Your Account Getting Started You're signed up!
I

The ﬁrSt user at a Welcome to the Business Customer Gateway

business location will .

become the BUSineSS \‘Y’\:']el'l\:':ego;.;'.ou Si‘gn';,d rupa;S: ed your busi account, and you are almost ready to use the Business Customer Gateway.
Service Administrator

(BSA) for a USPS ALI'S COMPANY

business application or NEVL YR v 1002 The terms and conditions
“service”, in charge of can be viewed (and
managing who can and printed, if desired) from
cannot use a Service at @ You will be given permission to use several USPS Business Services allowing you to do things like: the Ilnk ShOWﬂ here

This can be changed

later, if someone else

needs to be made BSA.

g Your Business Location:

CRID 2 : 20170816

Target Areas with Direct Mail

Send and Manage Large Shipments

Order Mailing and Shipping Labels

Enroll for Shipping Services

Generate Mail and Transaction History reports

Stay On Top of USPS Promotions and Incentive Programs

Terms and Conditions *
If you are the first user to request a service for your location @il become the Business Service
Administrator (BSA) of that service; you will be able tg#age that service for any future users, controlling
who can and cannot use it at your business locatigpe

By clicking Continue you agree to the terms and conditions of the Business Customer Gateway. CI'Ck' ng CO nt' nue

I I takes the new user to
a confirmation page




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

Hello, new Gateway USPS.com Help Logout
== UNITED STATES

[ Zlrosacsemices  BUSINESs Customer Gateway

Register Your Account Getting Started You're signed up!

Getting Started

Welcome to the Business Customer Gateway New users at |Ocations
You've successfully registered your business account, and you are almost ready to get started using the BCG Po Wlth existing BCG users
have the ability to select
K6 vourBusiness Location the core suite of services
CAT TEST 101 LOCATION 4
400 E 64TH ST APT (RANGE 4A - 4D) OR custom select
NEW YORK, NY 10065 .
UNITED STATES sServices

CRID 1 : 94545535

@ Add Services for your Business Location

Business Services are tools that can help you to make better use of all that the Postal Service has fo
offer.

© I'd like to be given the core suite of USPS Business Services. (Recommended)

© I'd like to custom select services for my Business Location. ClICklng Co ntl nue Wlth
I COMTINUE wWITH SELECTION I SeIeCtion takes the neW
user to the User

Agreement section




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

Add Services for your Business Location

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

& |'d like to be given the core suite of USPS Business Services. (Recommended)

With these services, you'll be able to:

« Prepare, track and monitor your mailings
« Manage Mailer IDs and Permits

« Simplify Full Service Mailing and Customer Retur|
« Target Areas with Direct Mail

« Send and Manage Large Shipments

« Order Mailing and Shipping Labels

« Enroll for Shipping Services

« Generate Mail and Transaction History reports
« Stay On Top of USPS Promotions and Incenti

' I'd like to custom select services for my Busineg

[_ CONTINUE WITH SELECTION

The services part of the core
suite may be found by
clicking the USPS Business
Services link

The custom service selection

option allows users to select
individual services OR a bundle

Add Services for your Business Location

Business Senices are tools that can help you to make befter use of all that the Postal Service has to offer

" I'd like to be given the core suite of USPS Business Senvices. (Recommended)

& |'d like to custom select services for my Business Location.

*Select at least one service to continue.

I” Common Services

" Incentive Programs: Participate in promotions and incentives for business mail
™ Mailer ID : Request and manage Mailer IDs.
™ Manage Mailing Activity: Manage your business mailings.

" Basic Mailing Services

" Customer Label Distribution System (CLDS): Order bulk, collated or DMM labels online.

" Customer/Supplier Agreements (CSAs): CSAs define mail preparation requirements and
acceptance times.

I Every Door Direct Mail: EDDM is designed to help you reach every home, every address, every
time.

™ Intelligent Mail Small Business (IMsb) Tool: Produce the IMb for your mailings.

™ Schedule a Mailing Appointment (FAST): Schedule a mailing appointment.

™ Basic Shipping Services

T Parcel Return Service (PRS) : Work share solution for returning merchandise.

™ Electronic Verification Service (eVS): Package mailers can use an electronic manifest to
document and pay postage.

I Online Enrollment: Get started online to apply for eligibility.

™ Parcel Data Exchange {PDX): PDX allows business customers to upload manifests and
download extracts.

rp ium For ing Service C cial™: Schedule regular reshipment of mail from one or
more addresses to a chosen destination.

" Scan Based Payment (SBP): Scanning = revenue collection.

I~ USPS Package Intercept: Redirect your mailpiece if ithasnt been delivered.

™ Additional Shipping Services

™ Click-N-Ship Business Pro™: End-to-end solution for businesses to fulfill their daily shipping
needs.

I Other Services

™ Audit Mailing Activity (PostalOne!): Access your permit or Publication account.

™ Mail Transport Equipment Ordering System (MTEOR): Order Mail Transport Equipment

I” Logistics Condition Reporting System {(LCRS): Visibility into the transportation and logistics
netwaork

™ Verification Assessment Evaluator (PostalOne!): Receive reconciliation and refund notifications.




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

The new user at a business location with existing
BCG users has the option to become the Business
Service Administrator (BSA) for a USPS business
application or “service” that does not currently have a
BSA assigned.

The terms and conditions

can be viewed (and
printed, if desired) from
the link shown here

User Agreement

If you are the first user to request a service for your location, you can become the
Administrator (BSA) of that service; you would be responsible for managing that
users, controlling who can and cannot use it at your business location.

Do you agree to become the BSA for any service that doesn’t alreag £ one assigned?

O Yes

= No

By clicking Continue you agree to the terms and conditions of the Business Custome i efifoXlalo RO IAI01=

‘ m ‘ takes the new user to
a confirmation page




ser: 4) Confirmation Page

Register Your Account Gatting Started You'ns signed upl

You're signed up!

Congratulations, your account is set up with business services.

Review the status of your service acoess below. Having access to 8 service mesans that you can see and use it
freely. Depending on your company’s needs, different employees may need access to different services. The
acoess is regulated by the Business Service Administrator (BSA) of each service.

g ¥our Business Location: ! We hawve auvtomatically assigned you a Mailer ID¢
CTANDY CANE INC (WD) 901018596 7

New business users will Sl Rl T

UMITED STATES f- Is this location a Mail Service Provider [MSP}? a2,
be enrolled to use popular | r v
business applications or e

“services” — —

"  Youcan begin using these business services. Services with an asterisk (*} indicate you hawve become the B5A.

N T
[EErEESEEEE________

Customer Labsl Distribution Spstem (CLDS) - Onoer Duk, codizted or DMK Ebels online

Custh P T ts [ S48} = - C:SAs define mall preparation requinements and accepiance Bmes. 3

Elsctronic Verification Senvics [\ §) * - Package mallers can use an electronts mantest 0 oocument and pay posiage. 1

[Every Do Divect Mall - EDDM Is designed fo nellp you neach every home, every address. every fme.

Incantive Programs = - Pamicinete in promonons 3nd incenives r business mall. 4

Intsigsnt Mall Small Businsss {IMst) Tool - Producs the Ihi for your mallings.

MesBier 1D = - Fequest and manage Maller IDs. 3

Manags Malling Acthvity “ - Manage your business maliings. 1

‘Cniine Enrolimant = - Gat staned oniine 10 30ply D SlgERy. 3

PParcsd Data Exchangs (PDX) * - SDX allows business cusiomers i upkoad manfissts and downiosd edracss. 1)
Parcsl Return Sarvics (PRE) » - Work shans solufion Tor retuming mercsandise. 5,
For g Sarvice C ™ = - Schedule reguiar nesiipment of mall from one or more addnesses 10 3 chosen deslinafion. 3,
Scan Basad Peymant (SBP) * - Scarning = ravenue colleciion. 1
a Maflling Appointment [FAST) * - Schedule a malling appoiniment. 7
UEPE Packaps Intercapt = - Sedinect your maliplecs 17§ hesnt been osiversd. 1)

Dot 202 e DUSINSEs Sandoss U RSSO | wes Avcews o ACKNERIMAL SESGRCES

||




Confirmation Page: CRIDs and MIDs

Hello, Mel

== UNITED STATES

Zlrosisemnces  Business Customer Gateway

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

rouTe Sighled up! automatically be
Congratulations,your aceount 1 set up with business services. assigned a Mailer ID

You now have access to the senices that cover basic business functionality. Having access to a service means that you can see
and use it freely. Depending on your company’s needs, different employees may need access to different senices. The access is
regulated by the Business Semice Administrator (BSA) of each senice.

Your Business Location:

BCGTEST1234
475 LENFANT PLZ SW

We have automatically assigned you a Mailer 1D

) ) (MID): 900004055 »
Your Business Location:

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

UNITED STATES

FRID ) 1 94545230 fi)n;mhmv The MSP Indicator is displayed on the
| ADD ALOCATICN | B/ ot 0 Confirmation Page under the MID

Don't see the business senices you need? | GeT ac |nf0rmat|0n Only users WhO are the

BSA of Manage Mailing Activity will be
m I asked this question.




« Upon clicking 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 Pmuidel (MSP)? 2 |
™ Yes

Amailing agent(ie. mail service provider)is an
organization,business entity, orindividual acting
on behalf of one or more mail owners by providing
mailing services forwhichthe mail owners
compensatethe mailing agent,

As a Mail Service Provider, my company certifies to
the United States Fostal Servicethatwe have been
authorized by ourcustomer(s)to actas their

mailing agent with the USPS and obtain services
for business mailing matters ontheir behalf,




The BCG Homepage

Busine stomer Gate

Welcome, Nivia

w Favorite Sendces
Nm h'ElF \ Ca1EHECAED
sl getting started - o
:dllillq SErvices Wiﬂ! Fl.l"-s-erﬂl:! Bl s PESGRTE

Shipping Services il‘l‘lﬂ“‘igﬁl“ H‘“.? CMLINE ERPOLLSENT

Oiher Serces \ FONTAL FEARD
— LEARN MORE 0 \
Support r-srr A TR

Manage AcoDUnt

The Business Customer Gateway is your central huby for managmg your LSPs
activity Tor vour Business.,

Whithim this site, you will find Business Service fools that vou will need fo monitar,
Irack, and manade your malling and shipping activiles. You cen sccess these
Business Barvices using the tabs on the lel When you know which sepdias ana
useful b your business, you can add them as your favorile senvices using the

B |n rV| r panel on your right . .
no;ﬁos;tse’?indﬁseihir - Favorite Services allows

Ma|||n Sh| |n or E ifyou are a Mail Service Prosider at any of your locations, youw can noes Ef::::::sr:::c. USGI’S tO bOOkmark the
iri yOouUrselr as sk T I I0FE Tk By cRickin 0 g
Other Sge,rVicgé) Org] e ngicate yourse G T Bhe Manaose Locations te by clicking business services they

the Edil button
Ieft SIdEbar na.V|gat|0n g You have service access requests awatting your approwal Utlllze the mOSt When a‘

: user first logs into the new
AISO fea'tured a're IInkS to @ vou have 15 pending semvice requesis You may review therm here BCG the FaVOI'Ite
Inbox, Support and ’

= Services will default to
rou have 1 I'r"llF!:EF\.H'gF! L rv'a':,- rE‘-’.E"WHI‘ﬂ
Pl preset services

BCG Users now have access to BCG
Messages where they will receive alerts
on pending service requests and
messages

BCG Home Page



LA SHBELUARRL

MAILER 1D

MAILING REPORTS

COHLINE ENRCLLIMENT

POSTAL WIZAR

W LLRRLY

‘ " Er e i

The Favorite Services panel allows
guick and easy access to the
services you use most often.

Upon logging in for the first time, the
panel will default to the following
services:

— Dashboard

— Mailer ID

— Mailing Reports
— Online Enrollment
— Postal Wizard

You may edit which services are
displayed in your panel by clicking
on the Edit Favorites button



mserices  BUSINESS Customer Gateway

Welcome, Anna

:
Welcome
3 Need help You currently do not have any
! getting started st
Mailing Servi . = ‘g
shl vith Full-Service e o [
Shipping Services H H

Intelligent Mail®?

Other Services
= LEARN MORE 0 \

Manage Services

Manage your access to services.

Manage Account

You are currently viewing

The Business Customer Gateway is your central hub for managing your your services by location.

USPS activity for your Business. Manage Se

\'0U can rec

one-stop shop for anything -related
you already

semvices aml view the ser

Within this site, you will find Business Service tools that you will neg St To manage multiple locations by
monitor, track, and manage your mailing and shipping activities p e access 1o senice, click below

access these Business Services using the tabs on the left. Why
which services are useful to your business, you can add them
services using the panel on your right

MANAGE BY SERVICE

Messages
o) Select which location you want to manage:

[CRID 20515980, THEBSA1003COMPANY, THEBSA1003ADDRESS 1, THEBSA1003ADDRESS2, ST. LOUIS I‘..‘H:j

E ‘You have 10 pending service requests. You may review them

here.
Business Services

« The Messages panel on the Welcome s I S -
screen displays all o_f your current pending | ... @ s
access requeStS WhICh have not yet been Customer Label Distribution System (CLDS " Approved IA REMOVE
approved i s —

® CIICkIng the “here” Ilnk WIII d|reCt you to Every Door Direct Mail " Approved /A REMOVE
the Manage Services page, where you are | o @ s e
able to view details about any service pasin I P

access requests that are still pending



Notifications and Alerts

Mailing Services
Shipping Services

Other Services

Manage Account

Welcome, Anna

N
Need help \
getting started
with Full-Service
Intelligent Mail®?

Lz \ 0 AT

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

Within this site, you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know
which services are useful to your business, you can add them as your favorite
services using the panel on your right.

Notifications and Alerts

FAST Cutage - Remedy Case # 5068740 has been opened for an
issue that is affecting FAST users. The issue is currently under
investigation. Please contact the Help Desk at 1-800-522-0085 for
additional information.

Messages

B There are no items that require your attention at this time.

 When there are
system outages or
Important
announcements, a
“Notifications and
Alerts” box will
appear above the
Messages panel

<=




Provides
information

and
services
pertinent to
\WENEES

TED STATES

f—
|~ | POSTAL SERVICE ®

‘ Welcome

Inbox

Mailing Services
Shipping Services
(}t.her Services

Support

Manage Account

Business Customer Gateway

Welcome, Daniel

\N\aA\L O

Intelligent Mail®?

LEARN MORE

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

Within this site. you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know
which services are useful to your business, you can add them as your favorite
services using the panel on your right.

Messages
a If you are a Mail Service Provider at any of your locations, you can

now indicate yourself as such from the Manage L ocations tab by
clicking the Edit button.

a There are no items that require your attention at this time.

Favorite Services (]

DAEHBOARD
ELECT_RD-NIE DATA EXCHANGE
Ir-lCEl.-lTI‘..fE PROGRAMS
MAILER 1D
MAILING REPORTS

POSTAL WIZARD

Get Started with the NEW
Business Customer Gateway

LEARN MORE




Mailing Services

Options under Mailing
Services include:

Mailing Services

—ae Mailing services help you deliver letters and flat mail pieces.

) . =
= Automated Business Reply Mail U~ Maiing online services will help you manage day-to-day activities

from design and preparation of your mail to tracking your mailings in
. Balance and FeeS (POStalone!) the mail stream. The services currently available are listed below. You may
= Customer Labe| DiStribution SyStem (CLDS) access services directly from here that you have been approved for and
. request access to those you do not.
= Customer/Supplier Agreements (CSAS) S

= Dashboard (POStalone!) All Locations .

» Electronic Data Exchange (PostalOne!) 4 Automated Business Reply Mail more info >
- Every Door Direct Mail 4= Balance & Fees (PostalOne!) more info >
» |ncentive ProgramS 4 Customer Label Distribution System (CLDS) more info >
= Intelligent Mail Small Business (IMsb) Tool  GostemerSupplier Rgreements (C4%)  more e
. 4 Dashboard (PostalOne!) more info >

" MailerID 4 Electronic Data Exchange (PostalOne!) more info »
- Mallmg ReportS (POStalone!) & Every Door Direct Mail more info >
= Manage Permits (PostalOne!) 4 Incentive Programs more info >
» Postal Wizard (PostalOne!) 4 Intelligent Mail Small Business (IMsb) Tool more info >
= Schedule a Mailing Appointment (FAST) * MaileriD more info>
4 Mailing Reports (PostalOne!) more info >

¢ Manage Permits (PostalOne!) more info >

4 Postal Wizard (PostalOne!) more info >

4 Schedule a Mailing Appointment (FAST) more info >

w
|



Provides

information
and
services
pertinent to
Shippers

TED STATES

f—
|~ | POSTAL SERVICE ®

Welcome

Mailing Services
Shipping Services
Other Services

Support

Manage Account

Business Customer Gateway

Welcome, Daniel

\N\aA\L O

Intelligent Mail®?

LEARN MORE

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

Within this site. you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know
which services are useful to your business, you can add them as your favorite
services using the panel on your right.

Messages
a If you are a Mail Service Provider at any of your locations, you can

now indicate yourself as such from the Manage L ocations tab by
clicking the Edit button.

a There are no items that require your attention at this time.

Favorite Services (]

DAEHBOARD
ELECT_RD-NIE DATA EXCHANGE
Ir-lCEl.-lTI‘..fE PROGRAMS
MAILER 1D
MAILING REPORTS

POSTAL WIZARD

Get Started with the NEW
Business Customer Gateway

LEARN MORE




Shipping Services

Options under Shipping ServiCes suipping services

I n C I u d e - Shipping services help you deliver packages.
u Balance and Fees (POStalone!) . Shipping online services allow customers to enrcll and manage the
. . . various package product lines the USPS has to offer. The semvices
. CI'Ck'N'Shlp BUS|neSS PrOTM currently available are listed below. You may access services directly from here
that you have been approved for and request access to those you do not.
[ |
Dashbogrd (PostalOne!) S
» Electronic Data Exchange (PostalOne!) [l Locations ~
= Electronic Verification Service (eVS) e e
A 4 Click-N-Ship Business Pro™ more info = _ TO $ERVICE

* Incentive Programs —— _
3 (Po=talOne!) more info =

= Mailer ID # Electronic Data Exchange (PostalOne!) more info = 807D ERICE

n Malllng Reports (Posta|0ne!) % Electronic Verification Service (eV5) more info >
4 Incentive Pr miore info = G0 TO SERVICE

= Manage API e e __
H# 1 more info = 00 TO $ERVICE

= Manage Permits (PostalOne!) e ———

» Official Mail Shipping Labels # Manage APls more info >

- Online Enrollment 4 Manage Permits {PostalOne!) more info =
4 Official Mail Shipping Labels more info =

» Parcel Data Exchange (PDX) ————

» Parcel Return Service (PRS) # Parcel Data Exchange (PDX) more info =

= Postal Wizard (PostalOne!) sl He S e B e infna
4 Postal Wizard (PostalOne!}) more info =

* Premium Forwarding Service Commercial
* Print & Deliver Shipping Label

§

++ Premium Forwarding Service Commercial™ more info =

# Print & Deliver Shipping Label more info >
» Scan Based Payment (SBP) 4 Scan Based Payment (SBP) more info >
= USPS Package Intercept e s = A TR



TA

:—"" POSTAL SER

Business Customer Gateway

Provides
information
and services
on a variety of
tasks from
preparation to
transportation
of mailings and
shipments

Welcome

Mailing Services
Shipping Services
(ﬁher Services
[ S;Jpport

Manage Account

Welcome, Daniel

Need he'P DASHBOARD
getting started . ELECTRONIC DATA EXCHANGE
with Full-Service - INCENTIVE PROGRAMS

H H MALER ID

Intelligent Mail®?
MAILING REPORTS
LEARN MORE 0 \ t POSTAL WIZARD

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

Within this site. you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know
which services are useful to your business, you can add them as your favorite
services using the panel on your right.

Messages

@ If you are a Mail Service Provider at any of your locations, you can

now indicate yourself as such from the Manage Locations tab by .
clicking the Edit button Get Started with the NEW

Business Customer Gateway

a ’ : : . LEARN MORE

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




Other Services

Options under Other
Services include:

Other Services
Other services help you do more.
. AUd It Mal l I ng ACtIVIty - The online services available below help buziness cusiomers manage:
(PostalOnel) a varisty of tasks from preparation to transporting of mailings and
. . shipments. ¥You may access senices directly from here that you have been
= Business Service Network approved for and request access to those you do not.
[ &0 Locations W

= Intelligent Mail Services

= Logistics Condition Reporting ¥ Audit Mailing Activity (PostalOne!) more info >
SyStem (LCRS) 4= Business Service Network (BSN) eService more info =

* Mail Transport Equipment [ S0 T T —
Ordering System (MTEOR) : _ _

] 4 Mail Transport Equipment Ordering System (MTEOR) more info =
= Track & Confirm ————————
= USPS Tracking 4 Track & Confirm more info > e
= Verification Assessment # USPS Tracking more info = " 600 semace

Evaluator (PostalOnel) ¥ Verification Assessment Evaluator (PostalOne!) more info > | oo s




Streamlined Services Functionality

 BCG has streamlined the process for requesting and receiving access to business
services by allowing you to request, view, and receive service access all from one screen

» Users will see a visual representation of what services they currently have, which
services are pending, and which services they do not yet have

Services you do not
yet have access to
are displayed in Blue
with a “Get Access”
button

Users may view and hide
by selecting the more info

and less info links OR Services displayed in

Green with “Go to
Service” button are the

using the plus and minus
symbols

services you already
have access to

GETRCCESS
GETRCCESS
GOTO SERVICE

s more info > Pending External BSA 1)

Dashboard (Post more info =

Electronic Data B nge (PostalOne!} more info =

Incentive Progra

4F
e
4= Every Door Direcii¥ail more info >
T
e

Intelligent Mail $mall Business (IMsb) Tool more info >

Services which are still

The Mailer ldentifier (MID) is a field within the Intelligent Mail barcode that is pending will be displayed in
used to identity mailers. The MID application allows mailers to request and orange. Clicking the link will
manage MIDs. take you to the Manage
Account — Manage Services
4= Mailing Reports (PostalOne!} more info > GETAccess  page where you can view
more details about your
pending status




There are two types of pending statuses users may see
(represented in the Mailing, Shipping, and Other Services tabs
with orange color). They are:

— Indicates that the BSA for that service must approve
your request before you receive access.

— The service requested (e.g. Incentive Services) is
contingent upon another service (e.g. Manage
Mailing Activity) and therefore requires permission
from the contingent service’s BSA



> rosnnees  Business Customer Gateway

Welcome, Daniel

~
Welcome
Need help DASHBOARD
getting started . ELECTRONIC DATA EXCHANGE
ik i with Full-Service INCENTIVE PROGRAMS
Shipping Services Intelligent Mail@'} ‘} MAILER ID

Other Services MAILING REFORTS

LEARN MORE POSTAL WIZARD

' Eu pport

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 tools that you will need to
monitor, frack, and manage your mailing and shipping activities. You can

. access these Business Services using the tabs on the [eft. When you know
Provides which services are useful to your business, you can add them as your favorite

information services using the panel on your right.
on how to Messages

obtain g If you are a Mail Service Provider at any of your locations, you can

additional now indicate yourself as such from the Manage Locations tab by
clicking the Edit button.

Get Started with the NEW
Business Customer Gateway

assistance
a

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




Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Clicking the BCG
Support Navigation Guide directs
users to a PDF of the BCG
e PowerPoint presentation @ il G

g You've got guestions, we've got answers. Below you can find
the information to support your mailing and shipping needs.
MNeed to manage BSA

assignments?

Online Support Live Support BCG Service Information
Send us an email, and one of our For general information, Browse through our shipping
Customer Service Representatives call us-at (800) 522-9085. and mailing services articles
will get back to you by the next which will assist you with your
business day: Mon-Fri: 7:00 A.M. to 7:00 P.M. {CT) questions.
postalone@usps.gov Sat’'Sun/Holidays: Closed

Electronic Verification System (eVS)

= arted with -Senvice Additional Support Contact Ewvery Door Direct Mail (EDDM
Learn more about the BCG Information Incentives & Promotions
Mail Service Provider {(MSP) Tools Parcel Return Service (PRS)

National Customer Support Center PostalOne!
(NCSC)

Postal Explorer
Track & Confirm

USPS News & Information Directs users to the RIBBS
USPS com

Vendor list for Full Service Software Business Customer
Gateway page




Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Support

Clicking this link

E Need help? G Rviaton e triggers the below
You've got questions_ we've got answers. Below You can find message bOX to
the information to support your mailing and shipping needs. — o appear which
0 manage (]
i includes more

information about
BSA assignments

Online Support

Did you become the BSA incorrectly? To remove your BSA role, please send your request to the Help Desk via
email at postalone@usps. gov.

Send us an email, and one of our
Customer Service Representatives
will get back to you by the next
business day:
postalone@usps.gov

The following infarmation should be included in the request:
+ CRID and serice(s) you would like to be remaoved as BSA
+ Contact info

+ Usermname

Get Started with Full-Service
Learn more about the BCG

Mail Service Provider (MSP) Tools
National Customer Support Center
{NCSC)

Postal Explorer
Track & Confirm

USPS News & Information
USPS.com
Vendor list for Full Service Software

Has your BSA left the company? If the BSA for your business location is no longer with the company, and should
be transitioned to another user, please send your request to the Help Desk via email at postalone@usps. gov,

The following information should be included in the request:
+ CRID and service(s) for which the BESA should be remaoved
# lsername of the new BSA




Allows user to

manage
administrative
information
including
profiles,
services, etc.

TED STATES

h-__l
|_="| POSTAL SERVICE ®

Welcome

Mailing Services
Shipping Services
Other Services

Support

Manage Account

Business Customer Gateway

Welcome, Daniel

Need help
getting started
with Full-Service
Intelligent Mail®?

LEARN MORE 0 \ t

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

Within this site, you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know

which services are useful to your business, you can add them as your favorite

services using the panel on your right.

Messages

If you are a Mail Service Provider at any of your locations, you can
now indicate yourself as such from the Manage L ocations tab by
clicking the Edit button.

a There are no items that require your attention at this time.

Favorite Services (]

DAEHBOARD
ELECT_RD-NIE DATA EXCHANGE
Ir-lCEl.-lTI‘..fE PROGRAMS
MAILER 1D
MAILING REPORTS

POSTAL WIZARD

Get Started with the NEW
Business Customer Gateway

LEARN MORE




Manage Account — Manage Profile

T— sences | Manage Locations Allows users to edit their

Manage Profe profile information, view
terms & conditions and

e [ I s ravorite services — dld @ business location

Inbox ek | D4 BHEOARD

cat@cat.com

MARER 1D
Mailing Services (540) 126-5897 |
: P | MAILING REPORTS

Shipping Services Display contact info to users requesting

your approval for services: | ONLINE EMROLLMENT
Other Services ¥ Name ( e

™ Phone
St
Manage Account

E Home Business Location: | rEsms anp conomon s
WHS

1200 W MAIN ST
WAYNESBORO, VA 22980-4315
UNITED STATES

b il
I MID 3, : View your Mailer IDs I bww&usm_rss.

USPS.COM | GATEWAY | MELP | SIGH OUT

Hello, Anna Tester
Home RequestMiD  MIDTools Reports

| ADD A LOCANON

Welcome to the Mailer ID System
ss have more locations? Click to add additional locations to

Mailer ID Search

Business Location: |9454529'D - BCGTEST1234 20260-0004 3
Wailer 1D:
Customer Reference: e

© MIDs owned by my businass location(s)

© MIDs delegated to my husiness location(s} for Data Distribution Management

A link “View your Mailer IDs” e

will be displayed for users S —_———

with access to the MID _—

system. The link takes users worn &7 =3 L omm®

dlrectly to the MID System somoee WASHIGTON DC 20250.0004 BT
[Pags Tof1 2]
homepage.

Mailer ID Summary




Manage Account — Manage Profile: MSP Box

UMITED STATES

= iesmcennes  BUsiness Customer Gateway

Manage Profile Manage Preferences Manage Services Manage Locations

Manage Profile

Welcome g User:

FE DEF
cat@cat. com
Mailing Services (540) 126-5887

Display contact info to users requesting

Shipping Services
your approval for services:

Other Services ¥ Name
I” Phone
™ Email
Manage Account
g Home Business Location: | TERME AND cONDMONE
WHS

1200 W MAIN 5T
WAYNESBORO, VA ZZ880-4315
UNITED STATES

CRID 3, : 94555157
MID 3 : View your Mailer IDs

g Add a Business Location | apo A Locano

Does your business have more locations? Click to add additional locations to
your account.

Favorite Services

@ Mail Service Providers

Get MIDJCRID Assignments for your Customers.

| T Min scRaD &

‘alidate your Client Business Information.
ey

A “Mail Service Providers” box
will be displayed for users who
are an MSP and have access
to Manage Mailing Activity.

For MSPs that do not have
access to MMA, a similar box
will appear, but without the
Customer Validation Tool.




Manage Account — Manage Profile: BSA Preferences

= | UNITED STATES

[Pleosaisenvices  BUSiNess Customer Gateway

Users will have the ability to

O s reeves | tree serces | s ccucos [ 0T thEIT Profile

Manage Profile

. = . .
Welcome User: Favorite Services [ )

FE DEF L DASHEOARD
cat@cat.com )
Mailing Services L dae 280 L L MAILER 1D
Shipping Services Display contact info o users \ MALING REFORTS
requesting your approval for services: L OMLINE ENROLLMENT
Other Services :Z Name ( POSTAL WIZARD
Phone '
™ Emai
Manage Account
g Home Business Location: TERMS AND CONDITIONS
WHS
1200 W MAIN ST . .
WAYNESBORO, VA 22080-4315 Business Service

UNITED STATES

Administrators (BSAs) have

CRID 2 : 94555157
MID @ : View your Mailer IDs

the option to display their
contact information back to

users at their business
g Add a Business Location ADD A LOCATION _ Iocatlon

Does your business have more locations? Click to add additional
locations to your account.




Manage Account - Manage Preferences

Welcome

Mailing S

Welcome, Daniel

Need help S
getting started ELECTROMC Datk ExcHanGe
with Full-Service S P
Intelligent Mail®? wamo

ARG REPORTE
I‘ LEARN MORE _

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

POSTAL vAZiRD

Within this sife, you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services Using the tabs. on the lefl When you know
which services are useful o your business, you can add them as your favorite
services using the panel on your right

Messages

It you are a Mail Service Provider at any of your locations, you can
now indicate yourself as such from the Manage Locations tab by
chcking the Edit button

Business C

E There are no items that require your atiention al this time

 Clicking Edit Favorites
will direct you to the
Manage Preferences
screen

* On this page, you are
able to select up to
seven services for
display in your Favorite
Services panel

Support

Manage Account

Manage Preferences

m Manage your Favorite Services panel.

The Favorite Services panel allows you to guickly access your most
often used services from most pages in the Business Customer

Gateway.

The services below are currently approved and may be added to your
Favorite Services panel You may select up to seven (7) services to be

included in your panel.

To Add Favorite Services:

Allows users to choose up to 7
services that will appear under
the “My Favorites” section on
the Home Page

ange Praerances | [ R R

D BHEDARD

MaILER ID

MAILING REFORTE

ONLINE ENROLLMENT

L
L
L
L
|

FOETAL WIEARD

1) Check the services you want to add or remove from your panel

2) Click the Save button to update the panel

Edit Favorites (select up to 7}
OVED SERVICE S

Balance & Fees (PostalOne!)

Click-N-Ship Business Pro™

Customer Label Distribution System (CLDS)

Customer/Supplier Agreements (CSAs)

Dashboard (PostalOnel)

Electronic Data Exchange (PostalOnel)

Electronic Verification Service (eV'3)

Every Door Direct Mail

Incentive Programs

Intelligent Mail Small Business (IMsb) Tool

Mailer ID

Mailing Reports (PostalOne?)

Manage Permits (PostalOne?)

Online Enroliment

Parcel Data Exchange (PDX)

Parcel Return Service (PRS)

Postal Wizard (PostalOne!)

Premium Forwarding Service Commercial™

Scan Based Payment (SBP)

Schedule a Mailing Appeointment (FAST)

USPS Package Intercept

SELECI

q

You MUST click

“Save” for any of
your updates to
take effect.

I N B N B B M B B R R W B B B e B B |




Manage Account — Manage Services

| TE———

Manage Services desired services and

view the status of their
Welcome Manage your access to services. .
- requests for services all
bR Manage Services is your one-stop shop for anything services-related
- You can request access to services and view the services you already from one page
have access to.

Mailing Services

Shipping Services

g Viewing Services for: MEL GIBSON
Other Services

| THEBSA1003COMPANY

Support THEBSA1003ADDRESS1

Most services require

THEBSA1003ADDRESS2

Manage Account T. LOUIS, MO 63108 BSA approvaL
UNITED STATES .
CAD asrses0 Hovv_ever, the following
MSP .2i0 services do not

require BSA approval

: but once requested,
Auditiailing Adtivity {FestalCnel) @ Available A th

: ey apply to all of
Custoner Lagel Eistibuizn Syst=m (CLDS] @ Awailzals A y pp y

Buziress Services

TS BEA ACHON

P —— © Avsilabie » your business
UserS may ElectrenicVerification Servios (=W (B Availscle NUA |Ocat|0n3:
download services Every oor Direct sl v Aporoved WA o Every Door Direct

data into a PDF, 0 sev © Ao Mail (EDDM)

Excel or CSV skt i © Aol * Intelligent Mail

format Intellijznthizil Small Businass (iNst) Toal ¥ Approved A | REMQUE Sma" bUSineSS
(IMsb) tool

 Customer Label
Distribution System

a Download your services data €] Click to view full (CLDS)

 PDF | Excel| CSV Service Reguest History

RENOVE

Mznsgs Mailing Ackivity @ FendingBSA T WA [ samer

Cnline Enrollment @ Awailatle WA R il

Page: Alj1]2]3]




Manage Account — Manage Services: BSAs

SE STATUS
Audit Mailing Activity (PostalOnal) (® Available

Click-MN-Ship Business Pro™ " Approved
et - soproved
* The BSA column wiill

identify the user’'s BSA

status as a hyperlink.

Electronic Vg
Every Door O

Incentive Pro

* Clicking the hyperlink will
bring up a popup
message based on the

Intelligent 113
Logistics Co

Mail Transpd

Mailer ID status.

Manage Mailing Activity " Approved
Cnline Enroliment " Approved
Parcel Data Exchange (PDX) «" Approved
Parcel Return Senvice (PRS) " Approved
Premium Forwarding Service Commercial™ " Approved
Scan Based Payment (SBF) " Approved
Schedule a Mailing Appointment (FAST) " Approved
USPS Package Intercept " Approved
Verification Assessment Evaluator (PostalOne!) @ Available

gsa 0 ACTION

You MiA

MIA " REMOVE BSA Contact Information
You RN

Marme: JOHM SWITH

You Email: begoattesting@gmail com
NiA (eove )

A REMOVE
Mot You GET ACCFE®

Did you become the BSA incorrectly? To remove your BSA role, please send your request to the Help
Desk via email at postalone@usps.qgov.

The following information should be included in the request:
+ CRID and semrvice(s) you would like to be remaoved as BSA
s Contact info

* Usemame




Manage Account: Manage Locations

o 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 designation, about your business locations as well
as add a new location

Manage Profile Manage Preferences m Manage Locations I De n Otes th e h ome

business location
Manage Locations which is the business

Welc address with which the
SIEOME g Manage locations on your account. user initially registered
The Manage Locations table allows you to view all relevant information E . ¥ account?

= X about the locations currently set up in your account
Mailing Services Y piny
gL LOCATION

Shipping Services

Other Services

Search by: | SEARCH || RESET

Support

AEPROVINCES

CRID
ZIFMPOSTAL CODE it

Manage Account DELMAR SERVICES
4800 DELMAR BLVD MO
20515980 N EDIT
STE 810 * 63108 o . '
DELMAR REALTY
4130 MANCHESTER AVE. MO
ST. LOUIS 83110 20516485 Mg | EDIT

Note: You must be the BSA to edit ani location other than the Home location



Edit MSP Status — Home Business Location

BUSINESS NAME & STATE/PROVINCEE
ADDRESS ZIF/POSTAL CODE

SITTEST 500 LOCATION 1 ARLINGTON VA 20170588 N m
200 MAIN STREET ‘ 22203 °
SR A B MEW YORK MY 20170589 Mo EDIT
300 MAIM STREET 10150
Home Profile Business Location
- - (11 7
e Clicking the “Edit — .

Edit Business Profile
button for your
home business |
location will direct — e
you to the Edit v o . —
Business Profile A e
page, where you
are able to

CRID

Business Information

BUSINESS CURRENT INFO SELECT AN ENTRY TO MAKE A CHANGE
200 main strest
#, Company Moving arlingten WA 22203 Company Is Moving »
UNITED STATES
l | d ate O l I r 2, Company Name Change SIT TEST 500 LOCATION 1 Change Company Hame >
CRID: 20170588

SIT TEST 500 LOCATION 1

= =
#, Home Business Location 200 main street Change Home Location »
arlingten VA 22203

UNITED STATES

]
I O C at I O I I 7, Remove Business Locations Wou have no eligible locations that can be removed Remove Affiliation »

#,  Mail Service Provider (MSP) Mo e ——
. f t -

BSAs of Manage Mailing Activity have
the option of editing the MSP status



Edit Business Locations

BUSINESS NAME & STATE/PROVINCER

ADDRESS - ZIP/POSTAL CODE ERID
SIT TEST 500 LOCATION 1 Va ¢
ARLINGTON 20170588 M EDIT
200 MAIN STREET 1} 22203 ° =
SIT TEST 500 LOCATION 2 MY p
MEW YORK 20170588 Mo EDIT
300 MAIMN STREET 10150

Affiliated Business Location

= [rosiacsemices  BUSINESS Customer Gateway

e Clicking the “Edit”

button will direct Edit Business Profie
you to the Edlt T e make nenas Teuneeco do e  E——
Affiliated Business — s
Locations page, ’
where you are i

able to change

and update only

the selected e

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
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Add a Business Location

Manage Locations

Manage Locations

g Manage locations on your account.
The Manage Locations table allows you to view all relevant information

Q Need to add another
M location to your account?

about the locations currently set up in your account

Search by: {

e Clicking the “Add
Location” button
will direct you to
the Add a Location
screen, where you
may search for
existing businesses
by Address or by
CRID

 To create a new
company, use the
“Search by
Address” box

SEARCH | RESET | Search Confirm Suceess
I
Add a Location ( cance anprocapon

g Follow the steps below to add a new Business Location to your account.

To add a new business location to your profile, iype the Business Name and Address; then click the Search button. You may
alzo search for an existing business by its CRID.

Search by Address Or use an existing CRID. 2

Typethe Business Name and Address, then click the Search
button.

Know your CRID? Enter i below and press the Centinue button.

*Business Name

[

*Country — —
[unmeD sTATES =
*Addrezs 1

[

Address 2
[

City

I

*State

Bty Slale =

*ZIP/Postal Code




Add a Business Location Confirmation

If address not found,
select the ‘Use this

address as you entered
it’ link

Add Location

Adding new location
g @ Match ot found. You may continue with the address you entered, or
Add a Location CARCH 50 Lo2aren

Here is the address you entered:
25700 145 STE 125, SPRING, T 772865, UMITED STATES

[

Confirm now Business Location,
E Yo ww almowl done a3dng o r Bususs [0Calion 1o your Bocount. Fipare the sformaten baiow sd plass
Confim Add Locaion 1o freah s3iing your mew Busessa oaton

This is tha addross yoii searchsd lod: Voui will becoime & wser at this bisiness kocation:
MS! PRODUCTS MS PRODUCTS
25100 HE STE 135 200 HE STE 128
SPRING, TX 17386 SPRING, TX TTE86
UMITED STATES LRaTED STATES
CHRID & - 20536544

LEGAL Ol WSFE.COM Ol ABOAT.USPE.C0M OTHER ISFS SITES.

Fiacy Fodcy Gavemmen Sences « bout USRS Home Eunrsa Cuslimer Gatewny 1

Torem of Une s Buy Savpe & 3020 s Nmwpom Foata mapectory.

e Pt Ltet win Fralage | Mad Service Usebaten mmm-l. Bussiness Vorification

W FEAR A RO Dote e N Thank you lor vabdatng your madng sddrais. Now plasss help us venly your buieiia

Sty ndea s

25 PROCUCTS

from a list of similar M

HELAE

25700 NTERSTATE £5 5T 124 ™ TTIBETIEE o

PRI
HTO0 WTERSTATE 43 PR ™ TP XA

Business Names it e e .
and addresses or e
select “None of the

Above’ Fat yosiie miw lostation, you will be given permitsion 1o ule dvoral USPS Busineis Services,

. H you are the first user regquesting a sevace for your location, you will becoms the Business Sorvice Adminlstrator [B3A] of
{hat genace; you will be responsible for managing that sensce for any futurg usars, contrelling who can and cannol use it o
your busingss location

Ivaking this seiection wil not Enpact your muling addeess

Selecting a business
will not change the soven e (T
original address




Requesting Business Services

» |f you are the first person to request access to a certain service, you
will become the BSA for that service.
» |f there are other users at your location and no one is yet the BSA,

you will be prompted with the message displayed below

— If you choose YES, you will become BSA of the service
If you choose NO, your request will be submitted and put into a Pending BSA

status

You are the first person requesting access to this senvice for your Business Location. As such you will
become the BSA responsible for controlling access to this senice for this location. Do you agree?




Pending Access Statuses

Pending statuses are displayed as hyperlinks in the Status column on
the Manage Services page. Upon clicking the status, a message box is
displayed with more details about your pending service request.

Pending
@ Aysilable MIA BETACCELR BSA

Reqguest ID: 106554

Your requests is awaiting approval from the Business Service
Administratar (B34 for this service. Please check back later, or

s —_— follow up with the BSA at your company.
@ Awiesi
@ Awitsse
@ Awitse
' Pending BSA 2 A | cawem | Request ID: 72255 Pending
Avaiiable NAA To access Incentive Programs, you must have perrmission from
the BSA of the service(s) listed below, Exte rnal

& Manage Mailing Activity: Pending BSA
-




Managing Multiple Locations
and/or Multiple Users




* Previously, we discussed functionality and
scenarios that were applicable to all users,
with a focus on single users within a single
location

 Now, we will discuss functionality and
scenarios that are more complex and
applicable to multiple users and multiple
locations



Manage Account — Manage Services (Multiple Locations)

Users may select desired
services and view the status
of their requests for services

* Userswith
multiple business

=] UNITED STATES
=" | POSTAL SERVICE ®

Business Customer Gateway

locations
associated to their
account are able
to view the
“Manage
Services”
functionality by
Location or by
Service via the
gray box in the
upper right corner
of the screen.

Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Manage Preferences

Manage Profile

Manage Services

E Manage your access to services.

Manage Services is your one-stop s
related. You can request access fo s
you already have access to.

all from one page

Manage Locations

Multiple Location
Functionality

You are currently viewing
your services by location.

To manage multiple locations by
service, click below.

MANAGE BY SERVICE

g Select which location you want to manage:
CRID: 94550458, SMURF INC, 4545 NANTUCKET DRIVE, CAPITOL HEIGHTS, MD 20747

CRID: 94550458, SMURF INC, 4545 NANTUCKET DRIVE, CAPITOL HEIGHTS, MD 20747
CRID: 94551027, WATERLOO INC, 993 WATER PARK AVE, FT WASHINGTON, MD 20746

Business Services

STATUS

ACTION

Audit Mailing Activity (PostalOne!) @ Available Not You
Click-M-Ship Business Pro™ " Approved You
- - - Customer Label Distribution System (CLDS) " Approved
Th IS_ IS the VIeW Of Customer/Supplier Agreements (CSAs) " Approved
Se rVI CeS by Electronic Verification Service (eVS) " Approved
1 1 : : A d m v
Iocatlon . CIICk the Every Door Direct Mail " Approve
@ M B Incentive Programs «/ Approved Use the dropdown to
anage y Intelligent Mail Small Business (IMsb) Tool " Approved Select Wthh bu3|ness

Service” button to
switch the view.

location you'd like to
view




Below is the view for managing services by service rather
than by specific business location.

== | LNNTED STATES
é JPERTAL SERVICE &

Business Customer Gateway

Manage Services

E Manage your access to services.
Manage Services s your one-stop shop for anything services-related
o Fl L Cc#58 (o services and view th MECES VOU aready
2

You are currently viewing
your locations by service.

To manage sarvices by indhvidual

location, click below

MAMADE BV LOCATON

Manage Account

g View multiple locations for the following service:

IE'.-E!"_.* Door Diract Kai

d Search by:

Son by ia-usu-ss lame
Belh BOeEE ) MAME E | DCARDN

DELMAR SERVICES
4800 DELMAR BLVD
STES1D

STLOUIS, MO 63108

DELMAR REALTY
4130 MANCHESTER AVE 20518455 o Approved
STLOUIS, MO B3110

20515380 o Approved

Use the dropdown to
select which

i business service
you want to view




Services Pages (Multiple Locations)

« The Mailing, Shipping, and Other Services pages will default to an aggregate
view of service status for users with multiple locations

Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Other Services

Other services help you do more.

@ The online services available below help business customers

manage a variety of tasks from preparation fo transporting of
mailings and shipments. You may access services directly from here that you
have been approved for and request access to those you do not.

Your Locations:
All Locations -

Audit Mailing Activity (PostalOne!) more info >

Intelligent Mail Services more info >

Track & Confirm more info =

r
dr
4= Mail Transport Equipment Ordering System (MTEOR]) more info >
e
4 USPS Tracking more info >

e

Verification Assessment Evaluator (PostalOne!) more info =

Other Links

Additional tools to enhance your business can be found below.

+ Business Service Network(BSN) eService - Create and monitor service requests.

GO TO SERVICE

An individual
location may still
be selected from
the drop down to
view service
status for a
specific location

When GET ACCESS
Is selected, the user
will be directed to the
Manage Services
page, by service
view, to request
access to the service
for each specific
location




BSAs: Manage Users Tab

» Business Service
Administrators, and
delegates, will see an
additional tab within

M an ag e AC C O u nt [/ UNITED STATES

| POSTAL SERVICE ®

called “Manage
Users” when there
are additional users
who have access to
the services/locations
for which they are the
BSA

Mailing Services

* This tab enables
BSASs to control the
level of access users
can have to these
services

Manage Account

* Information may be
filtered by:

— Location

— Service

— User

— Access Level

This tab appears only
for BSAs and BSA
Delegates

Business Customer Gateway

Manage Preferences

Manage Users

@ Control access to your services.

Use this page to control who can or cannot access the services for which you are the BSA. To find a
specific user, service, or location, use the filters to narrow down the list.

g Filter by Location: @

| [+]

Filter by Service: 3
|ALL [=] ™ Show only Pending requests

Filter by User: 2, Filter by Access Level: 2

|ALL [+] [AaLL [~]

Manage User Access

USINESS NAME & LOCATION
JOSH HOSUE

Customer/Supplier Agreements
4550 LAMCASTER DRIVE (CSAs)

LINDA HAMILTOM
FT.WASHINGTOM, MD 20744

CRID: 94544330
JOSHHOSUE

4550 LAMCASTER DRIVE

FT. WASHINGTOM, MD 20744
CRID: 94544330

Pending Your Approval

Manage Mailing Activity
LINDA HAMILTOMN
Pending Your Approval



BSAs: Manage Users Tab — User Hyperlink

Hello, Nivia a ! “om Help Logout

™| posTaL SERVICE Business Customer Gateway

e Users' names will

be dlspla ed as a
Manage Profile Manage Preferences Manage Services Manage Locations Manage Users y
. ' ' ' ' h perl Ink

Manage Users

Control access to your services. . .
o  Upon clicking the
Use this page to control who can or cannot access the services for which you are the BSA_ To find a p g

specific user, service, or location, use the filters to narrow down the list.

s hyperlink, a popup
Z:Zfi;::::ces |;|i_l|fer by Location: v - WI II d Isplay th e
|T|tfr By Servee: v [=] ¥ Show only Pending requests 2 use r ’S CO ntaCt

X

. .
Manage Account Filter by User: 2 Filter by Access Level: 2 fo ' ' lat O
v - EI Y - RESET ALL FILTERS | I n r I n

[AaLL [AaLL

Manage User Access

BUSINESS NAME & LOCATION
JOSH HOSUE
4550 LANCASTER DRIVE
FT.WASHINGTON, MD 20744
CRID: 94544330

JOSH HOSUE

4550 LANCASTER DRIVE

FT. WASHINGTON, MD 20744
CRID: 94544330

LIMNDA HAMILTOM

LINDA HAMILTOM .
User Contact Information:

Mame: LINDA HAMILTOM
Phone: (202) 322-5352
Email: tanya.m_perry@usps._gov




Managing User Access: Access Levels

L AL *BSAs can now set the
BUMHE £ HAME E LOCATION acceSS |eve| for eaCh
SDFGSDFG . f t
zgigzgig e AUTOIOESOR M BUY :aLTre:::::'tDEﬁqumment&dErlrg —— = serw_cg (0]§ a user at a .
shreeme A ystem | ! Fy specific business location
e e BSA Delegate by selecting one of the
SDFGESOFG y ) g d
SDFGSDFG Mail Transport Equipmant Orderiky  (Reguested options from the dropdown:
SDFGSDFG, CA 23121 ARSI B L System (MTEGR) «ACCESS

CRID: 20813783

I — *BSA Delegate
SOFGSOFG CTHER USERTHREE IMail Transport Equipment Ordering II‘-.In v 3 N0 Access

SDFGSDFG, CA 23121 System (MTECR) R t d

CRID: 20513793 * equeS e

« Access: provides user with access to the service for that business location

« BSA Delegate: allows user to approve/deny requests for that service &
location on your behalf
—  User will receive same Inbox privileges as BSA

e No Access: denies user access to the service for that location

Customer/Supplier Agreements
[(C3As)

» Requested: will default to this
when the user has requested
access and the BSA hasn't —

taken action yet / LINDA HAMILTON [Requested  []
Pending Your Approval

LINDA HAMILTON |Requested (=]

Pending Your Approval




Managing User Access: Access Levels

I I el I e

Manage Users

& Control access to your services.
Lise this page to control who can or cannot access the senices for which you are the BSA. To find a
specific user, senrice, or location, use the filters to namow down the list.

Mailing Services BSAS can V|Sua”y see the StatUS
Shipping Services Filter by Location: 1 of their access level change with a
Other Services Tt SUCCESS or TRY AGAIN LATER

Filter by Service: indi i
Faror by Senace: S indication

il sl FilterbyUser o, ___ Filterby Access Level: 3 =
LEADMIN TWENTYFORTEEN  v| [ALL vl

Manage User Access

SERYICE

BUSINE 35 NAME & LOCATION
STLADMIM 21 CO 20

18 MAIN 5T, ADDRESS LINE 2
SAINT LOUIS, MO 63150-0001
CRID: 20500258

STLADMIN 21 CO 20

15 MAIM 5T., ADDRESS LINE 2 Mail Transport Equipment Ordering
SAINT LOUIS, MO 63180-0001 SR PN R A System (MTEOR)

CRID: 20500298

STLADMIN 21 CO 20 _
19 MAIN ST, ADDRESS LINE 2 . : o e
SAINT LOUIS. MO £2150.0004 EADMIM TWENTYFORTEEN Mader 1D a"s;;m——
CRID: 20500298
STLADMIN 21 GO 20 S
19 MAIN ST., ADDRESS LINE 2 EADMIN TWENTYFORTEEN | Manoage Maling Actily N
SAINT LOUIS, MO §3180-0001 @ Try again later
CRID: 20500068

STLADMIN 21 CO 20

Aught Mallng Acthity (PostalOned)
EADMIN TWENTYFORTEEN
Pending Your Approval




| Welcome

Mailing Services
Shipping Services

Other Services

Manage Account

LEARN MORE

N
Need help \\\\\
getting started
with Full-Service
Intelligent Mail®?
AN TN

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

Within this site, you will find Business Service tools that you will need to

monitor, track, and manage your mailing and shipping activities. You can

access these Business Services using the tabs on the left. When you know

which services are useful to your business, you can add them as your favorite
; : 5

services using the ngnel on youl rlght.

Messages

If you are a Mail Service Provider at any of your locations, you can
now indicate yourself as such from the Manage Locations tab by
clicking the Edit button

a You have service access requests awaiting youfjapproval

Mailing Sorvices
Shipping Services

Other Services

Manage Account

Favorite Services [

DASHEOARD
MAILER 1D
MAILING REPORTS
CGNLINE ENROLLMENT

POSTAL WIZARD

Get Started with the NEW
Business Customer Gateway

LEARN WORE

eonamng mequests £l [JEIEEESEE

Pending Requests

Review, ap)
=4 Administrat

DBUSINESS MAME & LOCATION =

 BSAs will see this
message in their
Messages Panel
when another user
has requested
access to services
at their business
location

» Clicking “approval”

directs BSAs to

their Inbox

Search by: RELET

JOSH HOSUE

4550 LANCASTER DRIVE

FT. WASHINGTON, MD 20744
CRID. 94544330

JOSH HOSUE

4550 LANCASTER DRIVE

FT. WASHINGTON, MD 20744
CRID: 94544330

uUsB COMPANY

123 USB LANE

LANDOVER, MD 20785

CRID: 94552434

LINDA HAMILTON m

has requested access to senices

MAN WICH _rm- Y

has requested access to sonices

TWENTY TWO HUNDRED
has requested access to services



Inbox: BSA and BSA Delegates

* Inbox contains two tabs: Pending Requests and Messages

* Pending Requests tab functionality is for BSAs and BSA

delegates only

— Allows BSAs and BSA delegates to view, approve, and deny and requests for
access to services for which they are the BSA

T .

Ponding Regueats

Upon clicking
REVIEW, the Pending
Requests window will
be displayed

Fevew, ppove, and aony redguests for acoess b senndes ke which yau B e Dussess Sennod
Ay At [ )

JO5H HOBLE

4550 LANCASTER DREVE ‘
FT WASHNGTON, WD 307 ay seguinitid S 1 NenaTE

CRO whaTh)

m Al

LOCATION

234
475 LENFANT F‘LZ SW

CRID 94545290




Inbox: Non-BSA

 The second tab of the Inbox, “Messages”, is meant for all users
— Acts as a Message Center for important notifications

I |
Pending Requests Mess H

Messages

Welcome to the Message Center. Your important notifications will be consolidated here. Please select
Welcome the message header to view the entire message.

Mailing Services

Search by: [ [ RESET |

Shipping Services MESSAGES

DATE
Other Services

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

Manage Account




» “Lifecycle of a Full-Service Mailing

within the BCG” Presentation

— Learn how the BCG supports Full-Service mailers

— https://ribbs.usps.qov/intelligentmail presentations/doc
uments/tech quides/FullServiceBCGNov2013.pdf

e For additional information:

— Contact the Help Desk
« 800-522-9085
e postalone@usps.gov

— Support Page
https://gateway.usps.com/eAdmin/view/support


https://ribbs.usps.gov/intelligentmail_presentations/documents/tech_guides/FullServiceBCGNov2013.pdf
https://ribbs.usps.gov/intelligentmail_presentations/documents/tech_guides/FullServiceBCGNov2013.pdf
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