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1 Introduction

1.1 The Business Customer Gateway

The Business Customer Gateway is the new interface in to all United States Postal Service (USPS)
online offerings. This includes previous functionality currently used by continuing Postal Service
customers and new functionality which support Intelligent Mail services. The gateway enables a single,
unified landing and entry point for business customers to access USPS services. These services are
defined as supporting business functions, accessed through the gateway. Customers can enter the
gateway directly from http://www.usps.com and by clicking the link on the lower right corner.

Gateway users will enjoy an improved customer experience with an array of helpful features.

e Consolidate Postal Service online offerings

e Provide single entry to all Business Services

e Integrate customer profiles across all USPS services and applications
e Enable customers easy access to USPS electronic mailing functionality
e Help drive customer decisions with self-service capability

e Allow customers to manage their own user base

1.2 About this Guide

The primary purpose of this Guide is to provide information on how to access functionality, mailing reports
and newly introduced business services through the Business Customer Gateway.

This guide replaces the “Intelligent Mail Full-Service Option User Access and Reports Guide” and the
“Ready, Set, Go! Guide”. It has been expanded to describe how to navigate new gateway features,
reports access and how to participate in the options for using Intelligent Mail services. Topics of special
interest include:

e Business Services Administrator

e Mailer ID (MID) System

e Customer Registration ID (CRID)

e Basic Option

e Full-Service Option

¢ Intelligent Mail Feedback

e Test Environment for Mailers (TEM)

e Facility Access and Shipment Tracking (FAST)
e Full-Service Reports Access
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Symbols used in this Guide:

) I\

Important information to bookmark Caution

Q ®

Recommended procedure Time sensitive information

1.3 Finding Information

Detailed documentation and guides related to Intelligent Mail mailing solutions are available on the Rapid
Information Bulletin Board System - RIBBS® Website at http://ribbs.usps.gov/index.cfm?page=intelimailguides.

¢ Intelligent Mail Full-Service Checklist: guidance for migrating to the Mail.dat format 09-1

e A Guide to Intelligent Mail for Letters and Flats: comprehensive information of Basic and Full Service
¢ A Resource Map to Intelligent Mail Documents: quick reference to Intelligent documentation

e Postal Service Mail.dat Technical Specification: electronic documentation and Mail.dat development
e Postal Service Mail. XML Technical Specification: Full-Service data exchange and eDoc messages

e A Beginners Overview to Intelligent Mail Services: primer on USPS Intelligent Mail solutions

e A Guide to Customer/Supplier Agreements: purpose and scope

Other useful USPS publications found at http://ribbs.usps.gov/acs/documents/tech_guides/

e Pub. 8A - Address Change Service: details of the traditional Address Change Service
e Pub. 8B - OneCode ACS Technical Guide: information to participate in OneCode ACS®

1.4 Electronic Documentation Overview

The PostalOne!® system provides Mailers with options to electronically submit postage statements and
supporting documentation to the USPS®. There are many advantages to electronic submission of mailing
information such as, streamlining the mailing process, improving accuracy of information, eliminating hard
copy documentation, and enhancing the Mailers service.

As of May 18, 2009, in addition to the electronic documentation (eDoc) option, the PostalOne! system offers
two options for using the Intelligent Mail® barcode — the Basic option and Full-Service. Under the Basic
option, the Intelligent Mail barcode contains routing information for the delivery address but does not need to
uniquely identify the mailpiece. Under Full-Service, Mailers are required to use unique Intelligent Mail
barcodes on mailpieces, trays and containers, and electronically submit postage statements and mailing
documentation through the PostalOne! system.

Full-Service Mailers will have three options to submit electronic mailings: Postal Wizard, Mail.dat®, and

Mail. XML™. Postal Wizard submissions and Mail.dat files will be accepted in May 2009, and Mail. XML will be
accepted beginning in November 2009. Mailers who qualify for the Full-Service option can receive certain
benefits, including Start-the-Clock information and Address-Correction information for qualified letters and
flats that are endorsed as specified for OneCode ACS®. In addition to these benefits, beginning in November
2009, the Postal Service® will provide lower rates to Mailers that implement the Full-Service option. Refer to
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®

table 1-1 for a summarized view of the current options for participating in electronic submission. Please also
refer to the Intelligent Mail Full-Service Checklist found on the RIBBS site; this document offers step-by-step
guidance for migrating to the Mail.dat format 09-1 standard.

Table 1-1 Electronic Documentation and Intelligent Mail

Current .
o Servi Service(s) o
Participation Status ervice Submission Method
Existing PostalOne! Mailer eDoc eDoc and Basic Mail. XML Postal Wizard Mail.dat
New PostalOne! Mailer None eDoc and Basic Mail. XML Postal Wizard Mail.dat
Existing PostalOne! Mailer eDoc eDoc
New Mailer None eDoc Mail. XML Postal Wizard Mail.dat
Existing PostalOne! Mailer eDoc eDoc and full-service Mail. XML Postal Wizard Mail.dat
New PostalOne! Mailer None eDoc and full-service Mail. XML Postal Wizard Mail.dat

A Mailer can participate in electronic documentation (eDoc) with or without Intelligent Mail service. Use of
electronic documentation is optional for Intelligent Mail Basic Service; electronic documentation is required
for Intelligent Mail Full-Service. The level of detail required for Basic and Full-Service is more in depth than
the eDoc currently supported in the PostalOne! system.

As part of the Basic and Full-Service options, Mailers are required to provide information for every mailpiece
in their mailing except for mailings that do not require documentation to support presort. In this case, mailings
of fewer than 10,000 pieces with postage affixed to each piece at the correct rate or with all identical weight
pieces, the pieces are separated by rate and where the Postal Wizard option is the tool to use.

1.5 Intelligent Mail Solutions: Planning Ahead

The option for submitting electronic mailing information for the Intelligent Mail basic service using Wizard
Web Services (WWS) will be replaced by Mail. XML in November 2009. WWS will remain available after May
18, 2009, but will be no longer available after November 2009. The Postal Service will offer an alternative
option, Mail.XML, in phases after May 18, 2009. A full set of Mail. XML messages will become available in the
November 2009 release. Mailers are not currently required to submit mailing documentation such as postage
statements and qualification reports electronically, but may choose to under the Basic option. The price for
the Full-Service option will be lower than the Basic option in the Fall of 2009. Refer to the Guide to Intelligent
Mail for Letters and Flats for comprehensive information on Full-Service standards that are eligible for
applicable price differentials in the fall of 2009.

1.6 Intelligent Mail Barcode Requirements

Currently, the Intelligent Mail barcode can be used on all First-Class Mail cards, letters and flats; Standard
Malil letters and flats; Periodicals letters and flats; and Bound Printed Matter flats. Customers can use the
Intelligent Mail barcode on card-size, letter-size, and flat-size mailpieces, and the automation price is
available for card, letter, and flat-size mailings that have a POSTNET barcode or an Intelligent Mail barcode
applied. Refer to the A Guide to Intelligent Mail for Letters and Flats for comprehensive information on
Intelligent Mail requirements and standards. As a reminder, the following timeline is provided.

Intelligent Mail Barcode Timeline:
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¥ May 2009: two options enabled for using Intelligent Mail® barcodes: Basic Option and Full-Service
Option.

Basic Option. Mailers must use the Intelligent Mail® barcodes on their letter and flat mailpieces in
place of the POSNET barcode.

Full-Service Option Mailers must use Intelligent Mail® barcodes that provide unique identification of
the mailpiece, tray or sack label and containers. They must also provide their mailing information
electronically to the Postal Service.

M May 2009: Intelligent Mail Barcode Service Type Codes take affect and they are different for the Basic
and Full-Service options. Refer to the Guide to Intelligent Mail for Letters and Flats.

M May 2009: automation flats will be required to bear barcodes that include delivery point routing codes, as
currently required for automation letters.

v May 2010: Qualified Business Reply Mail (QBRM) letters and cards, and Permit Reply mailpieces will be
required to use Intelligent Mail® barcodes (use of a Mailer ID is required)

v May 2011. Business Reply Mail and Courtesy Reply Mail may have a POSTNET™ barcode until May
2011. After May 2011, the use of Intelligent Mail® barcodes is required

May 2011.The POSTNET™ barcode will be allowed on automation cards, letters, and flats until May
2011. The PLANET Code® barcode will be retained for Confirm service as long as Postal Service
continues to allow the POSTNET™ barcode for automation price eligibility.

2 Navigating the Business Customer Gateway

2.1 Before Getting Started

The Business Customer Gateway landing page offers information on the services available as well as
general information and customer support links that are useful to business customers. The Gateway landing
page also presents task oriented links, rather than links that call out functionality by the application name.
Once users are granted approval, they will be able to access the functionality included under that service
from their Business Customer Gateway homepage (Figure 1).
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UNITED STATES
POSTAL SERVICE « HOME | GATEWAY | HELP | SIGHN OUT

Frofile Eeguest Access Eeguest Status Feguest Inbox Manage UserAccess_"

Business Customer Gateway

This is the navigation page to access the service aptions offered through the Business Customer Gateway. These
options will assistyou in the steps of your mailing, from design and prepare to transport and tracking.

When you select a service you do not have access to, the systerm will give you the option to Add a Service.

= Accounts Your Account Settings
s Manage Permits (PostalOnel Welcome SUE

= Design & Prepare Profile

e Intelligent Mail Services

o Mailer ID + Pl

s BFeguestAccess

= Mail & Transport » Reguest Status

Centralized Account Processing Systermn (CAPS)
Custormer Label Distribution Systern (CLOSY
Customersupaliet Adreetments (CSAS)
Electranic Data Exchange (Pastaltnel

Postal VWizard (PastalOnel

Schedule a Mailing Appointment (FAST)

User Management

» Reguestinbox
e hlanage User Access

Customer Support

S Track & Report & Mational Customer Support Senter

o ADVARMCE — RIBBRS

o Audit Mailing Activity (Pastaltineh s Serice Updates

e« Balance & Fees (PostalOnely s cFubwatch

& Delivery Confirmation e Business Service Metwark (BER
s Mail Tracking & Reporting eSemice

s« Mailing Reports (FostalOnel ¢ Custormer Support Contacts

e Manadge Electronic Return Activity (FRS) s PMews & Information

e« Manage Electronic Werification Activity (ewS) s User Responsibility Agreement
& Signature Confirmation (POFY (DO

e Track and Confirm

Site hiap Customer Service Forms Gow't Serwices Careers Privacy Palicy Termns of Use Businezs Customer Gateway

Inspector General

. Postal Inspectors
Rights Reserved. tEED Data  FOIA .- Presevingthe Tnust |-/ Promoting Integrity

Figure 1: Gateway user homepage —the user is signed in.

A User Homepage features standard navigational hyperlinks.

e HOME on the Business Customer Gateway will return a user to USPS.COM

e HOME inside a Service (such as PostalOne! Mailing Reports) will return a user to the Business
Customer Gateway.

e GATEWAY returns a user to the Business Customer Gateway Signed In page.
o HELP takes a user to the USPS.COM Customer Service page.
e SIGN OUT returns a user to the Business Customer Gateway Sign In page.
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2.2 The USPS.com Web-site

The United State Postal Service (USPS) official Web-site, http://www.usps.com provides a direct link to the
Business Customer Gateway. The Business Customer Gateway link is located at the bottom right corner of

USPS.com (Figure 2). Selecting this link takes a user to the Business Customer Gateway landing page
(Figure 3).

The Business Customer Gateway link replaces the National & Premier Accounts link on the USPS.com
homepage. The new Business Customer Gateway is available for ALL business customers — large or small.

Figure 2: USPS.com — Business Customer Gateway link
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2.3 Continuing Postal Service Customers

Continuing Postal Service customers of PostalOne! and FAST that logged in through the PostalOne! log on
page during the migration window, 3/30/2009 and 4/15/2009, can log on to the new Business Customer
Gateway with their existing Usernames and Passwords and access their “new” services that have been
mapped from roles previously held in PostalOne! or FAST systems.

Continuing Customers of PostalOne! and FAST that did not log in through the PostalOne! log on page during
the migration window, but had previously completed the security question, had only their Usernames
migrated to the Business Customer Gateway. These customers will be able to log on to the new Business
Customer Gateway with their existing Usernames but will be required to change their Passwords.

Continuing Customers of PostalOne! and FAST that did not log in through the PostalOne! log on page during
the window and had not previously completed the security question will need to register as new customers.
Refer to Figure 6.

The new Gateway online application process accepted new users beginning May 11, 2009. The Gateway
Help Desk is available at 1-800-522-9085 if you have any questions, problems accessing your accounts, or
submitting electronic documentation.

Former System New Gateway 3System

= P

Figure 3: Migration to the Business Customer Gateway
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Previous System Functionality New Gateway Access

PostalOne! Preparer Manage Mailing Activity

PostalOne! Mail Owner Manage Mailing Activity

PostalOne! eVS Manage Electronic Verification Activity (eVS)
PostalOne! PRS Manage Electronic Return Activity (PRS)
PostalOne! eDropship View Mailing Induction Activity

PostalOne! External Site Administrator Business Service Administrator (BSA)
PostalOne! Owner Auditor Audit Mailing Activity

FAST Schedule a Mailing Appointment

FAST — CSA Customer/Supplier Agreement

Figure 4: Previous PostalOne! Roles mapped to new Gateway links

Previous user roles in the former PostalOne! system, are mapped to new Business Customer Gateway links

(Figure 4).
Intelligent Mail Full Service New Gateway Access

Full Service Information Intelligent Mail Services

Manage & Apply For Mailer IDs Mailer ID

CRID Assignments My Profile

Order Barcode Tray Labels Customer Label Distribution System
Customer Supplier Agreements Customer/Supplier Agreements
Mail.dat 09-1 Electronic Data Exchange

Test Environment for Mailers Electronic Data Exchange

FAST Appointments Schedule a Mailing Appointment
Full Service Reports Mailing Reports

Figure 5: Intelligent Mail Full-Service option - Gateway links

As Intelligent Mail Full Service matures, the Gateway will evolve to support an expanded array of services,
tools and resources (Figure 5).
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UNITED STATES
POSTAL SERVICE= HOME | GATEWAY | HELP

Business Customer Gateway

Welcome to the new Business Customer Gateway! This page replaces the previous Mational & Premier Accounts page and is
intended for all business mailers. The Business Customer Gateway gives you a single, unified landing point to access the
Postal Service's online business offerings. These channels consist of the products that support Intelligent Mail Full Service
Mailing. This includes PostalOnel, FAST (Facility Access and Shipment Tracking), CLDS (Custarmer Lakel Distribution
Systern), and Mailer IDs (MID).

Users that accessed Mail Tracking & Reparting or eServices through Mational & Premier Accounts may continue to access
these programs thraugh the Business Customer Gateway. Most PostalCne!, FAST and CLDS users may access their services
through the Gateway with their existing Usernames **Attention PostalOne! and FAST users. You will need to login using your
existing Username in all Capital Letters,””

As Intelligent Mail Full Service enhances, this Gateway will evolve to supportan improved customer experience displaving a full
range of products and services Tor your corvenience

= Login
-1 Design & Prepare 9
» [ntelligent Mail Servces Existing Users

* Mailer D

Please fill in the following information:
- Mail & Transport i* Required case sensitive fields)

Centralized Account Processing Systerm (CAPS) *Username |

.
# Customer Label Distribution Systerm (CLDEY * Password: l—
» CustomerBupplier Agreerments (CHAS
+ Elecironic Data Exchange {PostalOnelh Liorgot my password
+ Schedule a Mailing Appointment (FAST) Sign in >

- Track & Report New Users
» ADVANCE . - .
« Delivery Confirmation Register now furVUSPS online services,
e, and create a business user account,
* Mail Tracking & Reporting Sign Up >
= hlanage Mailing Activity (PostalOnel
* Signature Confirmation
# Track and Confirm Customer Support
« Matiohal Customer Support Center —
RIBBS
+ Service Updates
s ePubwatch
+ Business Service Metwork (BSMN)
eService
+ Custormer Suppott Contacts
* Mews & Information
+ User Responsibility Agreement (PDF
¥]e]e}
Site Map Customer Service Forms Gow't Services Careers Priwacy Polic Terms of Use Business Customer Gatewa

S Z

Figure 6: Business Customer Gateway Landing Page (User Sign-in Sign-up)

Certain functions on the Gateway user’'s homepage are service groupings in the Gateway Request Access
scheme. Such service groupings are multiple but related services under one group heading. Manage Mailing
Activity for example is a business service group, comprising previous PostalOne! functionality and new

Gateway services (Figure 7).
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Manage Mailing Activity

Individual Components
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| Design & Prepare
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Teack and Confirrm

User's hompage links

Figure 7: Manage Mailing Activity

Individual services do not display separately on the Business Customer Gateway landing page, but display
independently on the Gateway user’'s homepage (Figure 7). The display of individual services is intended to

enable easier and direct access.

Continuing users can access the functionality for the former PostalOne! Preparer role through links found on
the user's homepage. Refer to the Preparer Role mapped to the new Gateway site (Figure 8).

Former Preparer View New Gateway access

Dashboard

Mailing Reports

File Transfer

Electronic Data Exchange

Download Batch Processor

Electronic Data Exchange

File Validator

Electronic Data Exchange

Metrics Search

Electronic Data Exchange

Metrics — File Transfer

Electronic Data Exchange

Customer Supplier Agreements

Customer/Supplier Agreements

Submit a Form

Postal Wizard

Mail Quality Reports

Mailing Reports

Figure 8: Former Preparer View

Continuing users can access the functionality for the old PostalOne! Owner role through links found on the

user’'s homepage. Refer to the Owner Role mapping (Figure 9).
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Previous Owner View New Gateway Access

Balance and Fees Balance & Fees

Submit a Form — Postal Wizard Postal Wizard

Submit a Form — Mail.dat Electronic Data Exchange
Reports Mailing Reports

Manage Permits Manage Permits

Figure 9: Owner Role Mapping

2.4 Customer Registration ID (CRID)

The Customer Registration ID is a 12 digit maximum, identifier created by the Customer Registration system
to uniquely identify a USPS Customer at a business location address. For each unique combination of
company name and physical address, the USPS will create a new CRID to identify that customer and for
associating customer data. The CRID is the single, unique ID that connects a company’s information at a
specific geographic location across all USPS applications. A CRID will be associated to every Permit Number
and Mailer ID that is issued (there may be multiple Permit Numbers or MIDs associated to a single CRID).

CRIDs are assigned during the initial login at the Business Customer Gateway. New users are urged to
register with the same business information that the Business Services Administrator (BSA) entered for the
desired location. Different CRIDs may unintentionally be issued by the system from differing addresses
entered by users whose intent was to affiliate to a particular (CRID) location already in the system.

The CRID is similar to an account number and should be shared with affiliated users as necessary. CRIDs
will display in the Profile Information within the Business Customer Gateway. A user can review CRID
credentials and user profile information by clicking the Profile link (Figure 10).where business locations
including the CRIDs associated to those locations are presented.
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UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGH OUT

Profile Eeguest Access Reguest Status eouest nbox Manage Lser Atcess

Business Customer Gateway

This is the navigation page to access the service options offered through the Business Customer Gateway. These
options will assistyou in the steps ofyour mailing, from design and prepare to transport and tracking.

Whenyou select a service you do not have access to, the system will give you the option to Add a Service.

- Accounts Your Account Settings
* Manage Permits (PostalOnel Welcome SUE

- Design & Prepare Profile

= |ntelligent Mail Services

« Mailer ID O A

« ReqguestAccess
« Request Status
I

-l Mail & Transport
Centralized Account Processing System (CAPS)
Customer Label Distribution Systermn (CLDS)
CustomenSupplier Agreements (CSAS)
Electronic Data Exchandge (PostalOnely
Postal Wizard (PostalOnely
Schedule a Mailing Appointment (FAST)

User Management

« Request ihbox
e Manage Llser Access

Customer Support

= Track & Report e Mational Customer Support Center
ADVARCE _RlBES

Audit Mailing Activity (PostalOne! Service Updates

Balance & Fees (PostalOnel) ePubwatch

Delivery Confirrmation Business Service Metwark (BSM)
Mail Tracking & Reporing eSerice

Mailing Reports (PostalOnel) Customer Support Contacts
Manage Electranic Return Activity (PRS) Mews & Information

Manane Electronic Yerification Activity (e%5) User Responsihility Agreement
Signature Confirmation (PDF) (DOCY

Track and Confirm

Site higp Customer Service Formz Gow't Services Careers Privacy Policy Tems of Use Business Customer Gateway
) 7

Figure 10: Access to a user’s profile information

The user Profile Information displays the user’s Business locations including the CRIDs associated to those
locations (Figure 11). The Profile also displays the services a user has and the locations for which that
service has been approved. There are various view options for a user including the ability to remove
Services. Refer to Figure 14 for a summary of Business Customer Gateway administrative links and their
functions.

Profile links allow current users self-service capabilities.

» view profile

» edit profile info for affiliate location(s)

* request access to additional business services and business locations
e monitor a request status for approval
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UNITED STATES
POSTAL SERVICE HOME | GATEWAY | HELP | BIGN OUT

Prafile RequestAccess Request Status Reguestinbox  Manage User Access

Profile Information

Welcome JOHN, ywour current user profile and affiliated business locations are shown below

User Information
Mame: JOHN TRAVOLTA
Company Mame: WIND PROOF COSMETICS
Address Line 1: 10990 ROE AYE
Address Line 2:
City: OWERLAND PARK
Zip Code: 66211-1213
State: KS
Ernail: ft@usps.gov

Ifyou need to edit the profile infarmation for one of your associated business locations just click on the Business

Mame link,
Bi L
Business " .
Name CRID Address City State Zip
WIND PROOF COSMETICS 44313588 0990 ROE AVE OVERLARND PARK KS BE211-1213
Wind Proof Location 3 4431357 25 5 5TH AVE LEBANON PA 17042-7728
WWind Proof Location 1 4431358 50 E 40TH 5T HOLLAND hal 49423-6342

To remove access to one or more services, select the associated check boxes and click the Remove Service button, If
vou are the BSA for a service, you must instead call the Help Desk to remove your access to that service.

Services:
Service Business Busim_ess BSA Status
Name Location
™ | Manage Mailing Activity (PostalCnel Wind Proof Location 3 625 5 8TH AVE Yes
I~ | MaileriD YWind Proof Location 3 25 5 5TH AVE Yes
™ | Manage Mailing Activity (PostalCnel WIND PROOF COSMETICS 10880 ROE AYE Yes
= | Mailer D WIND PROOF COSMETICS 10890 ROE AVE Yes
™ | Manage Mailing Activity (PostalOnel Wind Proof Location 1 750 E 40TH 8T Yes
I~ | Mailer D Wind Proof Location 1 750 E40TH 8T Yes

Remove Service

Figure 11: Profile Information screen

On the Profile Information page, the user has options to edit profiles of business locations and remove a
service(s) associated to a business location. If a user is a Business Service Administrator (BSA), he/she
must contact the Help Desk to remove access to a service(s).

UNITED STATES
POSTAL SERVICE «

HOME | CUSTOMER CARE | SIGN OUT

Associated Business Entities

Select a business entity name to view its profile. Sort results by clicking on the column titles.

Hame CRID Address City State ZIP Code Status Corporate
GATEWAY NEWS 4431362 900 N STUART 5T ARLINGTOM W 22203-4101 Y M

Figure 12: Associated Business Entity Profile Information screen
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2.5 Managing Permits

A user can click the Manage Permits link to manage permits associated to the user’s business entity. The
user is directed to the Associated Business Entity Information screen that displays all linked permits to the
user’s business entity(s) (Figure 13).

UNITED STATES
POSTAL SERVICE»

Profile

Reguest Access

Reguest Status

HOME | GATEWAY | HELP | SIGMN OUT
> |

Reguest Inbox

hanage User Access

Business Customer Gateway

This is the navigation page to access the sewvice options offered through the Business Customer Gateway. These
options will assistyou inthe steps of your mailing, from desigh and prepare to fransport and tracking.

WWhen you gelect a service you do not have access to, the system will give you the option to Add a Service,

= Accounts
+ Manane Permits (PostalOnef

Site Map.

= Desigh & Prepare

+ Intelligent Mail Serices
= Mailer D)

= Mail & Transport
Centralized Account Processing Systern (CAPS)

Customer Label Distribution Systern (CLDS)
Customer/Supplier Agreements (G8AS)
Electronic Data Exchange (Postalonel
PostalWizard (PostalOnel

Schedule a Mailing Appointrment (FAST)

= Track & Report
= ADYANCE
Audit Mailing Activity (PostalOnel
Balance & Fees (PostalGnel
Delivery Confirmation
Mail Tracking & Repaorting
Mailing Reports (PostalOnel
Manane Electronic Return Activity (FRS)
Manane Electronic Verification Activity (ehS)
Signature Confirrnation
Trackand Conifitrm

Customer Service Formz Gow't Services

Careers

Privacy Polic:

Your Account Settings
Welcome SUE

Profile

e Profile

e RenuestAccess
s Request Status

User Management

o Request inboy
e Manage User Access

Customer Support

Mational Customer Support Center
—RIBBS

Service Updates

ePubwatch

Business Semice MNetwork (BSMN)
eService

Customer Support Contacls

News & Inforration

User Responsibility Agreerment
(PDEY (DOCY

Terms of Use

Business Customer Gatews:

"=

Figure 12: Users can access Manage Permits from their Gateway homepage.

UNITEDSTATES
POSTAL SERVICE «

HOWE | CUSTOMER CARE | SIGH OUT

Associated Business Entities

Select a business entity name to view its profile. Sort results by clicking on the column titles.

Hame CRID Address City State ZIP Code Status Corporate
gk‘di PACKAGE DELIVERY SAINY) 20869035 1636 GERVAIS AVE STE 3 SAINT PAUL MN 55109-2136 Y N
FEATHER GARDEN ASSOCIATES 4433206 2420 FEATHER GARDEN CIR VINTON VA 24179-5697 i N
AUTOMATED MAILING SYSTEMS 2127355 914 RHODES AVE NE ROANOKE VA 24012-8023 Y N

Figure 13: Associated Business Entity listing page
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A user can click a business name from the Associated Business Entities page to review profile(s). The user is
directed to the Business Entity Information screen that displays all linked permits to the selected business
entity (Figure 13-1).

The Permit Profile tab allows a user to locate accounts belonging to their business entity, validate ownership
of permit accounts, and link them to their business entity.

The Permit Validation screen requires that after the (permit) accounts have been located, the accounts must
be validated before they are linked and made available online for access by owners of those accounts. The
system requires the user to verify one of the last 10 transactions applied to the (permit) account and other
related account information before the user can access the permit account (Figure 13.2).

The Permit Contact Information screen (Figure 13-3) allows the user to update primary (permit) contact
information. The Permit Manage Additional Info screen (Figure 13-4) allows the user to manage additional
business entity information.

The BSA is allowed to edit contract information for validated (permit) accounts, limit access to accounts to
specific users. By default, all users at business entity will have access to all accounts for that business entity.
It is up to the BSA to limit access to accounts viewing. The BSA has the ability to edit and delete user-
account linkages, as well as to un-assign accounts from their own view.
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A it B Entities = Bi Entity Information

Business Entity Information

view and manage business entity profile information.

Hame: GATEWAY MEWS
CRID; 4431205

Corporate: N

Address: 900 N STEWART 5T
City: ARLINGTOM

State: e,

ZIP Code: 22203-4101

Miail Facility ID: | R
Discounts and Rebates: [~

eVS Participant: ||

PRS Participant: [}

Weh Service Enabled: ]

Permit Profile

Permit Search Form
&ll the permits linked to the selected business entity are displayed below the search form. Use the below search to find the specific permits within the
displayed result set.,

Permit No: is p2 I—
Permit Type: I—LI
Permit City: is - |
State: [TH
Permit ZIP: [
Search |

All Permits Linked to the selected Business Entity

Use the checkboxes below if you wish to extend or retract the viewing of permit account balance and fee information to any mailing agent presenting
mail on your behalf, Please confirm your selections using the Update View Status button,

;;[:n":e Permit No ?;’;L"“ PO of Mailing Ovmer Name Address ;g{l"': E;'a"ce
and Fees

O 223 T E':_fg‘sal”d Gz, $1 GATEWAY NEWS 3535\“’,53?\35@55@1,531 g ACTIVE 567030
u 4124 PE E':_fg‘sal”d Gz, H1l GATEWAY NEWS Sggsw,ﬁatﬁgwﬁggi\u,samg ACTIVE 567030
O 223 PI Richiand Center, W1 Gareway news 333253&?35&535\;1,5314@ ACTIVE 567030

Update ‘iew Status

Figure 13-1: Business Entity Information screen
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[ = e

WOME | CULBTCMER CAAE | BiM DT
ABEaCIENa BiRiicd s EANGES > Bhipifaisch £ Ty 1080 T 6306
Business Entity information

Wiaw and managa businass antity profile infamanan.

B FEATHER GAHDEN A550CIATES
R - Aa33208

Commnte: N

M | 2430 FEATHER GARDEN CIR
ity | VINTON

El i

P Ginde L9505

Wi Facikiy 0 MIEET

DN o e s Rl e

VS Pariipars

PR Pl et

al Seevicn Ensbise:

Permit Validation

You may vakdate your access to permi accounts currently in the system.
thist account. After succasshul suthentication the cermit

*Required

Please enter the exact Account Number, Aocourt: Type, ZIF, and the exad: ﬂular\lal.lnofmulﬂ'ielailn transactions performed on
wil be knked to your cumrently aeksded hunn:n entity and ml be vimble on the Parmi Frofile

* Aol Mamber

*Acpount Tyt (Pléaran Sukes) -
R

* Amcains From Ary 0 Lass 10 Tramections:

Momms | ite bigs | Cisttmams o | S O

Figure 13-2: Permit Validation screen

UMYTED STATES
POSTAL SERVICEs

HOME | CUSTONER CARE | 554 CUT

Associaled Business Entitkes » Business Entity scamation

Business Entity Information

iaw and g antity profils

Hame: FEATHER GARDEN ASSOCIATES
CRID: 2433300

Corporate: ]

Andrass: 2420 FEATHER GARDEN CIR
Ciny: VINTON

State: va

2P Code: 241795097

Mai Faciity 10: 24179-5697

Discounts and Rabates

&5 Participant:

PRS Partcipant
‘b Servce Esables:

Contact Information

Edit the prmany contact informmation for the currently selected business antity.

“Required
*Firat Hama: Sue
*Last Hama: Wels
*Talephone: S4lI0Maa35
*Emait suepsanScon
[sa |

Home | Sne Map | Cusiormer Cane | Sgn Ot

Figure 13-3: Permit Contact Information screen
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The Customer Support section of the Business Customer Gateway provides directs links to online resources

LNITED STATES
POSTAL SERVICE«

|us sociated Business Entities » Business Entity inssrmation
Business Entity Information

Whew and manage business entity profile infarmatson.

Hame: FEATHER GARDEN ASSOCIATES
CRID: 433208
Corparate: ]
Addmss: 2420 FEATHER GARDEN CIR
Ciny: VINTON
State; Wi
2P Code: 24175-5657
Mad Faciity 1
Rabatie
&5 Participant:
PRS Paricipant:
With Serce Esabled:

T ——— T T e T

Manage Additional Business Entity Info

Craate, adi, or delete additional busingss entity contact information.

Creale Addtianal infa

Eucsiness Entity Hame AddTaEE City Statg 2 Code Action
o Additional Business Entity Information is curentiy avaiable.

samne | S Mo | Custamer Caes | Sogps Ot

Figure 13-4: Permit Manage Additional Info screen

Gateway Link Gateway Function Description

Users can view their business locations and the services

Profile they have at each

Users may request additional services or additional

Request Access - h
locations for a service

Regquest Status User can see the status of their requests.
Request Inbox (BSA Only) Administrator queue to approve user access requests

Administrator tool to remove access or assign additional

Manage User Access users the BSA role.

Figure 14: Summary of general administrative links and corresponding Gateway functions

(Figure 411).
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2.6 New Users and the Request Access Process

This section describes the general flow of a new user logging on to the Business Customer Gateway and
requesting access to a service. Each screen during the account set up provides explanatory text to guide the
user to the next step.

Users will find multiple ways to navigate the gateway as they become familiar with the site. Hyperlinks just
below the USPS logo and blue banner navigate users directly to popular access points (Figure 10).

Business Customer Gateway Link Gateway Function Description

Users can view their business location and the services they

Profile have at each

Users may request additional services or additional locations

Request Access :
for a service

Request Status User can see the status of their requests
Reguest Inbox (BSA Only) Administrator queue to approve user access requests

Administrator tool to remove access or assign additional

Manage User Access (BSA Only) users to the BSA role

Figure 10: General Gateway links on the user’'s homepage

2.6.1 New Users

New users can sign in at the gateway by clicking the New Users Sign Up button (Figure 11). During the initial
sign up, a new customer will create a username and password (Figure 12).The user will receive a
confirmation email from the USPS of the username and account type. The user will be prompted to continue
with the initial sign up. This online process replaces the hardcopy 1357¢c document. As well, the Help Desk is
no longer needed to create usernames and passwords to access gateway services. This new user sign-up
and customer registration is now the standard process for all USPS online users.

NOTE: New usernames and passwords are BOTH case sensitive in the new registration system!
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UNITED STATES
POSTAL SERVICE» HOME | GATEWAY | HELP

Business Customer Gateway

YWelcome to the Business Custamer Gateway! With just a click, the Business Customer Gateway gives you a single, unified
landing pointto access the Postal Service's online business offerings. These channels consist of the products that support
Intelligent Mail Full Service Mailing. This includes PostalOnel, FAST (Facility Access and Shipment Tracking), CLDS (Customer
Label Distribution Syster), and Mailer IDs (MID). Mo mare logaing in and out on multiple systems to access the business
services you need to manage your mailings. Mow, your online experience will be centralized allowing you to be more efficient.

Foryour ease of use, helow is an interim list of products and services. When you select a service you can access the product
offering. As Intelligent Mail Full Service enhances, this Gateway will evolve to support an improved customer experience
displaying a full range of products and services far your convenience

- Design & Prepare Login

e |ntelligent Mail Services
s flailer D

-1 Mail & Transport Please fill in the following information:
Centralized Account Processing System (CAPS) (" Required case sensitive fields)
Customer Label Distribution Systern (CLOS)
CustomerSupplier Aureements (CSAs)
Electronic Data Exchange (PostalOnel) *Password: |
Schedule a Mailing Appointment (FAST)

Existing Users

* Username: |

L fargat iy passward

- Track & Report _ Signin>
ADVANCE
Delivery Confirmation
Ifail Tracking & Repoting
Ianage hailing Activity (PostalOnel
Signature Confirrmation
Track and Caonfirm

w Users

Register now for USPS online Service
and create an account.

" Sign Up > |

Customer Support

« National Customer Support Center —
RIBBS

« Serice Updates

« ePubwatch

& Business Service Network (BSM)
eSenice

+ Customer Support Contacts

e Mews & [nformation

Site hp Customer Sarvice Formsz Gow't Services Careers Privacy Policy Temmns of Use Business Customer Gateway

Figure 11: The Gateway Sign Up for new users
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Old Process Hew Process
[ i -

e e RN ——

Mow Uner Sign Up
S ———

[T p—

Hardcopy
1257

Figure 12: Creating Username and Password is now case-sensitive

When users create their profiles, the system requires an account type selection of either Personal or
Business (Figure 13). Users requiring access to the Business Customer Gateway must set up a Business
account. Customers interested in USPS retail products and services can select the Personal account type
but are also required to register through this system. Personal accounts are directed to USPS.com after

registration. A user can hold both a personal and business account, and are required to use the established
username and passwords for accessing the different accounts.

UNITED STATES

AL SERVICE» HOME | SIGH IN

Profile Account Type

Please select a personal or business account. A personal account is best for the everyday mailing needs ofthe
individual consumer, like buying stamps online, printing postage-paid lakels with Click-N-Ship®, and changing
your address. A business account meets all of these needs and offers additional business capabilities like
ordering postage-paid Business Reply Mail and providing customers with mare robusttracking and reporting

SBNices
Please choose the appropriate account type below.
¢ Personal @ Business
( Continwe > |
Site Wbp. Contact Us Foms Gou't Services Jdobs Privacy Polis Tems of Use National & Premier Aocounts

. Postal Inspeciors Inspector General
All Rights se Ho FEAR ActEED Data  EOIA - PreseningtheTrust -/ Promotng Integrity

Figure 13: Establishing the business account type
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UNITED STATES

POSTAL SERVICE = HOME | SIGH IH

Business Profile

Please create your Company Profile. This profile will allow you to access helpful business tools

Please fill in the following information: (* Reguired case-sensitive fields)

Contact Information

Tile [ =]
* First Mame lTlm—
Middle Initial [T
= Last Name lTester—
Suffix I_LI

Company Information

* Company Marme |GATEWAY NEWS

= Country | UNITED STATES i

* Address 1 IBDD NSTEWART 5T

Address 2 | Apt, floor, suite, ete
* City [ARLINGTON
= State |Virginia -
= ZIP Code™ |22203-4101
= Business Phone I?U32259999 Extl l?s‘gi:::;equ““‘ no dashes
10 digits required, no dashes
Business Fax Numberl orspaces

* Email |timtester@email.com

* Re-enter Email |timtester@email.com

Optional Field: Source Code
Source Code | only applies if provided by a
USPS representative

We look farward to comrmunicating with you about the USPS products or
services you select,

Senid me additional information about:

¥ Other USPS pragrams, products, or senices

¥ Products or services of USPS partners that you may find of interest

<Back

Continue >
Site hap Cortact Us Forms Gow' Services dobs Privacy Polic Terms of Use Hational & Premier Aocourts

Figure 14: Entering company information

Note: On the Business Profile page users enter company information (Figure 14). If users do not enter a
business name and address consistently as may be previously captured by the system, a different Customer

A Registration ID (CRID) may unintentionally be assigned and the user will not be linked to the business entity
for the desired location. Business Service Administrators need to be diligent about how their affiliated users
enter company information when applying for the same service for a desired location. Refer to the section 2.8
below for more information on Business Service Administrator role.
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UNITED STATES
POSTAL SERVICE= HOME | SIGH IH

We found multiple addresses at the one that you have entered. Please select from the options below in order
for ug to store the correct information

Here is the address you entered

Company Name: GATEWAY HEWS
Address line 1; 900 N STEWART ST
City, ARLINGTON
State: WA
Faostal Code: 22203-4101

p Select the address thatwas entered.

*Choose an address from the following list.

Address City State ZIP Code
900 M STUART ST APT (Range -
o 104 - 303 ARLIMGTON WA, 22203-4102
el 200 N STUART 5T APT (Range ARLINGTON va, —
422 - 6113
~ 900 M STUART ST APT (Range ARLINGTON n 122054105
B12-801)
900 M STUART ST APT (Range
o B02- 913 ARLIMGTON WA, 22203-4108
900 N STUART ST APT (Range
C 914 -1103) ARLINGTOMN W, 22203-4107
00 W STUART ST APT (RANGE
o 1104 - 12087 ARLINGTOM VA 22203-4108 LI
< Edit Continue >
Site hisp Cortact Us Forms Gow't Services Jobs Privacy Policw Temms of Use Mational & Premier Atcourts
. -

Figure 15: Confirming the Business Location

The registration process provides Address Management System (AMS) address standardization to support
consistent address information entry. The AMS enables the ability to ensure each mailpiece will have a
correct delivery point ZIP. AMS does this by maintaining current data on each delivery point and by regularly
providing that data to Postal Service facilities and customers.

Please note that a user must input all fields marked with a red asterisk and that some fields are case-
sensitive. The business location screen (Figure 15) appears when the Business Profile is submitted. The
AMS queries standardized addresses that approximate the address entered by the user, the system prompts
the user to confirm which address to apply.

The system sends a new user confirmation and pending status emails. It is therefore important that a valid
email address and contact information are entered correctly.

The Company Profile Summary screen (Figure 16) appears when the contact and company information is

entered and submitted. The system will allow the user to Edit or Continue within the same session. A user
can log back in at any time and edit Profile data as necessary.
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UNITED STATES
POSTAL SERVICE= HOME | SIGH IH

Company Profile Summary

Please review the company information below. If you need to edit this information, select Edit below.

Company Account Information

Usernarme: TESTERTIM
First Name: TIM

Middle: T
Last Name: TESTER

Company Profile Information

Company Name: GATEWAY NEWS
Address 1: 900 N STEWART ST
City: ARLINGTON
State: VA
ZIF Code™: 222034101
Country: UNITED STATES
Eusiness Phone: 7032259999
Email: timtesterg@@email.com

Communication Preferences

[¥/ Other USPS programs, products, or services
¥ Products or services of USPS partners that you may find of interest

< Edit Continue >
Site Map Contact Us Fomms Bou't Services Jobs PBrivacy Polic: Temns of Use National 8 Premier focounts

Figure 16: Reviewing data entered

This Privacy Act screen (Figure 17) appears when the Company Profile information is fully entered. For the
Privacy Act, the user must consent to the term and conditions of the Act, and select the Yes radio button in
order to continue.

E UNITED STATES
POSTAL SERVICE= HOME | SIGH IH

Privacy Act

Before signing up, you must read and accept the following Privacy Act. Acceptance means that you
understand and consent to the terms.

The information you supply will be used to provide you online ;I
PLUVIAE LOuSE selvives. LEESE OE awsle LORC LLLS SELVIGE 1o

voluntary, but that requested information is recuired to provide
the serwviee. Collection of information for this serviee is
authorized by 38 U.5.C. 401, 403, and 404. We do not disclose

your personal information to anyone, except in sccordance with

the Priwvacy Act.

duthorized disclosures include limited circumstances such as the
following:

Do you agree to these terms? @ Yes € No

Continue >

Figure 17: Accepting the Privacy Act
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2.7 Requesting Business Services

A business service is functionality, which a user can request through the Gateway Request Access process.
Business services are grouped under three common areas: Design and Prepare, Mail & Transport and Track
& Report. A Service must be authorized for a given user before access is enabled. A user can apply for a
business service by selecting one of the service links from under one of the Business Service areas.

Certain services in the Request Access scheme are actually business service groupings i.e., multiple related
services under one group heading. Manage Mailing Activity for example is a business service group,
comprising individual components. Such services do not display individually on the Business Customer
Gateway landing page, but display on the Business Customer Gateway user’'s homepage. The user’s
homepage (page when user is signed-in) will display the individual components that make up the Manage
Mailing Activity. The display of individual services is intended to enable easier navigation. Refer to Figure 1
above.

The Manage Mailing Activity is a typical service for business customers; it comprises the following supporting
functions:

» Balance and Fees (PostalOne!)
» Postal Wizard

» Electronic Data Exchange

e Mailing Reports (PostalOne!)

» Dashboard (PostalOne!)

e Manage Permits

The user’s homepage (user is already signed-in) will display the individual services that make up the Manage
Mailing Activity group. If a (signed-in) user selects a service, but is not set up or approved for that service,
the system prompts this user to add that service. Most services under the new Gateway system require
approval for access.

Once the user has consented to the Privacy Act and has checked the Yes radio button (Figure 17), the
Select a Business Service screen appears (Figure 18). To add a service, the user can either type in the
service (then click the Submit button), or click a service link from under one of the business areas. A user can
also search for a service by selecting a filter from the (Locate Service) dropdown menu (then click the Submit
button).

A user selects the desired service during the online process, and is limited to a single service per request.
Multiple locations can be added to the service request, but the user must associate at least one business
location to a service (Figure 19). If the service requires a Business Service Administrator (BSA) approval, the
system will route the request to the BSA. If a BSA is not established in the system, the user will be asked
whether she wishes to assume the BSA role. Refer to Section 2.7 for more information on the Business
Service Administrator.

Once a user has a business account set up, and has previously requested a service or wishes to remain in
the same session, the user can select the Request Access link to request additional services or additional

locations for a service. The user in this case, would follow the same process as the new user requesting a
service.
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UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGH GUT

Prafile Reguest Access Reguest Status Reguest Inbax Manage UserAccess]

Select a Business Service

The business capabilities shown on the Business Customer Gateway are grouped into "senices.” These services allow
users to conduct business activities for their companies. Click the details link for more information on a service, and to
apply for a business semvice simply select one ofthe service links fram the list helow.

Search parameters can be entered into the text box below for a customized search.

Locate service where ISBNiCB Mame 'l contains: | Submit |

£l Desigh & Prepare
= flailer ID idetailsh
= Mail & Transport
o Customer Label Distribution Systerm (CLDS) [details)
=« CustomerSupplier Agreements {C3As) idetailsy
e Schedule a Mailing Appointrnent (FAST) (detailsy
I Track & Report
= Audit Mailing Activity (P ostalOnel) (details)
e hlanage Electronic Return Activity (PRS) (details)
= flanage Electronic Verification Activity (%51 idetailsy
e Manage Mailing Activity (PostalOnel)  (details)

Site higp Customer Senvice Forms Gov't Services Careers Privacy Palicy Terms of Use Buzinesz Customer Gatewa

Inspector General

. Postsl Inspectors
*. PresenvngtheTrust -/ Promoting Integrity

Figure 18: Selecting a Business Service

Once a service is selected, a user selects the business location they wish to associate to this service (Figure
19). Business locations previously entered will display and a user makes a selection by clicking the
checkbox to the left of the location. If a user requires this service for locations that are not listed, the user
can select the New Business location button to add additional business locations to the profile (Figure 20).

If the newly added location is significantly different from an address previously captured by the system, a new
CRID may be assigned to that location
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UNITED STATES
AL SERVICE« HOME | GATEVWAY | HELF | SIGN OUT

Prafile ReguestAccess ReguestStatus|

Select Business Locations

Each Business Service must he associated with at least one business location. This enahles users to access data for
the business location with the capabilities of the service selected

You have selected the following Business Service:

Service
Manage Mailing Activity (Postalonel)  (details)

This Business Semvice may be associated with ohe or more business locations. The table below ists all ofthe
business locations to which you are affliated. If you would like to afiiliate to additional business locations, select the
"MNew Business Location” link

After you have identified all of your business locations, you may attach them to the selected business service by
selecting the checkbox next to each location. After checking the desired locations, select"Mext'.

o _ ) (New Business Location |
Existing Business Locations =
Business . .
Name CRID Address City State Zip
T | GATEWAY NEWS 4431362 | 900 N STUART 5T ARLINGTON WA | 22203-4101
Gancel Next >
Site hap Cortact Us Forms Gow't Services Cargers Privacy Polic: Temms of Use Business Customer Gatews:

Inspactor General

Postal Inspectors
*. Presening the Trust .-/ Promoting Integrity

Figure 19: Associating the service to a business location

E UNITED STATES E UNITED STATES
POSTAL SERVICE « HOWE | GATEWAY | HELP | SIGHN OUT POSTAL SERVICE« HOME | GATEWAY | HELP | SIGN QUT
R — ——
D —————
G e EEUEHSEIE RS e Erofle  RequestAccess  RequestStatus  Becuectinbox  Marage User Atcess)

Add a Service Add a Service

Fill in the following information: ¢* Reguired case-sensitive fields) ) )
Confirm Mew Business Location for Gateway News

Business Information

Please verify that the information for this husiness location is correct. Clicking Confirm will add this business location to
your reguest. Ifthe business location infarmation is not carrect please click Cancel and you will return to the service
* Country [UNITED STATES = request process

*Address 1: [3463 Russia Branch View Dr

*Name of Qrganization: |Galeway News

New Business Location

Addrass 2: [Ste 1415 Mame of Organization: Gateway News
ity [Manaseas Fark Country: UNITED STATES
Address: 8463 RUSSIA BRAMCH WIEW DR APT 1415
* State. |\/|rg\ma j

City: MANASSAS PARK
*ZIP Code™: [20111 State/Province: VA

Zip CodeiPostal Code: 20111-6827
| Cancel {_ Continue

Forms Gow't Services Careers Privacy Polie Terms of Use Business Customer Gatewa Site Map. Gou't Servives Careers Frivacy Folio Temns of Use Business Customer Gatewa

Inspector Genaral Inspector General

. Postal Inspectors . Postal
. Fresegmats ) Primteg ey op ol . Fremmng b st %/ Promating integrity

Figure 20: Entering an additional business location Figure 21: Confirming the additional business location

Upon the user selecting the Continue button, a confirmation page displays the location being added and the
business location(s) for that service (Figure 21). Upon the user selecting the Confirm button, a confirmation
page displays the service being requested and the business location(s) for that service (Figure 22).

The hardcopy Electronic Data Exchange / Participation agreement has been replaced by an electronic Terms
& Conditions, click through agreement that the user accepts for the Business location (Figure 23).
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A business customer should consider that the first user from its company who will request a service for a
business location shall be the person that will assume the BSA role. If a service requires an Administrator,
the system checks to see if a BSA has been designated. If there is no BSA designee, the user requesting
the access will be notified of the BSA requirement and will be prompted to assume the BSA role (Figure 24).
If the user agrees to become the BSA, the process continues. If the user declines, the request for service
access will go into a pending status until the BSA role is assumed for this service at the business location.
The request is held in pending status, after which it will be purged if it is not approved within 25 days of the
initial request.

A BSA also has the option to assign additional approved users to the BSA role for other locations.

UNITED STATES
AL SERVICE« HOME | GATEWAY | HELP | SIGM OUT

Profile Reguest Access Request Status Request Inbox Manage User Access

Terms and Conditions for Customers

This service requires you to accept the USPS Business Agreement. Click the checkbox below if you agree to these
terms.

United States Postal Service™ i’
Terms and Conditions

Section 1 GENERAL

Section 2 TRANSACTION TERMS

Section 3 USPS OBLIGATIONS

Section 4 PARTICIPANT OBLIGATIONS

Section 5 PARTICIPANT LIABILITY

Section 6 GENERAL TERMS AND CONDITIONS

Section 7 PRIVACY ACT

Section 8 USER RESONSIBILITY STATEMENT

This document describes the terms and conditions peraining to your participation in and use of
United States Postal Service™ (hereinafter Postal Service™ or USPS™) computer systems as

described and authorized by the USPS™. These terms and conditions are subordinate to, and
do not supercede, any pravisions of the Domestic Mail Manual (DMM™) ar any other regulations LI

| certify that | have read and understand the foregoing. T

Gancel et )

Figure 23: Electronic Terms and Conditions click through agreement
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EUNJTEDSTATES
POSTAL SERVICE. HOME | GATEWAY | HELP | SIGH OUT

)
=

Erofile Eeguest Access Eeguest Status Eeguest Inbox Manage User Access

Business Service Administrator Approval

This service requires Business Service Administrator (BSA) approval, however, no BSA currently exists for this service at
the business location(s) for which you are requesting access. Ifyou do not becorne the BSA, your access request will be
placed in a gueue until another individual becomes the BSA

Flease review the following BSA Agreement:
The BSA role is a critical part of your company's participation in online collaboration with the US
Postal Service. The BSA is the key contact for your company for the administration of your d
services. The BSA has the overall responsihility to coordinate the administrative program
reguirements within your cormpany. This person must also approve all requests for computer
access tothese services for yaur company.

Administrator Resy ibili
Administrator will {2) be responsible for activating and deactivating its users' logon IDs, and (b) be
responsible for assigning the appropriate access levels to its users.

Administrator Obligations:

BSAs will advise its users of their obligations under this agreement.

Administrator Personnel Change:

Paricipant shall notify the USPS Customer Service Center {1-800-522-9085) when a BSA leaves
employiment at participant's campany. If participant fails to notify the USPS Customer Service
Center, participant is liable for any loss sustained by the Postal Service and any other third-parties
resulting from the subscriber's failure to submit such notification.

[ 1 certify that | have read and understand the foregoing

Flease select which of the following companies far which you wish to become the BSA

Business B -
| Feie | CRID Address | City | State | zip |
|~ | saTeway news | #az13sz | a0 sTusRT ST | srONGTOM | v [zzzozaim |
_No Thanks | " Print_) Yes

Figure 24: Business Service BSA role option

Note: The former External Site Administrator role in the previous PostalOne! system transferred to the BSA
role. For continuing customers with locations where no External Site Administrator was assigned, when a
new user requests access to this same service and location, this user will be notified of the BSA requirement.

If the user elects to assume the BSA role, the statement certification box must be checked, indicating the
user consents to the BSA Agreement. The BSA designation is required before for the user will be granted
access to the service. The user is prompted to select the appropriate button: No Thanks (takes user to a
Permissions Pending Screen — Figure 25). The Request Status screen appears when there is a BSA
designated; Yes (takes user to the BSA Agreement — Figure 24).

The user can also print the BSA agreement. If the user clicks the Cancel button, the system directs the user
to the user’'s homepage. If the user clicks the Next button, the system will record the business service within
the user’s account profile and then takes the user back to Request a Business Service page where the user

can request additional services.

The user will receive confirmation via email from the USPS of the Business Service Administrator status for
the service at the requested location (Figure 28). A user can check the status of a request for access by

clicking the Request Status link (Figure 26).
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The user who declines the BSA role will receive an auto-generated email communicating the pending status
request of the service request (Figure 27). The request will be placed in pending, until a BSA is designated or

the assigned BSA responds to the user’s request for service and/or access.

UNITED STATES
POSTAL SERVICE « HOME | GATEWAY | HELP | SIGN OUT
— ]
"
Profile  RequestAccess  RequestStatus

Permissions Pending

For a list of all service requests, check the Request Status page.

Business Senices:
Manage Mailing Acthity (Postalonel)

Ofthe business locations you selected, requests are pending for.

Business
" CRID Address City State Zip
W | GATEWAY NEWS 4431205 | 900 N STEWART ST ARLINGTON VA | 22203-4101

Continue

=

- Postal Inspeciors General
‘. PresenirgtheTnmt ./ Prometing Integriy

Copyright® 2003 USPS. All Rights Reserved. Ho FEAR A EEO Data  FOIA

Figure 25: The request is placed in the pending queue without a BSA designated

EUNJTEDSMJB
POSTAL SERVICE« HOME | GATEWAY | HELF | SIGN OUT

Frofile Renquest Access Request Statu§|

I

Request Status

The list below shows the status for each of your application service requests that you've made, alang with the business
entity associated with that request. These requests do expire ifthey are not approved within 25 days of the initial request

date.
Request . Business Date External
D Senvice] Location Address | poguesteqa | SAWS \ADBIOVEN| oo ink
Manage Mailing Activity GATEWAY q00 M Pending
i {PostalOnel NEWS STUART 5T DA 2T BSA E=A
Privaey Falic: Terms of Use Business Customer Gatewa:

Site hiap. Cortact Us Forms Gow't Services Careers

Postal Inspectors £ Inspector General

4 EEQ Data - . PresenvingtheTrust '~/ Promating Integrity

Figure 26: Non-BSA clicks Request Status link
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User receives email confirmation of pending status for the
Service at the requested locationis) and a follow-up email
when request is approved or denied:

Your request for the following services and business location is
pending:

Service(s):
Manage Mailing Activity (PostalQOne!)

Business Location:
GATEWAY NEWS 900 N STUART ST ARLINGTON VA 22203-4101

You will receive an email when it is approved or denied.

You can access your services from the Business Customer Gateway:

Figure 27: User receives pending status email confirmation if no BSA is assigned

Your request to be the BSA for the following services and
business location has been approved by the application:

Service(s):
Manage Mailing Activity (PostalOnel)

Business Location:
GATEWAY NEWS 900 N STUART ST ARLINGTON VA
22203410

You can access your services from the Business Customer
Gateway:

Figure 28: User receives email confirmation of Business Service Administrator status

2.8 Business Services Administrator Role and New User Status

In previous Postal Service applications where a company had multiple users, a Site Administrator was
assigned to manage user access. This Site Administrator role has been replaced by the augmented Business
Service Administrator (BSA) role.

The primary role of the BSA is to activate, deactivate and assign appropriate access, as well as to manage
existing users’ access and privileges. A BSA also sets up business profiles and establishes user-role-
business entity assignments.

For certain business services, the BSA role will need to be filled before a service can be enabled. As a
general rule, a BSA should be considered when a USPS customer anticipates multiple users for any one
Gateway business service. Customers are therefore encouraged to assign the BSA role early in the process
of setting up a business account through the Gateway.

The Gateway sign up process prompts the user who is first to request a business service and from a
business location not currently captured by the Gateway to assume the BSA role. More than one BSA can be
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assigned within the umbrella of one company.

A new user who elects to assume the BSA role will receive an email confirmation of the BSA status (Figure
28). The BSA will have access to the user management functionality. The unit management feature is
restricted to the Business Service Administrator role. The feature allows BSAs to manage the domain of
users that are associated to their assigned business location(s). The screens that follow simulate the general
flow for a BSA approving a new user for a service. Refer to Figure 29 through 33.

UNITED STATES
POSTAL SERVICE HOME | GATEWAY | HELP | SIGN OUT

Erofile RequestAccess Eeouest Status Eeouestinbox | Manade User Access

Business Customer Gateway

This is the navigation page {0 access the service options offered through the Business Customer Gateway. These
options will assist you in the steps of your mailing, from design and prepare to transport and tracking

when you select a service you do not have access to, the systern will give you the option 1o Add a Service.

-1 Accounts Your Account Settings
» Manage Permits (PostalOnel Welcome SUE

- Design & Prepare Profile

» [ntelligent Mail Services

« Mailer D 0 EilE

#» RequestAccess

= Mail & Transport * Bequest Status

s Centralized Account Processing Systerm (CAPS) User Management /
Customer Label Distribution System (C1 DS

CustomenSupplier Agreements (CEAS

Electronic Data Exchange (PostalOnel

Postal Wizard (PostalOnel

Schedule a Mailing Appaintrment (FAST)

» Reguestinbox
» Manage User Access

Customer Support

= Track & Report « National Customer Suppor Centar

o ADYANCE _RIBES

o Audit Wailing Activity (PostalOnel o Service Updates

e Balance &Fees (PostalOnel = ePubwatch

+ Delivery Confirmation s Business Service Metwork (BEM)
» Mail Tracking & Reporting eService

o tailing Reports (PostalOnely « Customer Support Contacts

» filanane Electronic Return Activity (PRS e Mews & Information

» Manage Electronic Verification Activity (e'5h » User Responsibility Agreement
» Signature Confirmation (PDF} (DOC)

o Track and Confirm

Site Map Customer Service Fomms Go't Services Careers Privacy Policy Temms of Use Buziness Customer Gateway

S S/

Figure 29: User Management functionality for BSAs Only

The Request Inbox displays all user access requests for which the BSA has the responsibility. The BSA
selects a request by clicking the last name of the requester.
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UNITED STATES
POSTAL SERVICE« HOME | GATEVWAY | HELP | SIGMN OUT

Profile Eeqguest Access Eequest Status Eeguest Inbox Manage User Access|

Request Inbox

The list below cantains all access requests to senvices farwhich you are the BSA Click the last name of any of the
requesters to approve or deny the request. All requests expire 25 days after they have heen submitted. Ifyou do not
review and take action on these requests by the expiration date, they will automatically be denied.

Request Date Last First Business Business - .
ID Submitted & Hame Hame Hame Location Business Service Status
GATEWAY 900 M STUART | Manage Mailing Activity FPending
1029 | 0411272009 TESTER |BOB NEWE aT (Postalonel) S
Site hiap Contact Us Forms Gow't Services Careers Privacy Policy Terms of Use Business Custormer Gateway

Figure 30: BSA Request InBox contains all Requests for Access to service(s)

UNITED STATES
POSTAL SERVICE= HOME | GATEWAY | HELP | SIGN OUT

Frafile Reguest Access Request Status Request Inkox Manage UserAccess|

Request Details

The request details for the selected request and requester are displayed below. Clicking the Accept button will approve
the request. Clicking the Deny button will deny the request. Clicking the Return to Queue bution will display your
Reguest Inbox without taking action on this request. Requests expire after 25 days

Regquester Information:

MName: BOB TESTER

Email: susanfredman@usps.gov
Username: TESTERBOB

Request Information:
Submit Date:  04/12/2009

Bupiration e 2000

Date
Type Access Senice
Status: Pending BSA
Business
S Mahage Mailing Activity
|
Bea croup.  1Ne PostalOnel system provides & new automated, streamiined

alternative to the existing husiness mail acceptance process.

Business Location Infoermation:
Mame:  GATEWAY NEWS

Fhone:

Address: 900 N STUART ST

City. ARLIMGTOM

Zip Code: 22203-4101

Caountry:  UNITED STATES

Deny | [ RetuntoQueue | [ Approve |

Figure 31: Request Details screen

When a BSA acts on a user request, the Request Details page displays (Figure 31). The BSA can Assign,
Revoke, or Return to Queue (when no action is taken).
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UNITED STATES
POSTAL SERVICE « HOME | GATEWAY | HELP | SIGN QUT

Profile EequestAccess Eequest Status Eeouest Inbox ManageUserAccess|

Request Approval Confirmation

Clicking the Confirm hutton will apprave this service access request. The Cancel hutton will return you ta the request
details page without approving the request.

MNarme: BOB TESTER
Username: TESTERBOB
Business Mame: GATEWAY NEWS
Business Location: 900 M STUART ST
Business Service: Manage Mailing Activity (FostalOnel
Type: Access Service

Site hiap Contact Us Forms Gow't Services Careers Privacy Polic: Terms of Use Business Customer Gatewa

Postal Inspectors Inspector General

EEQ Data '~ Presening the Trust %Pmmuhqﬂzgnly

Figure 32: BSA Confirmation/Review screen

When an (Assign or Revoke) action is taken on a request, the BSA receives a confirmation screen to validate
the action (Figure 32).

UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGH OUT

Profile Reguest Access Request Status Reguest Inbox Ifanage User Access

Manage User Access

This page allows you to assign Business Service Administrator (BSA) status to anather user, to revake BSA status that
youYe assigned, and to remove a user's access to a service. To assign user{s) BSA status, click the check boxes nextto
any user(s) thatyou would like to assign BSA status to, and click Assign. To revoke privileges that you've assigned
previously, click the check boxes next to the users that you've assigned BSA status to and click Revoke. To remove a
user's access to a service, click the check boxes nextto any non-BSA users that you would like to have removed fram the
service, and click Revoke.

Filter by Ser\ticel(none) =] Fiter by Business Name | (nane) &
Current Last First q - - :
Service Business Name Business Location
Level Name Name
[ Revoke | [ Assign |
Site Map Contact Us Formis Gow't Serviges Careers Privacy Paolicy Termms of Use Business Customer Gateway

[Postal Inspectors Inspector General

Ho FE. EED Data FOla - *. Preserving the Trust ﬁ Promoting Integrity

Figure 33: BSA User Access allow BSA to assign, revoke and designate additional BSA roles and access

The Manage User Access feature allows BSAs to assign or revoke the BSA role for other users (Figure 33).
Such users must already have access to the service at the location for which the BSA is assigned.
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3. Electronic Mailings Initial Set-up and Access

3.1 Mailer ID System

A Mailer ID (MID) is required in all Intelligent Mail. The MID is a field within the Intelligent Mail barcode that is
used to identify Mail Owners and/or Mailing Agents or other service providers.

The MID system is designed and integrated with the Business Customer Gateway. The MID system is
designed to manage the assignment and distribution of MIDs and the affiliation of customer Business
Entities, as well as to configure MIDs for the enablement of electronic data exchange feedback such as Full-
Service ACS, Start-the-Clock data, Confirm and other services.

In the initial release of the Business Customer Gateway, the Mailer ID System allows Mail Owners and Mail
Preparers / Mailing Agents to request MIDs for their own use. In a future release, mail preparers, mailing
agents or other service providers will be allowed to request and query for MIDs on behalf of Mail Owners or
business entities. Additionally the Mailer ID System will be enhanced to allow users to look up their own or
their mail owner’s CRIDs.

3.1.1 Mailer ID Issuance and Exceptions

The Mailer ID system currently allows a Mailer to request five (5) six-digits and ten (10) nine-digit MIDs.
Requests for more than five six-digit MIDs are considered an exception to the rule and must be requested
through the Business Mail Entry Unit (BMEU) or Mailpiece Design Analyst (MDA) and forwarded to the Help
Desk. All exception requests are handled by the Manager, Business Mail Acceptance, United States Postal
Service Headquarters. Requests for additional MIDs must be submitted in writing, identifying the issue or
justification for requesting additional MIDs and how they will be implemented into mailing processes.

Requesting Additional MID or Exceptions requires justification.

* Total mailing volume (per year)

* Number of mailing locations

* Total volume per mailing location (per year)

 Mailing cycles at locations (i.e. estimated total number of pieces within a 45 day period)

Exceptions require hard-copy application process and Business Mail Entry Unit involvement.

Similarly, a Mailing Agent can request a MID on behalf of a Mail Owner through the hard-copy application
process. If a mailing agent is acting on behalf of a mail owner, the mail owner and mailing agent must read,
complete and sign section 3b of the MID application which can be downloaded from RIBBS® Website at
http://ribbs.usps.qgov .

The customer must forward the MID Application to the Business Mail Entry Unit (BMEU) or the Mailpiece
Design Analyst (MDA) for volume validation. Mailers can contact their local BMEU or Mailpiece Design
Analyst (MDA), by accessing:

www.usps.com/nationalpremieraccounts/findlocators.htm (BMEU locator) or
www.usps.com/replymail/mailpiece.htm (MDA look-up tool

The BMEU representative or MDA will verify that the MID application is complete and validates the mailing
volumes through the PostalOne! system, or other pertinent documentation provided by the applicant that
demonstrates mailing volumes. The MID application information is forwarded to the PostalOne! Help desk
who will issue the Mailer ID. For MID business rules and MID-related technical requirements, refer A Guide
To Intelligent Mail For Letters and Flats and the Electronic Documentation.
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3.1.2 Mailer ID Request Dispositions

When a user requests for a Mailer ID(s), the request is sent to the Customer Registration system for CRID
and entity verification and then to the PostalOne! system for volume verification. When the account
information is unverifiable, an exception process ensues and the request is routed to the Help desk to be
worked with the BMEU personnel such that a decision or exception can be made.

MID requests can be completely approved, partially approved or rejected by the MID system (e.g., partially
approved or rejected as in a request for seven 6-digit MIDs, the approval is for five 6-digit MIDs, and two
MIDs’ request are rejected). A MID request can be rejected because of conditions in violation of MID rules or
limits. In such instances, a trigger for the Help Desk to get involved occurs.

3.1.3 Accessing the Mailer ID System

A user selects the Mailer ID link under the Design and Prepare section on the Business Customer Gateway
landing page to request the Mailer ID System service (Figure 34). Refer to the section 2.6 on how to request
access. For users who have been approved for access to the MID system, they can select the Mailer ID link
from their homepage (Figure 35).

A user must request access to the Mailer ID ystem once becoming a registered
Business Customer and then following the Regluest for Sendee steps A B & C.

ST

Brrrns o r S drererh g A

[ —————

Figure 34: Accessing the Mailer ID System from the user's homepage

3.1.4 Navigating the MID System

Once the user has gained access to the Mailer ID service, the user will have access to the MID system (this
assumes that a BSA has been designated for this service and the BSA had previously approved access for
the user). The MID Summary page is the MID System landing page (Figure 36). This screen appears after
the user selects the Mailer ID link. In this screen example, the (signed-in) user currently has a MID
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associated with its CRID. A user with no MIDs assigned will see a MID Summary indicating no Mailer IDs are
associated to its CRID. The screens that follow demonstrate the general flow of a new user accessing the

UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGIN OUT

Frofile Reqguest Access Eequest Status Reqguest Inbox Manane User Access|

Business Customer Gateway

This is the navigation page to access the service options offered through the Business Customer Gateway. These
options will assistyou in the steps of your mailing, fram design and prepare ta transport and tracking.

When you select a senvice you do not have access to, the systerm will give you the option to Add a Service.

= Accounts Your Account Settings
* fanage Permits (PostalOnels Welcome SUE
= Design & Prepare Profile

» Intellinent Mail Service Prafil
o MailerlD & O i
¢ ReguestAccess

=1 Mail & Transpeort * Reguest Status

Cenfralized Account Processing System (CAPS)
Customer Label Distribution Systern (CLOSY
CustomerSupplier Aureements (CSAs
Electronic Data Exchange (PostalOnely

Fostal Wizard (PostalCnel)

Schedule a Mailing Appointrment (FAS

User Management

e Reguestinbox
e Manane User Access

Customer Support

EITrack & Report e Mational Customer Support Center
ADVANCE —RIBBS

Audit Mailing Activity (PostalOnel Service Updates

Balance & Fees (PostalOne! ePubwatch

Delivery Confirmation Business Service Metwork (BSN)
Mail Tracking & Reporting eService

Mailing Reports (PostalOne! Customer Support Contacts
Manane Electronic Return Activity (PRS MNews & Information

Manage Electronic Verification Activity (eW/8) Uszer Responsibility Agreerment
Signature Confirmation (PDFY DOCY

Track and Confirm

Site Map Customer Senvice Forms Gow't Services Careers Privacy Policy Temms of Use Business Customer Gatewa

Mailer ID system.

Figure 35: User accesses the Mailer ID System from Gateway homepage

3.1.5 The MID System Summary Landing Page

The MID system Summary landing page has several features and is described in the following sections.
Request/Apply a MID(s)

Invoke the Address Book Function

Edit a MID (program association e.g., Full/ Basic Service, OneCode Confirm)

Add or Edit a MID Profile (data distribution)

Invoke a Search by MID

akrwbdE
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MID Summary

« Address Book Add Data Recipients

MID Search

MID | Affiliate [4431205 - GATEWAY NEWS 22203-4101 =l

Search » Reguest 3 VD »

Results
MID AV Affiliate AV Data Profile
S00000080 GATEWAY NEWS Add Profile

900 M STEWART 5T
ARLINGTOM, Wi 22203-4101

Figure 36: Mailer ID Summary page

3.1.6 Applying for a Mailer ID

The Apply for a MID screen appears when the user selects the Request MID button from MID Summary
(landing) page (Figure 37). The user has the option to select a nine-digit numeric or a six-digit numeric MID
from the dropdown menu (Figure 37) and can request the quantity of MIDs. The system assigns MIDs based
on the USPS established business rules, largely driven by mail volume. For detailed information on the MID
volume requirements and such, refer to A Intelligent Mail for Letters and Flats Guide, posted on RIBBS.

M Volume rules for MIDs
9 digit Mailer ID
v 1 MID can be obtained without (Mailer) volume verified
v" 2" MID and additional MIDs require 1 million pieces with volume verified per MID request

6 digit Mailer ID
v 1-5 MID requires 10 million pieces per MID with volume verified

M Quantity rules for MIDs through the Mailer ID System
9 digit Mailer ID
V" ten (10)

6 digit Mailer ID
v’ five (5)

N

The MID system logic in assignhing MIDs are a function of the MID issuance rules. *
number of MIDs currently owned and the MID usage within the mailing supply chain
annual piece count of the associated CRID

possible customer overrides to Global Parameters for Maximum number of MIDs
required volume for initial/additional MIDs

Sk wbh PR

See also Exception Process in the section below *
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M Mailer ID requests can be for any of the following (refer to Figure 37 and 38):

request a 6 digit Mailer ID
request a 9 digit Mailer ID
request a specific Mailer ID

request an auto-generated Mailer ID (customer does not know what he/she is eligible for and lets the
system decide)

request the number of MIDs

A N NN NN

¥ Mailer ID can be used for any of the following programs (refer to Figure 38):

v" request Mailer IDs for Full/Basic Service, Full-Service One CodeACS, One CodeACS with One Code
CONFIRM, and One Code Confirm,

The user enters the quantity of requested MIDs, and then selects the Request MID button. If the user selects
the Cancel button, the user is redirected to the MID Summary screen (Figure 36).

UNITED STATES
POSTAL SERVICE» HOME | GATEWAY | HELP | SIGN OUT

No annual piece count found for CRID. Only 1 nine-digit MID can be issued.

Apply For a MID

Select the locations for which you waould like to apply for MID(s). You may apply for a maximurm of 10
MIOs per site in one request. Please revisit this page if yvou woauld like ta apply for mare than 10 MIDs
Use the drop down menu ta select either a 8 digit MID or a S-digit MID . If you will be mailing Flats using
wour newy MID prior to June 8 and intend to request ACS, please cantact the ACS Help Desk at
acsiEusps .gov for additional instructions.

MIDs associated with Package Services (baoth V5 and non-ev'3) are not issued through this system. If
you plan to use either of those services and require a MID, please contact the help desk at 1-877-246-
9693 option #1

Please fill in the following information

Size £ Affiliate £ Quantity |E Digit - GATEWAY NEWS - 0 Available j
MWumber of MIDs Requested I
< Cawcel ke‘qum m El
Site hisp Customer Service Forms Gov't Services Careers Privacy Polic Terms of Use Business Customer Gatewa
o <.

Figure 37: Applying for a MID

Mailer IDs for the Electronic Verification System (eVS), Product Return Service (PRS) and other Package
Services programs are not issued through the Mailer ID System. MIDs for these programs are handled
through the process independent of the Gateway. Mailers who are interested in these programs are advised
to continue to contact the Help Desk at 877-246-9693, option 1.
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UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGM OUT

MID Details
Edit a MID
SelectUnselect the programs you wish to addirernove and Press Update. Press Delete to delete this
MID
MID Select the Program Options
MID: 103256  FullfBasic Service

™ One Code ACS

I One Code ACS with One Code
CONFIRM

™ One Code CONFIRM

< Return Update > Dejete »

Figure 38: Mailer ID Detail page

The MID Application Details screen appears (Figure 38) when the user selects the Request MID button from
Apply for a MID page. The user must select at least one application for which the assigned MID will be used.
There are four possible applications.

e Full/Basic

e One Code ACS

e One Code ACS with One Code Confirm

e One Code Confirm

A user can elect to have the MID automatically generated, or request to have a particular MID assigned. The
user can also request the quantity of MIDs to be assigned, and then selects the Request MIDs button. The
MID Summary Screen appears when the user selects the Request MIDs button from Apply for a MID page
(Figure 39).This screen displays the MID(s) that the system created. When the user receives a new MID, the
MID Summary page displays with instructions on how to proceed with using Mailer IDs for which the MID has
been associated. The user’'s new MID assignment(s) is shown at the bottom of the Summary page along
with the program(s) that were selected to associate with it. The user can continue requesting additional MIDs
or return to the MID Summary (landing) page.

3.1.7 Mail ID Profile

From the MID Summary (assign) screen (Figure 39), a user has the ability to edit a MID profile by selecting
the MID hyperlink-enabled number (if the number is not hyperlinked, it means the MID has been delegated).
If the user selects the MID number, the system displays the Mail ID Details page, edit mode (Figure 41).

The user has the option to add or remove an application(s) using the Update button, or Delete an
application(s) associated to this MID (the system places this MID in an “inactive” status in this case).

If a user selects the Return button, the system redirects the user to the MID Summary (assign) screen
(Figure 36) without making updates or changes.
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MID Summary

FulliBasic Service
Thank you for applying for vour news USPS Mailer ID (MID). Yau are now able to use your news MID for
letters, flats and cards utilizing Full Service or Basic Service options.
If vou are selecting to use Full Service, please contact the ACS department at 1-877-640-0724 option #1

One Code ACS

Thank you for applying for vour new USPS Mailer ID (MID). Before yau begin using vour news MID you
must contact the Cne Code ACS support desk to complete your account profile, by calling 1-877-640-
0724 option #1.

One Code Confirm
Thank you for applying for vour new USPS Mailer ID (MID). Before yau begin using vour news MID you
must contact the One Code Confirm suppoart desk to complete your account prafile, by calling 1-800-

238-3150, option #1.

Cine Code ACS with One Code Confirm

Thank you for applying for vour new USPS Mailer ID (MID). Before yau begin using vour news MID you
must contact the Cne Code ACS support desk, by calling 1-877-640-0724 option #1, and the One Code
Canfirm suppart desk, by calling 1-800-238-3130, option #1, to complete your account prafiles.

Package Services (eVS Only) - Future Option in MID

To be assigned a MID for Package Services (V3 Only), please contact the eV's support desk at 1-877-
264-9653 aption #1.

Package Services (Mon-ev's) - Future Cption in MID

To begin using vour news MID vou must contact the One Code ACS support desk to complete your
account profile, by calling 1-377-248-09593 option #1.

The following MIOs have heen issued in response to your request.

New MID
MID: 900000080
Program(s) selected: Fullf Basic Service

Feguest More MIDs Feturn To Summary

Figure 39: MID Summary (review)

USPS® — Postal Service - User Access to Electronic Mailing Information and Reports Guide — Version 4.0 —6/25/2009 — Page 44

Copyright © 2009 USPS®. All Rights Reserved.



MID

You are about to delete MID 100014, Once delsted,
yol will not be able to retrieve this MID.

Do you wish to continue?
[ Continue | | Cancel |

Figure 40: MID deletion pop-up warning

Before the system executes the Delete function, a warning pop-up screen appears where the user has
the option to Continue or Cancel (Figure 40). If the user selects the Continue button, the MID Details
confirmation screen appears (Figure 41).

/A MID Details - Microsoft Internet Explorer ;lilil[
fle Edt Yiew Favortes Tools Help ‘ "
= ~ e 730 :
eﬁatk - \) - D @ \_h |f)search . ( Favorites -E} r{_g- & E ﬁ ‘ﬁ
Address I@ https:{feagnmnsgSae usps.com: 944 3updateMidDetails, dovmid=1000148crid=44301 1 484300=4 300841 00=41 0084 200=42008:4400=4400 j Go | Links >
UNITED STATES .
POSTAL SERVICE» Home | Sign Out

™~
Matler ID System

MID Details
Edit a MID

MID 100014 Was Successfuly Updated.

Select/Unselect the Applications vou wish to add/remove and Press Update. Press Delete to delete this MID

MID Select the Applications
MID: 100014 P ANMDC

¥ CONFIRM

¥ Full Service

¥ Postal One

(< Retura ) ( tpdate » ) | Defete >

Site Map Gow't Services Careers Privacy Polie Terms of Uze Business Customer Gatews:
. Postal
Ho FEAR Act EED Data FOls - !ﬁsl\d
=l
|&] pone | & [8 Local intransr k

Figure 41: Mailer ID Details page (edit mode) - update confirmation
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MID Summary

« Address Boolk Add Data Recipients 3

MID Search

©__ o Affilate [4431205 - GATEWAY NEWS 222034101 I_ @

Sparch > Reqguest 2 /D > n

Results
MID FaN Affiliate iy Data Profile
Q_ oo ATEWAY N add Profie 4G
00000021 GATENEY METWORE EditProfile )
100 W ILSOM 5T
ARLINGTOHN, Wi 2xiz-1001
@_ Qaooooeg

GATEWAY WAGAZINE
500 GLEBEST
ARLIMGTOM, W% 222 10-5001

Edit Profile

Figure 42: Mailer ID Summary page

3.1.8 Mail ID Profile

A user has the ability to create a Mailer ID Data Recipient Profile by selecting the Add Profile (from the
Mailer ID Summary page) or Remove MID Profile (from the Mailer ID Data Recipient profile). If the user
selects the Edit Profile hyperlink under the Profile Type section From the MID Summary screen (Figure 42),
the system displays the Mailer ID Data Recipient Profile page (Figure 42). This page is long, requiring the
user to use the scroll bar. Figure 42 below shows the upper section of the MID Profile page.

The Mailer ID Summary Overview (refer to Figure 42)

(2]

Request a Mailer ID. Takes the user to the Apply for Mailer ID page (Figure 42). User applies for a
MID from this Request for a MID button. See the section above on Applying for a Mailer ID.

Address Book. Takes the user to the Address Book feature. User starts the data recipient creation
from this link. See the section below on Mailer ID Address Book.

MID Search. Allows the user to enter a MID for which to search. MIDs that match the search criteria
are displayed as links when the searching user is the MID Owner. The link will take the user to the
Mailer ID Details edit page (Figure 38 and 41).

Affiliate Dropdown Menu. Allows the user to select a company for which to view a MID(s). The list
of companies is derived from the user’'s CRID profile as captured/identified by the Gateway customer
registration system. All company CRIDs associated to the user which has a MID privilege or role is
listed.
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e Mailer ID Affiliate (per Search Results). Any MIDs matching the search criteria are (results)
displayed as links when the searching user is the owner of the MID (or if the searching user is the
delegate of the MID). If the MID has been delegated, the user performing the search will not see a
link. If the user selects the MID hyperlink, the Mailer ID Detail page appears (Figure 41).

(6] Mailer ID Affiliate (delegated) (per Search Results). Any MIDs matching the search criteria are
displayed. If the MID is delegated, the link is disabled.

(7] Add Profile. Allows the user to create a MID profile. When a profile does not exists for the MID, the
user can select the link and be taken to the Mailer ID Data Recipient Profile page, top section, where
the user can set-up a MID profile (Figure .42).

(8] Edit Profile. )Allows the user to perform data distribution for the corresponding MID. When a profile
exists for the MID, the user can select the link and be taken to the Mailer ID Data Recipient Profile
page to associate to a service e.g., Full-Service ACS, Confirm and Start-the-Clock (Figure .43, 44,
and 45).

3.1.9 Mailer ID Delegation

In the Mailer ID Data Recipient Profile top section, the user can elect to delegate a MID. If the user elects to
delegate a MID to an affiliate (selects from Delegate dropdown and checks the Delegate checkbox) the
remaining portion of the screen becomes disabled as it (MID) can then only be updated by the selected
delegate. The dropdown (delegatee) options are all active entries in the user’s Data Distribution list, entries
extracted from the (signed-in) user's Address Book. Refer to the Address Book section below.

LIITED STATES
PCATAL SERVICE - |

_
Mailer ID (MID) Data Recipient Profile

e
MO & —o Shte: GATEWAY SERWVICES —
MFAEMT | (SR Heih
o, 1l 23
CRID: 5231370 —ﬂ
I Deegats the e s, 1 O Chats | i i b
£ b e o ¢ g e b [ -
[} th§ | L} i
Dalegates "
gvn Fepfds » gy fupm Anmure Mralyde ~ a
+ Badurw
ACS

Cheote one of the § spliens lirt_-ld belew to identify your data reciplents(s) oot

i rodine] e the Se

Figure 43: Mailer ID Data Recipient Profile - Delegation
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@ The Mailer ID Data Recipient Profile - Delegation Overview (refer to Figure 43)

(1)
(2]

Mailer ID. The Mailer ID for which the profile will be set-up.

Site Address. The business entity name and address for which the MID was created and as
captured during the gateway account set-up.

Delegate Checkbox. Allows the user to delegate the (displayed) MID by selecting the checkbox. An
entire MID is delegated, not individual data types. Selecting the checkbox disables all fields in the
data recipient sections.

Delegatee Dropdown Menu. Allows the user to select from the list of all active entries in the user’s
Data Distribution list.

Remove Profile Buttons. Allows the user to remove a profile. Depending on the mode, different
buttons will appear beneath this button:

During Profile Create-mode by a MID owner, the buttons will display as “CREATE MID” and “CLEAR
FORM”

During Profile Edit-mode by a MID owner, the buttons will display as “UPDATE PROFILE” and
“CANCEL UPDATE” AND “DELETE PROFILE"

During Profile Edit-mode by a delegatee, the buttons will display as “UPDATE PROFILE” and
“CANCEL UPDATE” AND “DELETE PROFILE"

3.1.10 Mailer ID Data Distribution

A user can select an existing data recipient or add a new data recipient for Full-Service ACS. If the user
elected to delegate this profile the remaining portion of the screen is disabled. A user can perform MID profile
updates by using radio buttons and selecting a delegate from dropdown menu, then select the “UPDATE
PROFILE” button. Refer to Mailer ID Delegation section above.

Each independent section for each service (e.g., Full-Service ACS, Confirm and Start-the-Clock) to associate
to the MID will be described in the section below. There are five options for Full-Service ACS data distribution
(Figure 44).

Full-Service ACS

No Full-Service ACS data distribution (selecting the radio button causes no data distribution profile to be
set-up for Full-Service ACS),

Send the Full-Service ACS data to the Preparer of the mailing (allows the user to select one or more from
the recipients list, selecting the radio button creates a static profile-Preparer for Full-Service ACS)

Send Full-Service ACS data to the holder of the MID on the mailing (selecting the radio button creates a
static profile-MID on Piece for Full-Service ACS)

Send Full-Service ACS data to Other-Single Recipient (allows the user to select one data recipient,
selecting the radio button creates a static profile-Complete for Full-Service ACS)

Send Full-Service ACS data to Other — Multiple Recipient(s) (allows the user to select one or more data
recipient, selecting the radio button creates a dynamic profile-Complete for Full-Service ACS). The
recipient multi-select box displays all active entries in the user’s data distribution list. When editing
recipients, the previously selected recipients are highlighted.
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ACS

Choose one of the 5 options listed below to identify your data recipients{s) Zalact
recipoants by clicking insics the Search bax, seralling thraugh the seschors, and elicking on
wour chaices. Farmuidp'e selecions, hald down e GTRL key [the Coemmand ki for Macs]
wihile clicking select ons

Mete: Deta recipiers can anly be selected from your Adcress Baok entnes Ifvou donot zee
waur intzrdad data recipient in the [sts below, please add the new recipient 1o your Address
Book

Mo data dissemination nesdad. Do not creste a profle far this data
= Mailing Preparer Send us deta tothe preparer of the mailing as identinsd bl

Allesy one ar more oF the fallewdng reciprents e receive my data based onisforrmatiar
contained inalactronic file submissions.

999599850, SOMFIRR - RMID FLACEHDLDER

Reciplentsfs]:
0 Mailer ID (MID) Haldar Send thic data o tha noldar of tha MID an the mailing

" Dither - Single Recipient Send this data o this single recipien:

Recipient: | 999393050 COMFIRM - MID FLACZHOLDER. =

& Dther - Multiple Recipient Z2nd this cata to the muliple recipient]s) ez iderified betaw

SERIRS0, COMNFIES - HID AL ACEHDLDER

Racipiant{s):

Figure 44: Full-Service ACS data distribution to recipient

Confirm

A user can select an existing recipient or add a new recipient for the Confirm service. A user can make
selections by using radio buttons and selecting from dropdown menus. There are four options for Confirm
data (Figure 45).

No Confirm data distribution (selecting the radio button causes no data distribution profile to be set-up for
Confirm),

Send the Confirm data to the Preparer of the mailing (allows the user to select one or more from the
recipients list, selecting the radio button creates a static profile-Preparer for Confirm)

Send Confirm data to Other-Single Recipient (allows the user to select one data recipient, selecting the
radio button creates a static profile-Complete for Confirm)

Send Confirm data to Other — Multiple Recipient(s) (allows the user to select one or more data recipient,
selecting the radio button creates a dynamic profile-Complete for Confirm). The recipient multi-select box
displays all active entries in the user’s data distribution list. When editing recipients, the previously
selected recipients are highlighted.

The radio button “Send this data to the holder of the MID on the mailing” should not be used and is not
supported for Confirm data distribution.
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Start-the-Clock

A user can select an existing recipient or add a new recipient for the Start-the-Clock service. A user can
make selections by using radio buttons and selecting from dropdown menus. There are four options for Start-

CONFIRM

Choose ene of the § optiens listed below te identify your data recipients{s) Zalact
racipiants by clicking insica the Search bax, scralling through the sesctions, and clicking on
waur chaices. Formuliipe selecions, hold down the CTRL key [the Cemmand key for iacs]
wihile clicking select ons.

Mete: Deta recipieris can anly be selected from your Sdc-ess Baok enfnes IFvow donat ses
waur intzrded dats recipient in the lists below, pleass add the new recipient 1o your Address
Bk

Mo data disseminatien needed [0 nal Sreale a peofile Tar this data
= Mailing Preparar Sand tis data to the praparer of ha mailing as idantifiad balows

Ll aine ar rrora o tha fallewinn recipents o recaiva my data oasad an infarratiar
contained inalectronic file submissions.

9999550, COMFIFRM - ID FLACZHOLOER.
Recipients{s):
0 Mailer ID (MID) Heldar Sond this data wthe holder of tha MID on the mailing.

" Dther - Single Recipient Send this data wo this single reipisn:

Recipient: | 999383650, COMFIRM - MID F_ACTHOLDER, =

% Other - Multiple Reclplent S=nd this data Lo the rmulipls recipeent{s) es idertified below

EFEIRIES0, CONFIER - HID ALACEHDLOER

Reclplent(s):

Figure 45: Confirm data distribution to recipient (middle of Profile edit page, using scroll bar)

the-Clock data (Figure 46).

No Start-the-Clock data distribution (selecting the radio button causes no data distribution profile to be

set-up for Start-the-Clock),
send the Start-the-Clock data to the Preparer of the mailing (allows the user to select one or more from

the recipients list, selecting the radio button creates a static profile-Preparer for Start-the-Clock)
send Start-the-Clock data to Other-Single Recipient (allows the user to select one data recipient,

selecting the radio button creates a static profile-Complete for Start-the-Clock)
send Start-the-Clock data to Other — Multiple Recipient(s) (allows the user to select one or more data

recipient, selecting the radio button creates a dynamic profile-Complete for Start-the-Clock). The
recipient multi-select box displays all active entries in the user’s data distribution list. When editing
recipients, the previously selected recipients are highlighted

The radio button “Send this data to the holder of the MID on the mailing” should not be used and will not be

supported for Start-the-Clock data distribution.
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ETART THE CLOCK

Choose ene of the § options listad below to identify your data recipientsis) ><lact
reciprents by clicking insice the Search box, scralling through he seactionz, and clicking on
waur chaices Formulip's selecions, hold down the CTRL key [1ne Cemmand key for Macs]
wihile clicking selectons.

Mote: [aa reciplarts can anly be sescted rom your Sdoress Book entres I you donal ses
waur interded data recipient in the sts below, pleass add the new recipiznt o your Address
Eook

' Mo data dissemination needed [0 nal create a prodls for this data
" Mailing Preparar =and this data to the prapaner of ha mailing as idantifiad baloe:

Bllew one ar mara of tha fallewing recipiants to racaive my data nasad on infarmstion
contained inelectronic file submissions.

99999350, COMFIR - MID PLACEHOLDER

Recipients(s):
 Mailer ID (MID) Helder Zend this data w the holder of the MID on the mailing.

' Dether - Single Reclplent Zend this deta o this single recipiant

H.;lpl. nt: |FIFIF|FIPIFIFEE|'I. CONFIRKM - MID FLACEHDLDER :J

& Other - Multiple Recipient Sand this cata to the mul pla recipent]s) &3 icemifien beow

LAEAEAESL, COMFIEM - MID S ACEHDLOER

Recipient(s):

Save Pradile = | Clear Fors Ramrove Profils =

« Ratmn

porighe® 2009 USFS. A faghe Asesrvsd. Mo FEAR Ad EED Data

Figure 46: Start-the-Clock data distribution to recipient (bottom of MID profile edit page)
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3.1.11

Mailer ID Address Book

The Address Book screen appears when the user selects the Address Book link from the MID Summary

page. The Address Book feature allows a user to maintain a list of Mailer ID data recipients. Refer to
Figure 47.

A users has the option to enter a MID and the system will display a pop-up (below) to verify the recipient
to be added. At this point, the user can add the entry to the Address Book by clicking the Continue button
or by Clicking the Cancel button. Refer to Figure 48.

ZJ MID Address Book - Microsoft Internet Explorer

1|

Eile Edit Wiew Favortes Tools Help

| &

Om-O- NEG l=w

e search < Favorkes 520
I§ o,

Address |ﬁj https:/ eagnmnsgSae.usps, com: 9443/ addressBook, do?customerCrid=4430114

| Bee ‘Links ®

UNITED STATES

POSTAL SERVICE « Home | Sign Out

> |
Mailer [ System
Address Book

Please enter a Mailer ID owned by the Customer that wou would lie to add to your address book

MID
(i) (Meamy>
Address Book Entries
MID: 100004
ACCENTURE (DUKE)

9011 FAIRGROUNDS PKWY Lo L
SAM ANTONIO, TX 75235-4540

MID: 100003
Talley Chiropractic Tt
2025 EDISON AVE Cadil i
GRANITE CITY, IL 62040-4514

MID: 100000

Talley Chiropractic

2025 EDISON AVE

GRANITE CITY, IL 62040-4514

( Dasate Entry =)

|@&] pore

Figure 47: Address Book

=
N - N = T —

USPS® - Postal Service - User Access to Electronic Mailing Information and Reports Guide — Version 4.0 —6/25/2009 — Page 52

Copyright © 2009 USPS®. All Rights Reserved.



4 MID Address Book - Microsoft Internet Explorer = 5|[

Eile  Edit ‘Wew Favorites Tools Help ‘ l':'

Qe - ) - %] B n ) ssareh 57 Favories 2) SR = K 3

Address |2§] https: /feagnmnsgSae. usps. com: 344 3addressBook do7customer Crid=4430114 =k ‘Lmks »
UNITED STATES
POSTAL SERVICE» Home | Sign Out

Mailer ID System

Address Book

Please & Address Book your address hook.

MID I' The following address corresponds to the MID you have entered
Is this the recipient you intend?

< Retarn|
MID: 100013

VATTEROTT COLLEGE-8T AMM
3925 INDUSTRIAL DR

SAINT ANN, MO 63074-1807

< Cancel Continge >

MID: 100003

Talley Chiropractic

2025 EDIZON AVE

GRAMITE CITY, IL 62040-4514

Mre!e En.try >

MID: 100000

Talley Chiropractic
2025 EDISON AVE
GRANITE CITY, IL 62040-4514 LI

[&] bane [T T | |3 & tocal intranet 3
Figure 48: Entering a MID in Address Book

Defete Entry »

3.2 Mail.dat

3.2.1 Overview

The Mail.dat file format is an electronic data exchange with the PostalOne! system. To participate in the
PostalOne! program, the files and fields must comply with the PostalOne! Mail.dat file formats. Technical
details concerning Mail.dat file format and content are provided in the Postal Service Mail.dat Technical
Specification.

Participants must successfully transfer version 09-1 Mail.dat files to the Testing Environment for Mailers
(TEM) PostalOne! System before transferring version 09-1 Mail.dat files to the Production PostalOne!
system. The Production Environment will be used by all customers that have been validated in the TEM
environment by the USPS to start sending the transaction/messages. Refer to the section 3.5 regarding the
TEM.

TEM will support Mail.dat Versions 08-2 and 09-1. Mail.dat version 08-1 will no longer be supported for new
mailers not currently engaged with the USPS. This environment is integrated with the login procedures for
the new Business Customer Gateway system, allowing Mailers to use the same Username and Password for
the TEM. The TEM environment will support both the existing Mail.dat Transfer Applet or Batch Processor,
and the new file upload infrastructure.

Note. Currently only the Mail.dat version 09-1 supports the Full-Service option. To use Mail.dat version 09-1,
a Customer Registration ID (CRID) and Mailer ID (MID) are required. For more information, refer to the
Postal Service Mail.dat Technical Specification.

To begin participating in Mail.dat a user must first request and get approved for access to the Manage
Mailing Activity service. Once the request for the Manage Mailing Activity is approved by the BSA (user will
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receive a notification by email), the user logs in to the Business Customer Gateway and clicks on the
“Electronic Data Exchange” link on the left-hand side of the screen on the Business Customer Gateway user
homepage. Refer to Figure 49.
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Figure 49: Electronic Data Exchange Link

3.3.2 Mail.dat Test Environment

The Postal Service provides a Test Environment for Mailers (TEM) to allow customers to practice and hone
the ability to send electronic documentation information to the U.S. Postal Service Business Services and/or
online applications. The TEM replicates a Postal Service production-like environment. eDoc file layouts and
corresponding file submission or creation software preparation can all be tested prior to participating in “live”
mailings. Refer to the Postal Service Mail.dat Specification and the Postal Service Mail. XML Specification
guides for detailed requirements. Refer to section 3.5 for information on how to access the TEM.
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Mailers must work with the help desk to start the process of validating files, software and executing test
criteria which must all be completed in the TEM environment. Refer to section 3.5 for information on the TEM
process.

Production Environment

For Production use, under the “09-1 Mail.dat Production” heading, click on “Download Client Application
(Windows)” or “Download Client Application (Solaris)”.

Electronic Data Exchange

’ Mail.dat Support for Production

il h Pr 4

File Valicator

File Transter

Mefrics Search
tefrics - File Transfer

[rata exchange testing with Postal Ore! Customer Suppont is required priorto activation for all electronic data exchange methods otherthan Postal
Wizard. The PostalOne! system provides customers with a Test Envitonment for Mailes (TEM) to allow submizsion of jobs for validation processing in a
non-production environment. Thiswill provide mailers a way to test thair file layouts and coresponding file submissiondcreation sothware prior to
submitting jobs to the production application. The TEM environment will process the submitted files for the same validations that will be found in the
production enwironment. It will also capture, log and display the emor information in the same manner as the production environment for the mailers
uze in updating file layout and sofbware processing.

Onoe you have downloaded the appropriate sothware (if applicable) wou will initiate the test process by sending the Help Desk an email notitying them
they are ready to begin testing. This email should include:

a. Company Hame

b. Contact Name

¢ Phone Number

d. Data Exchange Method (Bdail.dat, tiai
Test Environment for Mailers (TEM)
9.1 Mail.dat 08-2 Mail.dat
09-1 hail clst Guide 08-2 hail st Guide:
Doswniload Chert Application (Windows) Download Batch Processor
Dowvniload Chert Application (Solaris) File Yalickator
Start Testing - Hotify Help Desk Start Testing - NHotify Help Des!
File Tranzfer
Metrics Search

|Mail.xml Postal Wizard
hdail ol Guiche Postal Wizard Guide
Start Testing - Notify Help Desk Start Testing - Notify Help Desk

Submit Postage Statements

[Electronic Verification System (EVS) Parcel Return Service (PRS)
EY'S Guide PRS Guide:

EV'S Process PRS Process

Start Testing - Hotify Help Desk Start Testing - Hotify Help Desk

Figure 50: Access to software in the TEM for Mail.dat versions 09-1 and 08-2

3.3  Mail. XML

3.3.1 Overview
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Mail. XML is a complement to Mail.dat; participants of Mail.dat can continue to use it as a database but can
use the Mail. XML for communication, automation of business to business processing and getting Full-Service
feedback in near real time. Mail. XML version 6.0 specifications is composed of families of related messages
that provide all the capability that Mail.dat specification provided, as well as business function support that
Mail.dat did not provide. Refer the Postal Service Mail. XML Technical Specification for full details.

As part of PostalOne! support for the Full-Service program, Mail. XML 6.0 Web Services messages will
provide an alternative to and replaces the current Wizard Web Services (WWS).

The Mail. XML version 6.0 is used for providing data feedback to you for Full-Service, such as Start-the-
Clock, Container Induction Scans, Full-Service ACS COA and Nixie detail records, as well as verification
errors or By/For information mismatches.

3.3.2 Mail. XML Test Environment

The TEM environment is used for software approval processes for all mailers prior to moving into production
environment. Mailers must work with the help desk to start the process of validating software and executing
test criteria which must be completed in the TEM environment. Refer to section 3.5 for information on the
TEM process.

Production Environment

The environment will be used by all customers that have been validated in the TEM environment by the
USPS to start sending the transaction/messages.

3.3.3 Mail.XML Push Data

For the Mail. XML Push data, the USPS invokes a Customer’'s Web Services. Through the Push Subscription
Profile, a customer can register with the Business Customer Gateway as a subscriber of detail data (Delivery
messages). The customer can register to automatically receive either the detail data or the notifications as
they pertain to Start-the-Clock, Container Visibility Scans, Full-Service ACS COA and Nixie data. Refer to the
following section, Push Subscription Profile.

3.3.4 Push Subscription Profile

The Push Subscription Profile is a business service, which provides the ability to setup data distribution
profiles and a “push” method of data distribution to customers or their affiliates.

Note: To receive Full-Service push data the customer must set up a business account using the Business
Customer Gateway. A new or existing customer, after completing the Business Customer Gateway approval
and request access steps for the Manage Mailing Activity service, must also set up a push subscription
profile (accessed through Mailing Reports). This activation process enables data distribution control. Data
distribution is driven by data provided in the eDocumentation to the PostalOne! system with the By/For
relationship. The MID profile if set up by the customer, take precedence on authorization rules over the
electronic documentation data.

The Push Subscription Profile provides the ability to set up data distribution profiles and methods of data
distribution through subscriptions. Refer to the PostalOne! Mail XML Technical Specification.
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Figure 51: Push Subscription Profile access

3.3.5 View Push Subscription(s) Data

From the Mailing Reports page (Figure 51), the user clicks on a link named, “Push Subscription Profile”. The
system will display the Full-Service Push Data Profile page that lists all message types along with the
Business Entity’s subscription status for each message type. A user selects a business entity from the
dropdown menu to refresh the table containing the Message Type, Status and Actions columns. Refer to
Figure 53.

Each message type is listed with three data elements.
1. Message Type. The name of the message, which can be either of four types.
a. Full-Service Address Correction
b. Full-Service Container Visibility
c. Full-Service Nixie
d. Start-the-Clock

2. Subscription Status. The status indicates whether the business entity has a subscription for the
Message Type. Possible values include: Subscribed to Data Push, Subscribed to Data Notification, or
Not Subscribed.

3. Actions. For a Message Type that the business entity is already subscribed, there will be two
hyperlinks “Edit” and “Unsubscribe” that allow the user the option to edit or unsubscribe to a
subscription.
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Business entity: I Salact One 'l

4 Possible subscriptions found, displaying 1 to 4 [Prevw] 1 [Mext]
Message Type SubscHption Status Actions

Full Service fddress Correction Subscribed to Data Push Edit | Unsubsecribe

Full Service Container Wisibility Subscribed to Data Motification Edit | Unsubscribe

Full Service Nixie Mot Subscribed Subscribe

Start the Clock Mot Subscribed Subscribe

Figure 53: Subscriptions and Messages System-returned Screen

3.3.6 New Push Data Subscription(s)

From the Full-Service Subscriptions and Messages System-Returned Screen page, if the user clicks on the
Subscribe link for a message type, the system displays a new Push Data subscription page (Figure 53).

The user selects from the Push Type dropdown menu and enters all the required fields then clicks submit to
subscribe to a Message Type. (See Figure 54)

Subscription data form

Push Type: [gojactOns ~

Enter the detail of the external system receiving the data/notification below.

Userid:

Password:

I
Confirm Password: I
I

Web Service URL:

Push start date:
Frequency: [SoioctOne =

Last modified by(user id}: FW]2B0

Last modified date:  10/23/2008

Submit cancel

Figure 54: Push Data Subscription (subscribe mode)

3.3.7 Edit Push Data Subscription(s)

On the Subscriptions and Messages System-returned screen (Figure 55), if the user clicks on the Edit link for
a subscribed message, the system will display the subscription profile in the edit mode. A user must first
select the Message Type from the Push Type dropdown menu, and has the option to change or update the
required field(s) and then click submit
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Subscription data form

PushType:  [SgjantOne =

Enter the detail of the external system receiving the data/notification below.

User id: I

Password:

Confirm Password: I
Web Service URL: I

Push start date:
Frequency: SelectOne =

Last modified by{user id): FWJ2B0

Last modified date: 10/23/2008

Submit I Cancel
Figure 55: Edit Push Data Subscription (edit mode)

3.4 Postal Wizard

The Postal Wizard (PW) uses a secure protocol to submit postage statements online. The PW can be used
when no electronic documentation is necessary.

A Mailer who elects to use the Postal Wizard applies for user access through the Business Customer
Gateway. To access the Postal Wizard, a user requests the Manage Mailing Activity service (Refer to the
section on Business Services to learn how to request a service). Once the request for the Manage Mailing
Activity is approved by the BSA (user will receive a naotification by email), the user can log in to the Business
Customer Gateway. The user then selects the Postal Wizard under the Manage Mailing Activity menu (Figure
56). To claim Full-Service, a mailer must check the Full Service indicator checkbox on the Postage
Statement (Figure 57), and enter the Mailer ID (Figure 58).

Full-service information is visible to the users from Postal Wizard on the postage statements through the
Dashboard. Such information includes the full-service indicator, and other mailing information (Permit Type,
Permit Number, postage statement sequence number, total number of pieces, class of mail, and processing
category).

Users must click the checkbox to indicate a mailing is Full-Service for the Mail Class. Mailers must input
specific information necessary for full-service including the six (6) or nine (9) digit Mailer ID or Mailing ID, the
lowest piece ID (6 or 9 characters) and highest piece ID (6 or 9 characters), and Dispatch information. Refer
to Figure 57.

Postal Wizard cannot be used with full-service Periodicals and BPM mailings, even if under 10,000 pieces.
For Full-Service mailings using the Postal Wizard, only the owner of the mailing permit will receive Start-the-
Clock information. For the Basic option Mailers electing to use eDoc with Postal Wizard or elect to use Postal
Wizard under Submit a Form to submit their postage statement information must satisfy the eligibility
requirements (refer to the Guide to Intelligent Mail for Letters and Flats for information on the Full-Service
and/or Basic options conditions when using the Postal Wizard. A summary of the conditions are as follows:

O Each mailing must be accompanied by presort and price documentation produced by (Presort
Accuracy Validation and Evaluation) PAVE -certified or MAC-certified software or by standardized
documentation. The exception is for mailings of fewer than 10,000 pieces, where presort and price
documentation is not required, if postage at the correct price is affixed to each piece or if each piece
is of identical weight, and the pieces are separated by price when presented for acceptance.

O Mailers may use a single postage statement and a single documentation report for all price levels in
a single mailing.
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O Standard Mail mailings prepared under the Value Added Refund procedure or as combined mailings
must meet additional standardized documentation requirements under DMM 604.9.0, Refunds and
Exchanges, and 705.5.0, First-Class Mail or Standard Mail Mailings with Different Payment Methods.
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O Figure 56: The Accessing the Postal Wizard
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O Figure 57: The Full-Service indicator box (after the postage statement type is selected, First-Class
Mall in this example)
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UNITED STATES
POSTAL SERVICE« HONE |

Manage Mailing Activity
Home > Postal Wizard > Postage Statement
Postage Statement
Summary First.Class Mail - Permit Imprint » Postage Statement Entry

Mailing Information

Home

Balance and Fees

Postal Wizard
Electronic Data Exchange - denotes required fields
Mailing Reports Mailing Date: 05/26/2009
Post Office of Mailing: ROANOKE VA 24022-3998
Dashboard

Statement Sequence No -
Manage Permits Federal Agency Cost Code:
Customer Reference 1D:
* Mailer 1D:
Mailing 1D:
Lowest Piece ID:
Highest Piece 1D:
Address Matching and Coding

Enter any address matching or canier route sequencing dates that are applicable to your mailing. If multiple address lists are used enter the oldest matching
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Address Matching Date for Automation Price: -]
* Number of Containers
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2 EMM Trays:
Flat Trays:
Sacks:
Pallets:
Other:
Is this mailpiece an enclosure within another class of mail?
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Line ltems
»Part A - Automation Prices
P Discount Number of Pieces Price
Cards
A1 |5-Digit 0.208
Az |3-Digit 0218
A3 |AADC 0.220
As |Mixed AADC 0.230
Letters
A5 |5-Digit 0335
A8 |3-Digit 0.357
A7 |AADC 0.360
Az |Mixed AADC 0382
Previous Step: Account Verification Next Step: Confirmation
Information
< Back Continue >

Bermit Entry —> Verify Account > Postage Statement Entry

Home | Site Map | Help | Customer Care | Feedback | Sign Out

Figure 58: Mailer ID must be entered during the Postage Statement Entry screen

3.5 Test Environment for Mailers (TEM)

The Test Environment for Mailers (TEM) is designed to allow customers to practice and hone the ability to
send electronic documentation information to the U.S. Postal Service system. Mailers upload files to a Postal
Service production-like environment of the Postal Service system. This test environment provides Mailers a
way to test file layouts and corresponding file submission and/or test creation software that create electronic
submission documentation prior to participating in the production environment. The TEM will process
submitted files for the same validations that are found in the production environment. The TEM will also
capture, log, and display error information in the same manner as in the production environment. Mailers in
turn can make adjustments or modification to file layouts and software processing.
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The TEM currently supports the 08-2 Mail.dat and 09-1 Mail.dat; and Mail. XML file formats. Only Mailers
currently engaged with 08-1 Mail.dat format will be supported in the production environment. The TEM will
not support new mailers who wish to use Mail.dat 08-1, but will continue to support Mail.dat 08-2 through the
existing Transfer Applet or Batch Processor.

Mailers who wish to test Mail.dat 08-2 and 09-1 can do so using the TEM. Mailers who wish to participate in
Full-Service are required to submit Mail.dat version 09-1 and pass test criteria in the TEM. Steps that guide
Mailers through the TEM are outlined in the Intelligent Mail Full-Service checklist, which is available on the
RIBBS Website at www.ribbs.usps.gov.

Mailers must validate version 09-1 Mail.dat files in the Testing Environment for Mailers (TEM) before sending
version 09-1 Mail.dat files for Full-Service mailings. Mailers that use Postal Wizard are not required to send
their postage statements to the TEM; however these mailers must conform to the conditions for using the
Postal Wizard. Refer to the Postal Wizard section of this guide.

3.5.1 Accessing the TEM

To use the TEM a user must have a Mailer ID (MID) and CRID. For most customers, a MID can be requested
through the Mailer ID system, accessed through the Gateway. The CRID is assigned by the Gateway
customer registration system when an account is set-up by each user. To obtain a MID through the Mailer ID
system, a customer must first request access to the Mailer ID system using the Gateway Request Access
system (Refer to section 2.5 to learn more about new users requesting a service).

To access the TEM, a user must request the Manage Mailing Activity service (Figure 59). Once the request
for the Manage Mailing Activity is approved, the user logs in to the Gateway and clicks on the “Electronic
Data Exchange” link on the left-hand side menu of their homepage (Figure 60).

Access is through the Manage Mailing Activity service

Bl Benslddieis 8

Belect s Buswess Service

Faars b gty b e ks o el o B B 11
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Figure 59. Requesting the Mailing Activity Service to access the TEM

Figure 60 The Electronic Data Exchange link (exploded view)

3.5.2 The Full-Service and Basic Checklist

To successfully conduct testing in the TEM, customers are recommended to follow the Intelligent Mail Full-
Service & Basic Checklist posted on RIBBS. The checklist is designed to help mailers navigate the Mail.dat
09-1 file format requirements for electronic documentation and to assist with migrating to the Full-Service
option. The checklist provides step-by-step tasks and accompanying worksheets for data set-up requests.
Steps include a review of suggested Guides for technical considerations and for constructing Intelligent Malil
barcodes, making plans for feedback, establishing access to the Business Customer Gateway, designing
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and validating barcodes. The Checklist also outlines the TEM process. The TEM process includes test
scenarios for mailers to complete. Refer to Appendix Intelligent Mail Full-Service and Basic Checklist on
RIBBS for updated Test Criteria.

3.5.3 TEM Process

The following section describes the TEM process. The recommended steps to complete the TEM process
are summarized below, and are described in more detail in the section that follows.

TEM Process — A Quick Reference

v" Logo on to the Business Customer Gateway and access the TEM through the Electronic Data
Exchange link.

v Download Client Software if testing Mail.dat 09-1(or the batch processor application, file validator
and transfer applet for Mail.dat 08-2)

v Notify the Help Desk by email that practice files will be sent to the TEM and submit Data Set-up
Request worksheet

Begin practice runs using the test scenarios
Notify the Help Desk by email to start the validation of test scenarios, after successful practice runs.

v" Complete the TEM process by executing the test scenarios and meeting the criteria (the Help Desk
monitors and records)

AN

v Wait for authorization from a USPS representative to begin submitting Full-Service mailings.

TEM Steps

® Access the TEM. The user clicks the “Go to TEM” link on the Electronic Data Exchange page to
enter the TEM (Figure 61). Once in TEM, to return to the Gateway the user can select the “HOME”"
link, located at the top right corner (Figure 62). A popup window will display, notifying the user is
leaving the Business Customer Gateway (Figure 63). If the user clicks a “Go to TEM” link, the first
screen to appear is the Summary Transaction Information page after clicking the Electronic Data
Exchange link from the user's homepage (Figure 64). This Summary screen is considered the TEM
homepage (Figure 63).
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Figure 61: Go to TEM link
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Figure 62: Leaving the TEM back to the Gateway
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Figure 63: Leaving the Business Customer Gateway to enter the TEM
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Figure 64:

Selecting a particular Mail.dat version
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Once inside the TEM, the user will have access to the same functionality as in the Production
environment. Refer to the selection options under the Manage Mailing Activity menu. These supporting
functions can be used when customers practice and execute the test scenarios.

* Summary (TEM homepage) to review transaction information (Figure 64-1)

» Balance and Fees (PostalOne!) to check balance and fees (Figure 64-2)

» Dashboard (PostalOne) management system) to submit and view jobs electronically (Figure 64-3)
» Electronic Data Exchange to download client software (Figure 64-4)

* Mailing Reports (PostalOne!) to access PostalOne! reports (Figure 64-5)

¢« Manage Permits to manage permits (Figure 64-6)

UNITED STATES You are in the Test Environment for Mailers (TEM)
POSTAL SERVICE« HOME | HELF | CUSTOMER CARE | SIGH OUT

» Home I
= Bummary - -
Transaction Information
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+ Postal Wizard 1 05/20/2000 Pl 526 \R‘riANDKE' Permit Refund Nt $0.00 $200.000 00 $000,000.00  Wa |17 (18 [19[30 31 2233
24 |25 |26 |27 |28 [20 |30
) ROANOKE,
+ Electronic Data Exchange | 2 05/20/2008 P| 526 A Fee Payment  HiA $000  -$125.00 fo00 Hea (3
+ Mailing Repaorts 3 O5/20/2000 Pl 526 SgANDKE' Fee Payment  Hia 000 -F195.00 FO00 M Fee Expiration
» Dashboard 4 05/20/2009 P| 526 SgANDKE' Fee Payment  NiA $000  -§185.00 sooo  wa  Library
R OAHOKE, Mailing &uidecThiht 2007
+ Manage Permits 5 05/20/2000 Fl 526 v Fee Payment  HiA 000 -F185.00 F000 M
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Figure 64-1: Summary page to review transaction information (TEM homepage)
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Figure 64-2: Balance and Fees to check balance and fees using PostalOne!
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Figure 64-3: PostalOne! Dashboard

USPS® - Postal Service - User Access to Electronic Mailing Information and Reports Guide — Version 4.0 —6/25/2009 — Page 68

Copyright © 2009 USPS®. All Rights Reserved.



o - ® P
¥ Manage Mailing Activity il e~
* Home Home = Electronic Data Exchange
# Burmmary Electronic Data Exchange

# Balance and Fees

Mail.dat Support for Production

09-1 Mail.dat Production
Dowviload Cliert SApplication (Mindows
Dovvnload Cliert Application (Solaris

08-1 / 03-2 Mail.dat Production
Diowenload Batch Processor

File aliclator

File Transfer

detrics Search

tdetrics - File Transfer

3 Postal Wizard /

# Electronic Data Exchange

# Mailing Reports

# Dashhoard
[rata exchange testing with Posta! e Costomer Supportis required priorto activation for all electronic data exchange methods

other than Postal Wizard. The Posta! Omed systemn provides customers with a8 Test Environment for Mailers (TEM) to allow
submission of jobs forvalidation processing in a non-production environment. Thiswill provide mailers a way to test their file
layouts and corresponding file submissiondcre ation software prior to submitting jobs to the production application. The TEM
environment will process the submitted files for the same validations that will be found in the production environment. [t will also
capture, log and display the ermorinformation in the =ame manner azthe production environment for the mailers uze in updating
file layout and software processing.

% Permit Profile

Once wou have downloaded the appropriate software (it applicable), you will initiate the test process by sending the Help Desk
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Figure 64-5: Mailing Reports to access PostalOne! reports
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Figure 64-6: Managing permits

USPS® - Postal Service - User Access to Electronic Mailing Information and Reports Guide — Version 4.0 —6/25/2009 — Page 70

Copyright © 2009 USPS®. All Rights Reserved.



@ Download the client software. Once inside the TEM, the user downloads the appropriate client
software to transfer Mail.dat files (Figure 64-4). Refer to the Postal Service Mail.dat Technical
Specification for detailed information on file processing, software and hardware requirements, and step-
by-step instructions on how to use software applications available from the TEM. The following
summarizes the four ways to submit Mail.dat files to the PostalOne! system.

v" The Transfer Applet client, available on the PostalOne! website (link from TEM), manually transfers
Mail.dat 08-1 and 08-2 files.

v The Batch Process application for Mail.dat 08-1 and 08-2, when scheduled, automatically transfers
Mail.dat files to the PostalOne! File Upload Server

v The new Mail.dat 09-1 PostalOne! client allows for manual transfers of Mail.dat 09-1 and beyond
files. See also section below

v" The Batch Processor application for Mail.dat 09-1 and beyond, when scheduled, automatically
transfers Mail.dat files to the PostalOne! File Upload Server using password protection and
authenticated by the Gateway customer registration system.

3.5.3.1 Mail.dat 09-1 PostalOne! client software

The section that follows describes the Mail.dat 09-1 software applications available to the user from the TEM.
Refer to the Postal Service Mail.dat Technical Specification, Appendix A, for detailed installation instructions
and user guidance.

B PostslOne! Mail.dat Client Application 1.0.53-05072009-TEM =8 [EOH| 3|

EUMT‘%)SSTATES . PostalCne! SITE | HELP

Existing Users New Users

Fill in the following information: Register now for USPS PostalOne! services through
the Business Customer Gateway, When the

e registration s complete, & username and password
will e pravided to access this agplication
Passwerd [

Eorgot Password

| Signin> I (_SignUp> |

Restricted Information

WARNING! FOR OFFICIAL USE OHLY

This s a U,3, Govammart somputer system and is intendad for official and cthar authorized use only. Unauthorized access of usa of this systam may subject violators 1o administrative
action, olvl, and/or oriminal presacution undar tha Unktad States Criminal Coda (Ttla 18 U5 C. § 10303, Al information on this computer systam may be monitorad, rtaroapted, recordad,
raad, ooplad, or captured and disalosed by and to authorizad parsonnal for official purposas, including orminal prosacution, Any authortzad or unauthorizad usa of this computer £ystam
signifies censent 1o and complance wih postal servica polloes and thasa terms.

Figure 65-1: Client Application (09-1 Mail.dat) — Sign In

Once the user downloads the Client Application for Windows or Solaris for 09-1 files, the user clicks the
application run-mdclient which will open the Sign In page. This Sign In interface requires the user's Gateway
username and password (Figure 65-1).
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B3 PostalOne! Mail.dat Client Application 1.0.53-05072009-TEM =N B

gggg?s‘sgﬂrfs . ' PostalOpel SITE | PERSONAL PROFLE | HELP | LOGOUT

*Upload Metrice SEgettingsT

SEeb ValidationUpload ™

¥y § Common Errars Summary i

Filter Criteria
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[psz0r2008 |

By Job 1D:

e —

By Mailing Facility ID:

Select: Al | Mone

¥ 8221270
v 5221272
[V 5221273

[ Submit )

Figure 65-2: Home Page - Validation Upload History

After the user signs in, the HOME page of the Client Application appears (Figure 65-2). There are two tabs —
Validation/Upload History and Common Errors Summary. On the Validation/Upload History page, the user
selects the date range and any other filters as necessary ( Job ID or Mailing Facility ID) and then clicks
Submit. Any jobs that have been uploaded and their status will display.

B PostalOne! Mail.dat Client Application 1.0.53-05072009-TEM [= ==
gg;{ffssgg%” PostaiCne!f SITE | PERSONAL PROFILE | HELP | LOGOUT

© T Settings”

idationfUpload™ ' "Upload Metrice

Carmmon EFrars Summmary

WalidationfUipload Histary

Print | Export
Mailing # of Errors Total #
Facility ID Last 30 Days of Errors Most Common Error Total Occurrences
5221270 14 14 |Reguired Field Missing: Closing Character is & required field in the mpa fi... 2l a
6221272 0 0| 1}
5221273 0 0| o
Figure 65-3: Home Page - Common Errors

On the Common Errors Summary page, the user will see errors that have occurred and how many times they
have occurred during upload (Figure 65-3)
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B2 PostalOne! Mail.dat Client Application 1.0.53-05072009-TEM = 5

UMTEESSTATES 3 FostalOne! SITE | PERSONALPROFILE | HELP | LOGOUT

Bvalraaton pioa s Upload Metrics” T Setngs

Job Validation/Upload

Jobs selected for validation/upload:

No jobs selected

Add Jobs

Figure 65.4: Job Validation/Upload

The user clicks the Job Validation/Upload tab in the red menu bar and will see the link for adding jobs (Figure
65-4). When the user clicks the Add Jobs link, a browser box appears to locate the files to upload.

B2 PostalOne! Mail.dat Client Application 1.0.53-05072009-TEM

=8 ol 55T

UMTEE!SSTATES 3 PostaiOnel SITE | PERSOMAL PROFILE | HELP | LOGOUT

Jobvalidation/ipioad Lo Upload metrics * Settings

Upload Metrics

Choose a metric report: Choose a date range:
Origingl Job= Summary = From: azzizoos (2| To:  [pspaoos [j! [ View Report> |

Original Jobs SUmmary

Original Jobs Summary (location)
System Succass Rste

File Transfer Totals

Average File Size

Aversge Submission Time
Postage Summary by Week
Fostsge Summary by Mailing Facility

Figure 65.5: Upload Metrics

The user clicks the Upload Metrics tab in the red menu bar and selects criteria to generate a metrics report of
the jobs uploaded (Figure 65.5).
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The user reviews which jobs were successful or failed during Validation or Post-Upload. Metrics reports can
be exported or printed (Figure 65-6).

EZ PostalOne! Mail.dat Client Application 1.0.53-05072009-TEM

E UNITED STATES
POSTAL SERVICE

®

==

PostalCne! SITE | PERSONAL PROFILE | HELP: | LOGOUT

JonValdation/Upload Upload Metrics™

Upload Metrics

Choose a metric report:

“Settings"

Choose a date range:

[origiral Jets summary =] From:  [wzzzos [ Te:  [oemacoos | | ( View Report> )

Original Jobs Summary

Print | Export
Original Jobs Update Jobs
Validation Post-Upload Validation Post-Upload
Job ID Jobs Successful  Failed Errors Erfors Jobs Successful  Failed Errors Errors Total .Jobs
prod900t 1 1) 1 1 1) 0 (1) 1] a 0 1]~
swiestd? 1 o 1 1 o 0 0 o a o 1
Totals: 2 0 2 2 0 0 0 ] ] 0 2

Figure 65-6: Upload Metrics - View Reports

The user sees which jobs were successful and failed, and where errors occurred during validation or the
post-upload (Figure 65-6).

B2 PostalOne! Mail.dat Client Application 1.0.53-05072009-TEM [=[@]==]
UNITED STATES

PostalOne! SITE PERSOMAL PROFILE HELP LOGOUT
AL SERVICE ‘ LR |

JopValidation/Uptoad Upload vetrice”

g FilE: Tor afion  Batch Canfiguration

Log File Location

I[Enterfi\epathhere] \ Browse... l| (73

Cancel [ oK |

Figure 65-7: Settings - Log File Location

The user clicks the Setting tab in the red menu bar and sees a tab for Log File Location. The user can enter
the file path or find the Log File location, using the Browse function (Figure 65-7).
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B2 PostalOne! Mail.dat Client Application 1.0.53-05072009-TEM =]

EEON;}EESSEMTES FPostalOne! SITE | PERSONALFROFLE | HELP | LOGOUT

®

JopVanitdaton/lpload =SS S pioad Metrics™ ]

.Seﬂings
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Failed Jobs ][Enter file: path here] | Browse... | &G
This field i required. Please enter 3 walid path. e
Successful Jobs [[Enter file path here] | Browse... | L7
Username/Password
* Required. Password is case sensttive.
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5
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Figure 65-7: Settings - Batch Configuration

The user clicks the Batch Configuration tab and enters the settings needed for Batch Configuration, then
clicks the OK button (Figure 65-7).

The user continues with the TEM process. Refer to the remainder of the TEM process section that follows.
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® Notify the Help Desk by email to practice. When the customer is ready to practice submitting files
to the TEM, the customer initiates the practice process by sending the Help Desk a notification email and
attaches the Full-Service Data Set-up Request Worksheets. The worksheets are designed to ensure that
identification data is set up correctly and will prepare the Help Desk with verifying that the MIDs are all
inclusive and the location associated to the MIDs are accurate (List of Mailer IDs Worksheet). This is for
the purposes of USPS administrative purposes and does not restrict the use of Mailer IDs. For CRIDs
use the “List of CRIDs Worksheet” to ensure that all MIDs are associated to the correct CRID and CRID
location.

@ Begin practice runs. The customer uses the test scenarios that closely reflect their intended
production plans when submitting files during practice.

® Notify the Help Desk by email to validate scenarios. The customer initiates the test validation
process by sending the Help Desk notification of readiness to begin meeting the test criteria. The Help
Desk responds, assists mailers with the test scenario criteria, and provide technical assistance if
necessary.

® Complete the TEM process. The customer completes the required scenarios for each mail class by
executing the test scenarios and meeting the criteria. The Help Desk will monitor that the test criteria are
being met and completed.

@ Wait for authorization. Once the customer has successfully completed their Mail.dat file testing in
the TEM, the Help Desk will notify the Business Mail Entry unit or Business Mail Support that the Mailer
has completed the file testing and is ready to move to the production environment.

3.5.4 Parallel Testing

For Mailers with an alternate mailing agreement, there is a parallel test process. During parallel testing, the
Mailer must send all Mail.dat files and postage statement updates for five consecutive business days to the
PostalOne! system. During that time the Mailer must continue to provide hardcopy postage statements and
hardcopy documentation (or other previously approved electronic documentation). A USPS acceptance
employee will compare the hardcopy document to the electronic documentation to ensure values match. For
Mailers that have their mail weight verified at the BMEU, no parallel test will be required.

In the parallel test process, the acceptance clerk will keep a copy of the hard copy postage statements, or
have the original postage statements available for review at the end of the parallel run and the original hard
copy documentation available at the DMU or BMEU for the verification review.

In the parallel test process, BMS will perform the on-site review immediately following the five-day period.
The BMEU or BMS will execute the final approval process to move the Mailer to the Postal Service
production environment. Refer to Appendix C for a scopte of the test criteria.

3.6 Facility Access & Shipment Tracking (FAST)/PostalOne! Hierarchy

For those users registering for FAST, in order to complete the registration process, the company for which
the user registers, must be assigned to a PostalOne! hierarchy.

If the company for which a user is applying for access is not currently using PostalOne! services, the user
must create a new corporation to allow the company to serve as the headquarters/corporate office in the
PostalOne! system. If a user needs to associate the company to an existing corporation in PostalOne!,
he/she can locate the existing corporation using that corporation’s Customer Registration ID (CRID).
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The screens that follow demonstrate the general flow for creating the FAST/PostalOne! hierarchy. Refer to
Figures 6-1 through 6-4.

UNITED STATES
POSTAL SERVICE -

Apply For BSAFAST Service

The companies you are applying for access to are not currently using Posta/One! services. If you would like any of these
companies to serve as the headguarters/corporate office, click on the Create Corporation button. If you want to associate one
of these companies to an existing corporation in Posta/One!, click on the Locate Corporation button.

when this process is complete yvou will be returned to the Business Customer Gateway.

CRID Company Name  Address Locate Create
ABCDE 23456 EVERGREEN - -
4432735 oy TERRACE,SPRINGFIELD, IL,63452 Locate Corporation ] l Create Corporation

Figure 3-1: Applying for BSA FAST Service

To apply for BSA FAST Service, click the Locate Corporation button to proceed to the Apply for BSA FAST
Service screen (Figure 3-1), where here a user may enter a CRID to locate an existing corporation in
PostalOne! (Figure 3-2). Alternatively, the user may click the Create Corporation button to proceed to the

Apply for BSA FAST Service page, where he/she may confirm that the company will be created as the
headquarters/corporate office in PostalOnel.

If a user wishes to locate an existing corporation in PostalOne!, the Apply for BSA FAST Service page will

display. The user enters a CRID number in the Enter CRID field, and clicks the Search button to search for
the existing corporation.

UNITED STATES
POSTAL SERVICE«

Apply For BSA FAST Service
Please enter the exact Customer Registration Id (CRID) of the corporate entity
using PostalOne! services to associate the currently selected entity to.

ABCDE COMPANY

23456 EVERGREEN TERRACE,SPRINGFIELD,IL, 63452
CRID:4432735

A CRID is a numeric identifier up to 15 digits.

Enter CRID:

Search

Figure 3-2: Locating an Existing Corporation within PostalOne!
After a user has located an existing corporation, the Apply for BSA FAST Service Confirm page will display.

The user clicks the Confirm button to associate the existing corporation as the headquarters/corporate office
in PostalOne! and proceeds to the Business Customer Gateway page.
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UNITED STATES
POSTAL SERVICE =

Apply For BSA FAST Service

Please confirm that

ABCDE COMPANY
345 EXAMPLE ST., WORCESTER,MA,01915
CRID:4432743

should be associated to

ABCDE COMPANY
98765 ANYWHERE LN.,SPRINGFIELD,MA, 01543
CRID:4432741

Clicking Confirm will associate the business entity as a location of the above

corporate office and you will be returned to the Business Customer Gateway.

Clicking Cancel will return yvou to the Business Customer Gateway, requiring
vou to restart the application process.

Figure 3-3: Confirming an Existing Corporation as the Headquarters/Corporate Office

If a user wishes to create a new corporation in PostalOne! on the Apply for BSA FAST Service page (Figure
3-1), a similar screen will appear (Figure 3-4). The user clicks the Confirm button to create a new corporation
in PostalOne! as the headquarters/corporate office and proceeds to the Business Customer Gateway page.

UNITED STATES
POSTAL SERVICE»

Apply For BSA FAST Service

Flease confirm that

ABCDE COMPANY
23456 EVERGREEN TERRACE,SPRINGFIELD,IL,63452
CRID:4432735

will be created as the headquarters/corporate office in PostalOne!. If you are sure, please confirm.
Cancelling will return you to the Business Customer Gateway, requiring you to restart the application process.

Figure 3-4: Confirming the Creation of a New Corporation as the Headquarters/Corporate Office

4 Full-Service Reports

The Business Customer Gateway captures all electronic mailing information provided by customers (also
commonly referred to as electronic documentation), as well as service performance metrics and mailing
quality information from the Postal Service Seamless Acceptance Service Performance (SASP) system.
PostalOne! assisted by the new Business Customer Gateway system receives data from the SASP for Start-
the-Clock, Container Visibility Scan data, Full-Service ACS COA and Nixie data. SASP enables information
to be available through reports and data downloads.

The reports and available data are provided through the Gateway via the Mailing Reports page. Refer to
Figure 4-1.The Business Customer Gateway also provides functionality to manage Mailer ID data
distribution, where customers create data distribution profiles that allow what third parties to receive their
data. For example if a Mail Owner employs a list management company (third party) to manage their
addresses and address change updates; a Mailer ID profile once set-up, allows the change-of-address
(COA) data to be routed to the designated third party. Refer to the section on Mailer ID set-up and profiles.
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Full-Service ACS differs from both OneCode ACS and the traditional ACS programs in several ways,
although all three processes provide similar information. The most notable differences involve three
components.

e Pricing (Full-Service ACS is a no-cost service for specific time frames)
e Record format and layout
¢ Fulfillment method

Refer to Publication 8A (Address Change Service — Traditional) and Publication 8B (OneCode ACS
Technical Guide) for full details on the record formats and data transmission methods of Traditional ACS and
OneCode ACS. For Full-Service ACS, the electronic record format is different from those of both OneCode
ACS and Traditional ACS, the information comes to the customer by a selection of different electronic
channels and is a no-cost service (with the exceptions noted above). Refer to A Guide to Intelligent Mail for
Letters and Flats, Section 4 for full details on the fulfillment methods.

For Intelligent Mail barcodes, users who choose OneCode ACS or Full-Service ACS, the Mailer ID in the
Intelligent Mail barcode must be registered with ACS. Use of the Intelligent Mail barcode, in and of itself,
does not automatically trigger ACS data collection and generation. New Mailer IDs will have a Full-Service
ACS default profile created automatically. If mailers want no ACS services, Traditional ACS, OneCode ACS,
or if they want options different from the default option for the new Mailer ID, they should contact the National
Customer Support Center (NCSC) in Memphis after the MID is created. The NCSC will work with a mailer to
ensure that the mailer’s profile matches the desired mailpiece disposition and address correction handling.

4.1 Full-Service Reports Access

Reports for the Intelligent Mail Full-Service option include two reports: the Start-the-Clock and Full-Service
ACS. Full-Service ACS reports are downloadable, compressed COA and Nixie files. Please refer to the
Address Correction section below to understand the ACS offerings.

The Full-Service Reports are accessed from the new Business Customer Gateway landing page: the user

selects Mailing Reports then Full Service Reports. There are two primary reports: the Start-the-Clock and
Full-Service ACS. Refer to Figure 4-2 and 4-3.
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UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGM QUT

Profile BequestAccess Request Status Request Inbox Manage UserAccess_"

Business Customer Gateway

This is the navigation page to access the service options offered through the Business Customer Gateway. These
aptions will agsistyou inthe steps of yvour mailing, fram design and prepare to transpaort and tracking.

When you selecta service you do not have access to, the system will give you the option to Add a Service.

= Accounts Your Account Settings
» Manage Permits (FostalCnel) Welcome SUE
= Design & Prepare Profile
» |ntelligent Mail Services
s Mailer ID o (Bl
» ReguestAccess

f meguest aiails

= Mail & Transpert * Beoueststaus

Centralizad Account Processing System (CAPS)
Customer Label Distribution System (CLOS)
CustomerSupplier Agreements (CSAs)
Electronic Data Exchange (PostalOnel

Fostal wizard (PostalOnel

Schedule a Mailing Appointment (FAS

User Management

« Reguestinbox
e Manage User Access

Customer Support

= Track & Report » Mlational Customer Support Center

s ADVAMNCE — RIBBS

= Audit Mailing Activity (PastalOnal e Serice Updates

» Balance & Fees (PostalCnel s ePubwatch

s Delivery Confirration » Business Service Metwork (BSH)
» Mail Tracking & Reparing eSemice

» Mailing Repaorts (Postalonel e Custormer Support Contacts

» Manage Electronic Return Activity (PR S) s [Mews & Information

» Manage Electronic Verification Activity (e%/S}) o UserResponsihility Agreament
» Signature Confirmation (PDF) (DOC)

e Track and Confirm

Site higp Customer Service Fomms Giouw't Senvices Carcers Privacy Palicy Terms of Lse Business Customer Gateway

ct EEQ Data FQlA

Figure 4-1

4.1.1 Full-Service Reports Features

The Full-Service Reports features are:

1) The Start-the-Clock report shows container scans, appointment, dispatch information and, whether
the mail is origin entered or destination entered.

2) The Full-Service ACS reports allow users to query ACS records, display sample data, and enables
the ability to download COA and Nixie data in Excel and CSV formats.
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Figure 4-2: PostalOne! Mailing Reports Page

EUM‘TEDSTATES
POSTAL SERVICE« HOME | HELP | CUSTOMER CARE | SIGN QUT

——————————————————————

Home = Mailing F'e;.?-l':s

» Home '
Mailing Reports
Summary
Balance and Fees )
* View Transactions * Mailing Summary Report
Postal Wizard .
. Po ment # Electronic Mail lm I rt
» Electronic Diata Exchange g B « Mail Quality R 1
» Mailing Reports
Dashboard
Manage Permits —
V'
[ J Full Service
* Reports * Push Subscription Profile

Home | Site Map | Help | Customer Care | Feedbadk| Sign Out

Copytight ® 10992000 United States Postal Sarvice
All Rights Reserved,

4.1.2 Start-the-Clock Summary Report

The system navigates the user to a new page (Figure 4-3), “Full-Service Reports” page, when the Full-
Service Reports hyperlink is selected from the Mailing Reports page (Figure 4-2).

The system navigates the user to the new Start-the-Clock Reports page (Figure 4-4) when the “Start-the-
Clock” hyperlink is selected. Users can then select the Start-the-Clock Summary Report hyperlink.
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E UNITED STATES
POSTAL SERVICE= HOME | HELF | CUSTOMER CARE | SIGH OUT

Manage Mailing Activi e : gt

Home = Reports

# Home

Reports
= Bummary
% Balance and Fees ’

» Start-the-Clock

3 Postal YWizard
& Address Correction Service (ACS)

= hailing Reports

3 Dashboard

3 hManage Permits

Home | Site Map | Help | Customer Care | Feedbadk | Sign Out

Figure 4-3: Full-Service Reports Page

The new Full-Service Reports page (Figure 4-3 above) displays two hyperlinks for accessing either the
“Start-the-Clock” or “Address Correction Service” reports.

UNITED STATES
POSTAL SERVICE HOME | HELF | CUSTOMER CARE | SIGM OUT

M Mailing Activi i : ~ =

Home = Reports

» Home

Reports
 Summary
# Balance and Fees ’

& Start-the-Clock Summary Report

3 Postal Wizard

» Mailing Reports

3 Dashhoard

# Manage Permits

Home | Site Map | Help | Customer Care | Feedback | Sign Out

Figure 4-4: Start-the-Clock Summary Report Page

The Start-the-Clock Summary Report allows a user to track shipment and start the clock with scheduling or

dispatch information. The report has drill down functionality derived from the Start-the-Clock record (search
results) to Job ID to Appointment Number and finally to the Container Visibility/Scan data. Depending on the
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user-selected search criteria, the report will display information based on the search parameters. Refer to
Figure 4-5.

UNITED STATES
POSTAL SERVICE « HOME | HELP | CUSTOMER CARE | SIGH OUT

Home = Reports > Start-the-Clock Summary Search G’ Today: Apr 11, 2000 05:47:52 F b

Start-the-Clock Summary Reports Search

Pleaze correct the follovwing errors and try again:
1D Mumber iz recuired.

Search By IMaiIing Graup 1D 'l ID Number *: I
Entry Point Type*: | All Facility Types =] Search With*: I exactvalue -]
Facility: I 'I Facility State: I vl
Citw: I vl Zip (5 or 9): I
Fram: [o2/25/2000 [~ Display per Page: I'ID results 'l
Date Range: * -
To:  |[o4/1t/2000 [T
Search |

Home | Site Map | Help | Customer Care | Feedback | Sign Out

lterns marked with an red asterick are required inputs.

Figure 4-5: Start-the-Clock Summary Report Search Parameters

The system allows the user to build the report with search criteria and filters for Start-the-Clock. The first four
fields require user inputs and/or selections.

Fields 1-4 below are Required Inputs.
1. Mailing Group ID or Job ID. The user selects an option from the dropdown menu.

2. ID Number. The user must enter a whole number.
3. Search With. The user selects one option from the dropdown menu. The option is a value attribute
within the job ID number.

exact value

starting value

ending value

containing value

20 o

4, Entry Point Type. The options from the dropdown menu allow the user to refine the search by facility
type.

All Facility Types

BMEU Origin

Mailer Facility

USPS Induction Facility

5. Entry Point Location

20 o

The system will allow the user to further refine the search. These field selections are optional inputs.
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Facility Name (dropdown menu)

City (dropdown menu)

Facility State (dropdown menu)

ZIP (the user must enter 5 or 9 characters)

o0 o

6. Date Range. The user can select the Start and End dates or enter a date using the Calendar
functional icon for both the start and end dates.

7. Display per Page. The options from the dropdown menu define the number of search results (data
rows) to be displayed per screen page. The result set is paginated in fixed increments. The default is
a maximum of 10 rows.

a. 10
b. 15
c. 20

UNITED STATES
P— POSTAL SERVICE = | Feedback | Personal Profile | Logout |

Restricted Information

Home = 6 Today: Jan 8, 2008 09:15:42 AM

Start-the-Clock Summary Report Search

Job ID:* Search With:' | exact value hd
Entry Point Type:* | All R Facility:* | All hd
City, State Zip (3 or 51

Start-the-clock Date [From: Jo1/01/2008 B~

Range:' | Wo1/08/2009  [EE] Display per Page: | 10 results v

Please click on an Job 1D to view the Start-the-Clock details for that job.

Q57955580 BMEL BMEL Location Mame Suzsex Tx. 0oooo 03101 r2008
GEGETES46E BMEL BIMEL! Location Mame Sussex Tx. 00000 030172008

ACIGEEET BMEL BMEL Location Mame Suzsex Tx. 0oooo 03101 r2008

EDROPT20 BMEL BMEL Location Mame Sussex Tx. 00000 030172005

SCEMOZEA BMEL BMEL Location Mame Suzsex Tx. 0oooo 03101 r2008
QE87E8855580 BMEL BMEL Location Mame Sussex Tx. 00000 030172005
Q57955580 BMEL BMEL Location Mame Suzsex Tx. 0oooo 03101 r2008
QE87E9855580 BMEL BMEL Location Mame Sussex Tx. 00000 0310172005
Q57955580 BMEL BMEL Location Mame Suzsex Tx. 0oooo 03101 r2008
SE7EI85550 BMELI BMELI Location Mame Sussex Tx aoooo 0340172005

Page1 of 2 Next >>

| Feedback | Logout |
Copyright @ 1999-2009 USPS. Al Rights Reserved.
Terms of Use

Figure 4.6: Start-the-Clock Summary Report Search Parameters

When the user clicks the Search button, the system returns Start-the-Clock data based on the report
parameters defined by the user. The presentation of the data will display below the search input fields. Refer
to Figure 4-6.

The Start-the-Clock Summary Report Data Columns

1. Job ID (hyperlink). This column lists the Job ID defined by the search criteria. A single Job ID number
that when selected, directs the user to a new, standalone page that displays the data by Job ID
(Refer to Figure 4-7).

USPS® - Postal Service - User Access to Electronic Mailing Information and Reports Guide — Version 4.0 —6/25/2009 — Page 84

Copyright © 2009 USPS®. All Rights Reserved.



Entry Point Type. This column displays the Entry Point Facility defined by the search criteria.
Facility. This column displays the Entry Point Facility name defined by the search criteria.
City, State (of entry point). This column displays the Entry Point Facility City and State.

ZIP. This column displays the Entry Point Facility ZIP code corresponding to the facility location.

o g M w DN

Start-the-Clock. This column displays the Start-the-Clock date (Day 0) corresponding to the Job ID.

E%S"}E?%q | Feedback | Personal Profile | Logout |

Restricted Information

Today: Jan 26, 2009 12:54:39 PM
Home = Start-the-Clock Summary Report Search > Start-the-Clock Summary Report 6’ H

Job Summary Information

JOB ID: 9E7EIEEEE0 Class: Standard hlail Total Container Count: 29
Origin Facility: Biftimare PADC f;g:;:'e'c'“" Date 12008
oy ot pe | Apptum | Contane isiyScan | i Faciy | fopiateandTime | Aol | UnioadSart_ | UnioadEnd | Start e lock Dato Doy 0|
Origin BMEL nis Dulles PADC nig nfa nfa nig 0303/2008
Origin BMELI nis Baltimore PADC nig nfa nfa nig 0303/2008
Origin 123456-0302 nis Dulles PADC nig nfa nfa nig 0303/2008
Qrigin 123456-0219 nia Baltimare PEDC nig nfa nfa g 03403/2005
Destination 623456789 3 Atlarta SCF 02/18/2008 14:00 EDT 02418/2008 14:25 EDT 02418/2008 14:25 EDT 0211812008 14:55 EDT 02415/2005
Destination 123456789 2 Dulles P2DC 02/15/2008 12:00 EDT 0241572008 12:00 EDT 02415/2008 12:20 EDT 02/15/2008 12:50 EDT 0241572005
Destination 92345R0215 3 Mewy Yark SCF 02/15/2008 09:00 EDT 021022008 09:00 EDT 021022008 09:00 EDT 02/02/2008 0915 EDT 021/02/2005
Destination 623456789 3 Atlarta SCF 02/18/2008 14:00 EDT 02418/2008 14:25 EDT 02418/2008 14:25 EDT 02/1812008 14:55 EDT 03401/2005
Destination 623456789 3 Atlanta SCF 02/16/2008 14:00 EDT 02416/2006 14:25 EDT 02416/2006 14:25 EDT 024152008 14:55 EDT 03101/2008
Destination 623456789 3 Atlanta SCF 02/16/2008 14:00 EDT 02416/2006 14:25 EDT 02416/2006 14:25 EDT 0241512008 14:55 EDT 03401/2008
Destination 623456789 3 Atlanta SCF 02/16/2008 14:00 EDT 02416/2006 14:25 EDT 02416/2006 14:25 EDT 024152008 14:55 EDT 03101/2008
Destination 623456789 3 Atlanta SCF 02/16/2006 14:00 EDT 02416/2006 14:25 EDT 02416/2006 14:25 EDT 02/15/2008 14:55 EDT 03401/2008
Destination 623456789 3 Atlanta SCF 02/16/2008 14:00 EDT 02416/2006 14:25 EDT 02416/2006 14:25 EDT 02/15/2008 14:55 EDT 03/01/2008
Destination 623456789 3 Atlanta SCF 02/16/2008 14:00 EDT 02416/2008 14:25 EDT 02416/2008 14:25 EDT 02/16/2008 14:55 EDT 03201/2008

Page1 of 2 Hext =>

| Feedhack | Loaout |
Copyright @ 1999-3008 USPS. Al Rights Reserved
Terms of Use

Figure 4-7: Start-the-Clock Summary Report by Job ID - User clicks a JobID hyperlink

The system displays the Start-the-Clock Summary/Job ID report on a new separate page (Figure 4-7) when
the user selects the Job ID hyperlink from Start-the-Clock Summary Report (Figure 4-6).

The system displays the Start-the-Clock information per the associated Job ID. This view by Job ID, displays
the Job ID Summary information and nine data columns.

The Job Summary Information section includes five elements.
1. JobID
Class (mail class)
Total Container Count (sum of all containers/pallets for per the single Job ID
Origin Facility
Start-the-Clock Date (Day 0)

akr o

Job ID Summary information presents ten data columns.
1. Entry Point Type. There are two possible values Origin or Destination.

2. Appt Num (Appointment Number). The Appt Num that when selected, the system will display a
separate, standalone report that displays information per the single Start-the-Clock Summary Report
Appt Num (refer to Figure 4-8). The system returns/displays Appointment Number information only if
Entry Point type is Destination. The Appt Num hyperlink will be enabled.
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3. Container Visibility/Scan. This column displays the number of scans corresponding to the
Appointment Number. The number is hyperlinked-enabled to Container Visibility/Scan information
(Figure 4-9). The hyperlink is enabled only if the entry point is Destination.

Entry Facility. This column displays the name of entry point facility.
Appt Date and Time

Arrival (date and time)

Unload Start (date and time)

Unload end (date and time)

Start-the Clock Date (Day 0)

© o N g A

[ > gg;;ﬁ.‘? ffsl;l'ea\::f‘%sz.g | Feedback | Personal Profile | Logout |

Restricted Infarm atian

Teoday: Jan 26, 2009 12:58:14 FM
Home > Start-the-Clock Summary Report Search > Start-the-Clock Summary Report > (73 edayJan

Appointment Information

Start-the-Clock Appeointment Humber: B23456789 Total Containers in Appointment: 3 Appointment Date Time: August 02, 2008 09.00 A
USPS Induction Facility: Atlanta SCF Arrival Date/Time: September 02, 2008 09:00 Ak
Unload Start: 02182008 14:25 EDT Unload End: 021 8/2008 14:55 EDT

[Job Summary Information

JOB ID: 9575986580 Class: Stanclard hail Total Container Count: 28
Origin Facility: Battimore PADC Arrival Date/ Time: 03101/2008 15:25 EDT

Start-the-Clock Date

030012008
{Day 0):

Shipment Content Summary

CUTLERY DIRECT
Msiler Contact: Scheduled Containers

GINMEY MCPHEE
2
(20%)871-1000 9878083880 2
9878988897

[Mailer Totals
Appointment Totals

| Feedhack | Logout |
Copyright @ 1999-2000 USPS_ Al Rights Reserved.
Terms

Figure 4-8: Start-the-Clock Appointment Summary by Appt Num - User clicks an Appt Num hyperlink

The system displays the Start-the-Clock Appointment Summary by Appt Num Report on a new, separate
page (Figure 4-8) when the user selects a single Appt Num hyperlink from the Start-the-Clock Summary/Job
ID Report.

The system displays the Start-the-Clock Appointment Number information. This (Appt Num) view displays the
Appt Num Summary information and seven data columns.

The Start-the-Clock Summary Appointment Number Information section includes seven elements.
Start-the-Clock appointment number

USPS Induction Facility

Unload Start (date and time)

Total Containers in Appointment

Appointment Date and Time

Arrival (date and time)

Unload End (date and time)

NoosrwdNE

The Job Summary Information section is static, retained from the same Start-the-Clock Summary by Job ID.
1. JobID
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Class (mail class)

Total Container Count (sum of all containers/pallets for per the single Job ID)
Origin Facility

Start-the-Clock Date (Day 0)

a kN

The Shipment Content Summary section displays Mailer Preparer information and contact data, including a
Mailer contact Phone number. The Shipment Content section provides four data elements.

1. Job ID hyperlink. When the Job ID hyperlink is selected, the user is redirected to the Start-the-Clock
Summary Report associated with the Job ID.

2. Scheduled Container hyperlink. This column displays the container count. When the count hyperlink
is selected, the user is redirect to Container Visibility/Scan Information (Figure 4-9).

3. Mailer Totals. This is the sum of all scheduled containers within the Shipment Content.
4. Appointment Totals. This is the sum of all appointments within the Shipment Content.

UNITED STATES

’ POSTAL SERVICE« | Feedback | Personal Profile | Logout |

Restricted Infarmation

] Today: Jan 26, 2009 12:58:33 PM
Home > Start-the Clock Summary Report Search > Start-the Clock Summary Report > [ 7] oday:Jan

Appointment Information

Start-the-Clock Appointment Humber: B23456783 Total Containers in Appointment: 3 Appointment Date Time: August 02, 2008 09:00 AM
USPS Induction Facility: Atlanta SCF Arrival Date Time: September 02, 2008 08:00 AWM

Unload Start: D2A18/2008 14:25 EDT Unload End: 02/18/2008 14:55 EDT

JOB ID: 9575986580 Class: Stanclard hail Total Container Count: 28

Origin Facility: Battimore PADC Arrival Date Time: 03101/2008 15:25 EDT

Start-the-Clock Date
03012008
(Day 0):

Mailing Group ID USPS Induction Facility USPS Induction Facility Locale Key IM Container Barcode Container Scan Date/Time Induction Status Induction Issue Desc Induction Issue Resolution
535675 Atlarta SCF X10054 99Md239054695954 32345 02M8/2008 14:00 EDT Accepted Mone
SE5ETS Allarta SCF X10054 99M423905460595432349 02M8/2008 14:00 EDT Accepted Mone
| Feedback | Logout |

Copyright (19992000 USPS_ Al Rights Reserved
Terms of Use

Figure 4-9: Start-the-Clock Appointment Summary Report by Container Content Information

The system displays the Container Visibility/Scan information on a new separate page (Figure 4-9) when the
user selects a Scheduled Container number hyperlink from the Shipment Content section of the Start-the-
Clock Appointment Summary/Appt Num reporting. The Container Visibility/Scan information displays seven
data columns.

The Appointment Information section is static, retained from the Start-the-Clock Summary Appointment
Number Information report.

Start-the-Clock appointment number

USPS Induction Facility

Unload Start (date time)

Total Containers in Appointment

Appointment Date/Time

Arrival Date/Time

Unload End (Date/Time)

Noog,rwhPE
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The Job Summary Information section is static, retained from the same Start-the-Clock Summary by Job ID
Information report:

Job ID

Class (mail class)

Total Container Count (sum of all containers/pallets for per the Job ID)
Origin Facility

Start-the-Clock Date (Day 0)

ok~ wbdE

The Container Visibility/Scan Information section presents eight data columns.
Mailer Group ID

USPS Induction Facility

USPS Induction Facility Locale Key

(Intelligent Mail)IM Container Barcode (Intelligent Mail)

Container Scan Date/Time

Induction Status

Induction Issue Desc

Induction Issue Resolution

© NG WDNE

4.1.3 Download Full-Service ACS Reports

The system navigates the user to the new Full-Service ACS COA and Nixie Detail Reports page (Figure 4-10
below) when the “Address Correction Service (ACS)” hyperlink is selected from the Full-Service Reports
page (Refer to Figure 4-3).

UNITED STATES
POSTAL SERVICE = HOME | HELF | CUSTOMER CARE | SIGN QUT

Manage Mailing Activity \3'5%,.&

e

Home = Reparls

Reports

» Home

= Summary

 Balance and Fees ’
* Download ACS Report
» Postal Wizard
& Download Hixie Detail Report

2 Mailing Repaorts

# Dashboard

» Manage Permits

Home | Site Map | Help | Customer Care | Feedback | Sign Out

Figure 4-10: Full-Service ACS Reports

The Full-Service ACS reports enable two options (Please refer to Appendix A for the Full-Service ACS
header record information and delimited file layout. Appenix B has been included for a view into the new file
format to be implemented in the July 2009 release):

1. The Download ACS Report, which allows the user to search ACS records, display sample data, and
download the data set(s) in a CSV or Excel format.
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2. The Nixie Details Report, which allows the user to search Nixie Detail records, display sample data,
and download the data set(s) in a CSV or Excel format.

The system displays the Download ACS Report and search criteria selections screen on a new separate
page when the user selects the Download ACS Report link (Figure 4-11). The report can be queried by four
required input parameters.

Fields 1-4 below are Required Inputs.
1. Mailing Group ID or Job ID (dropdown menu)

2. ID Number (user must enter a whole number)

3. Search With. The user selects one option from the dropdown menu. The option is a value
attribute within the job ID number.

a. exactvalue
b. starting value
c. ending value
d. containing value
4. Record creation Date Range. The user can enter a date or select a date using the Calendar
functional icon for both the start and end dates.

When the user clicks the Search button, the system displays the data online. The user has the option to
download the data in CSV or Excel formats using the dropdown menu. Refer to Figure 4-11.

The system displays a system download message that will allow users the option to save the search results
to their local (computer) drive.

O
POSTAL SERVIC o | Haie | Cusiores Cae | Star Ouf
\ome - Bmpswts - Full Sexiee Hame L] Vaddp Sas 36, 000 15300 Pt

[Download ACS Reports Search

Saarch By | Job D E 10 R ||

Feam: Pesam (B
Defe Range:* | TI

To R S o

Seanch Wl'; | Confaising valua ®

Diosmload Cists l

Tl Cotnt: 15 Pieae chck “Thowtiad™ i save i Sl of “Searnchi [0 search agais.

ik | S P | i | Sl Wl G | Enca i | i Gl
Copal gl #1000 2006 Undied Sistur Porial Sardice
AR Righls Fasesud

Figure 4-11: Full-Service ACS COA Report

4.1.4 Full-Service ACS Nixie Detail Report

The system displays the Full-Service ACS Nixie Detail Report and search criteria selections screen on a new
separate page when the user selects the Full-Service ACS Nixie Detail Report link. The report can be
searched by four user-required input and/or selections. (Please refer to Appendix A for the header record
information for the Full-Service ACS Nixie delimited file layout, and Appenix B for the new file format to be
implemented in the July 2009 release).
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Fields 1 -4 below are Required Inputs.
1. Mailing Group ID or Job ID (dropdown menu)

2. ID Number (user must enter a whole number)

3. Search With. The user selects one option from the dropdown menu. The option is a value
attribute within the job ID number.

a. exactvalue

b. starting value

c. ending value

d. containing value

4. Record creation Date Range. The user can enter a date or select a date using the Calendar
functional icon for both the start and end dates.

When the user selects the Search button, the system displays the data online. The user has the option to
download the data in CSV or Excel formats using the dropdown menu. Refer to Figure 4-12.

The system displays a system download dialog box that will allow users the option to save the search results
to their local (computer) drive.

LINITED STATES
rrC— o | Help | Custower Caw | ki Dl
Home - Beperis = ful Service Heme » L7 Toliy W 28, 2008 12:1730 FM

IDownioad Mixie Detail Reports Search

Saarch By [ cb D H M My = |1
Feom: [cvac2000 TS
Duain Range:* jl Soarch Wi [cormining vakie =
T RO
Search |
Dhoswriicessd Dot ' i e ot s | Ewpssd [<15) =|

it Constil: 2 P chck “Domnbodd™ 06 S th dala of “Seaich” [0 Sealch again.

Hors | g Vg | Heip | Duptomsr Gy | Pegdieck: | Son Duf
Coirringt 8 T 00 Urabid HLBaE ol fm vk ik
# kg Rsaums

Figure 4-12: Full-Service ACS Nixie Detail Repor
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Revision History

Full-Service ACS Nixie Detail and Full-Service ACS COA Detail Report Download Code

Description Author Version | Date

Changed Appendix A: Layout of Full-Service ACS Nixie J. Cabatu 4.0 6/12/2009
Detail and Full-Service ACS COA Detail Report download
file format. Revised to show data elements as currently
provided by the software.

Added Appendix B: Layout of Full-Service ACS Nixie Michael Haskin 4.1 6/12/2009
Detail and Full-Service ACS COA Detail Report scheduled
for July Release. Appendix B demonstrates data
elements to be provisioned in the upcoming July patch
release.

Changed Appendix B: Layout of Full-Service ACS Nixie Michael Haskin / J. 4.2 6/25/2009
Detail and Full-Service ACS COA Detail Report scheduled | Cabatu
for July Release. Changed date fields:
RecordCreationDate, MoveEffectiveDate, and
RecordCreationDate. All three fields are concatenated to
include a timestamp.
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Appendix A — Layout of Full-Service ACS Nixie Detail and Full-Service ACS COA Detail Report

Download Layout of Full-Service ACS Nixie Detail Report
Note the delimited files will contain a file header record (refer to the header record field column)

Mailing Group

Mailing Group ID

Numeric

Default 0 (nonNegativelnteger)

Job ID

Mailpiece JOB ID

Numeric

Original MB

Intelligent Mail Barcode

Alpha/Numeric

34

Record Creation Date

Record Create Date

Numeric

10

mm/dd/yyyy

Action Code

Identifies action taken for the returned
mail

Alpha

F = Forwarded

W = Wasted

R = Returned

U = Unable to determine action

Parsed Address on Piece

On Piece Address

Alpha/Numeric

100

On Piece City State ZIP

On Piece City, State Zip

Alpha/Numeric

100

NCSC takes a valid 11-digit from the
IM barcode of the piece and does a
reverse lookup to generate the
address. If the routing code in the IM
barcode is not a valid 11 digit, no
information will be provided

Reason Code

Reason for nondelivery Code

Alpha

A = Attempted, not known

B = Returned for better address
D = Outside delivery limits

E = In dispute

| = Insufficient Address

L = lllegible

M = No mail receptacle

N = No such number

P = Deceased

Q = Not deliverable as
addressed/unable to forward
R = Refused

S = No such street

U = Unclaimed

V = Vacant

X = No such office

Return to Address

Return Piece Address

Alpha/Numeric

100

Return to City State ZIP

Return Piece City, State Zip

Alpha/Numeric

100

Keyline from eDOC

Keyline from electronic documentation

Alpha/Numeric

50

Traditional keyline data. Note if the
character is a null value, the system
displays a “NA” in the keyline field.

Fee Notification

Identifies any fee associated with the
record

Alpha

Class/Notification Type

Class Notification Type

Alpha

A = Package Services (Bound Printed
Matter)

B = First-Class

C = Periodicals Initial

D = Standard Mail

F = Periodicals Follow-up

Mailer ID 6

6 Digit Mailer ID

Numeric

Mailer ID 9

9 Digit Mailer ID

Numeric

Only one of the Mailer ID’s can be
provided (Either 6 or 9 digit Mailer ID).
For the Mailer ID that does not apply,
it will default to “NA”.
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Layout of Full-Service ACS COA Detail Report

Note the delimited files will contain a file header record (refer to the header record field column).

Header Record
Field

Field

Field Description Data Type Length Possible Values

Mailing Group ID Mailing Group ID Numeric Default 0 (nhonNegativelnteger)
Job ID Mailpiece JOB ID Numeric 8
Original IMB Intelligent Mail Barcode |Alpha/Nmeric 34
Record Creation Date |Record Create Date Numeric 10|mm/dd/yyyy
Move Effective Date Move Effective Date  [Numeric 10|mm/dd/yyyy
Move Type Type of move Alpha 1|l - Individual; F- Family or B - Business
<blank> = COA Match with new address
K = COA Match, no forwarding address
G = COA Match, PO Box Closed, no forwarding address
W = COA Match with a temporary COA. Note: Foreign addresses are
Deliverability Code Type|Delivery Code Type  |Alpha 1currently not supported by PostalOne! SASP file structures.
Prefix (space) FirstName (space) LastName (space) suffix. Note if the
character is a null value, the system displays a “NA” for the prefix and
COA Name Recipient Name Alpha 100|sufix fields.
Business Name Business Name Alpha 100}*
Keyline from electronic
Keyline from eDoc documentation Alpha 100}*
G = General Delivery
H = Highway Contract Route
P = Post Office Box
R = Rural Route
Old Address Type Old Address Type Alpha/Nmeric 1|S = Street Address

Old Urbanization Name

Old Urbanization Name

Alpha/Nmeric

100

* Note if the character is a null value, the system displays a “NA” in the
field.

Parsed Old Address Old Street Name Alpha/Nmeric 28
Old City Old City Alpha/Nmeric 28
Old State Old State Alpha/Nmeric 2
old ZIP Old 5 Digit ZIP Plus 4 |Numeric 10|Exapmle: 15120-2325
G = General Delivery
H = Highway Contract Route
P = Post Office Box
R = Rural Route
New Address Type Address Type New Numeric 1|S = Street Address
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Field Name

Field Description Data Type Length

Field

Possible Values

New Urbanization Name

New Urbanization Name

Alpha/Nmeric

100

* Note if the character is a null value, the system displays a
“NA” in the field.

Parsed New Address  |Parsed New Address  |Alpha/Nmeric 28|
New City City New Alpha/Nmeric| 28
New State State New Alpha/Nmeric 2
New ZIP 5 Digit ZIP Plus 4 New |Numeric 10
Note if the character is a null value, the system displays a “NA”
PMB Private Mail Box Alpha/Nmeric 37|in the field.
A = Package Services (Bound Printed Matter)
B = First-Class
C = Periodicals Initial
D = Standard Mail
Class Notification Type |Class Notification Type |Alpha 1|F = Periodicals Follow-up
Identifies any fee
associated with the
Fee Notification record Alpha/Nmeric 3
Mailer ID 6 6 Digit Mailer ID Numeric 6
Mailer ID 9 9 Digit Mailer ID Numeric 9

* data should be limited to just the number of characters needed
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Appendix B: Layout of Full-Service ACS Nixie Detail Report
CSV and Excel Format planned for the July Patch Release

Column Type and

Report Column Name

size

Mail. XMl Element Namer

OriginalMaileriD6 String (6) <xs:element name="OriginalMailerID6" type="mailxml_base:mailerID6Type"/>

OriginalMaileriD9 String (9) <xs:element name="0riginalMailerID9" type="mailxml_base:mailerID9Type"/>
<xs:element name="UserLicenseCode"

UserLicenseCode String (4) type="mailxml_base:userLicenseCodeType"/>

MaildatJobID String (8) <xs:element name="MaildatJobID" type="mailxml_base:jobIDType"/>

CustomerGrouplD String (25) <xs:element name="CustomerGroupID" type="mailxml_base:s25"/>

MailingGrouplD Number <xs:element name="MailingGroupID" type="xs:nonNegativelnteger"/>

OriginallMB String (34) <xs:element name="0OriginallMB" type="mailxm|_base:iMBType"/>

RecordCreationDate mm/dd/yyyy 00:00:00 | <xs:element name="RecordCreationDate" type="xs:date"/>

ActionCode String (1) <xs:element name="ActionCode" type="mailxml_base:actionCodeType"/>

ParsedAddressOnPiece

String (100)

<xs:element name="ParsedAddressOnPiece" type="xs:string"/>

OnPieceCityStateZip String (100) <xs:element name="OnPieceCityStateZip" type="xs:string"/>
ReturnedToAddress String (100) <xs:element name="ReturnedToAddress" type="xs:string"/>
ReturnedToCityStateZip | String (100) <xs:element name="ReturnedToCityStateZip" type="xs:string"/>
ReasonCode String (1) <xs:element name="ReasonCode" type="mailxml_base:reasonCodeType"/>
KeylineFromEDoc String (50) <xs:element name="KeylineFromEDoc" type="xs:string"/>

<xs:element name="ClassNotificationType"
ClassNotificationType String (1) type="mailxml_base:classNotificationType"/>
FeeNotification String (3) <xs:element name="FeeNaotification" type="mailxml_base:yesNo"/>
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Layout of ACS Detail download file (Excel and CSV) - July Patch Release

Column Type and

Report Column Name size Mail. XMl Element Namer

<xs:element name="UserLicenseCode"
UserLicenseCode String (4) type="mailxml_base:userLicenseCodeType"/>
MaildatJobID String (8) <xs:element name="MaildatJobID" type="mailxml_base:joblDType"/>
CustomerGroupID String (25) <xs:element name="CustomerGroupID" type="mailxml_base:s25"/>
MailingGroupID Number <xs:element name="MailingGroupID" type="xs:nonNegativelnteger"/>
OriginalMailerID6 String (6) <xs:element name="0OriginalMailerID6" type="mailxml_base:mailerID6Type"/>
OriginalMaileriD9 String (9) <xs:element name="0OriginalMailerID9" type="mailxml_base:mailerID9Type"/>
OriginallMB String (34) <xs:element name="0OriginallMB" type="mailxml_base:iMBType"/>
RecordCreationDate mm/dd/yyyy 00:00:00 <xs:element name="RecordCreationDate" type="xs:date"/>
MoveEffectiveDate mm/dd/yyyy 00:00:00 <xs:element name="MoveEffectiveDate" type="xs:date"/>

<xs:element name="MoveType"
MoveType String (1) type="mailxml_base:addressCorrectionMoveType" minOccurs="0"/>

<xs:element name="DeliverabilityCodeType"
DeliverabilityCodeType String (1) type="mailxml_base:deliverabilityCodeType" minOccurs="0"/>
LastName String (50) <xs:element name="LastName" type="mailxml_base:s50"/>
FirstNameMiddleName String (15) <xs:element name="FirstNameMiddleName" type="mailxml|_base:s15"/>
prefix String (15) <xs:element name="prefix" type="mailxml_base:s15"/>
suffix String (15) <xs:element name="suffix" type="mailxml_base:s15"/>
KeylineFromEDoc String (50) <xs:element name="KeylineFromEDoc" type="xs:string"/>
OldAddressType String (1) <xs:element name="AddressType" type="mailxml_base:addressType"/>
OldUrbanizationName String (100) <xs:element name="UrbanizationName" type="xs:string"/>
OldPrimaryNumber String (10) <xs:element name="PrimaryNumber" type="mailxml_base:s10"/>
OldPreDirectional String (2) <xs:element name="PreDirectional" type="mailxml_base:s02"/>
OldStreetName String (28) <xs:element name="StreetName" type="mailxml_base:s28"/>
OldStreetSuffix String (4) <xs:element name="StreetSuffix" type="mailxml_base:s04"/>
OldPostDirectional String (2) <xs:element name="PostDirectional" type="mailxml_base:s02"/>
OldUnitDesignator String (4) <xs:element name="UnitDesignator" type="mailxml_base:s04"/>
OldSecondaryNumber String (10) <xs:element name="SecondaryNumber" type="mailxml_base:s10"/>
OldCity String (28) <xs:element name="City" type="mailxml_base:s28"/>
OldState String (2) <xs:element name="State" type="mailxml_base:s02"/>
OldZipCode String (5) <xs:element name="ZipCode" type="mailxml_base:ns05"/>

<xs:element name="ZipCodePlus4" type="mailxml|_base:ns04"
OldZipCodePlus4 String (4) minOccurs="0"/>
NewAddressType String (1) <xs:element name="AddressType" type="mailxml_base:addressType"/>
NewUrbanizationName String (100) <xs:element name="UrbanizationName" type="xs:string"/>
NewPrimaryNumber String (10) <xs:element name="PrimaryNumber" type="mailxml_base:s10"/>
NewPreDirectional String (2) <xs:element name="PreDirectional" type="mailxml_base:s02"/>
NewStreetName String (28) <xs:element name="StreetName" type="mailxml_base:s28"/>
NewStreetSuffix String (4) <xs:element name="StreetSuffix" type="mailxml_base:s04"/>
NewPostDirectional String (2) <xs:element name="PostDirectional" type="mailxml_base:s02"/>
NewUnitDesignator String (4) <xs:element name="UnitDesignator" type="mailxml_base:s04"/>
NewSecondaryNumber String (10) <xs:element name="SecondaryNumber" type="mailxml_base:s10"/>
NewCity String (28) <xs:element name="City" type="mailxml_base:s28"/>
NewState String (2) <xs:element name="State" type="mailxml_base:s02"/>
NewZipCode String (5) <xs:element name="ZipCode" type="mailxml_base:ns05"/>

<xs:element name="ZipCodePlus4" type="mailxml|_base:ns04"
NewZipCodePlus4 String (4) minOccurs="0"/>
PrivateMailBox String (37) <xs:element name="PrivateMailBox" type="mailxml_base:s37"/>
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Column Type and
Report Column Name size Mail. XMI Element Namer
<xs:element name="ClassNotificationType"
ClassNotificationType String (1) type="mailxml_base:classNotificationType"/>
FeeNotification String (3) <xs:element name="FeeNotification" type="mailxml_base:yesNo"/>
BusinessName String (50)
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The PostalOne! system will send one or more Full-Service Address Correction blocks.

The PostalOne! system will provide Move Type to identify the type of move for Individual, Family or Business
(indicated by values ‘I, ‘F’, or ‘B’ respectively).

The COAName element will be used to identify the following:

Individual/Family Move Type = Last Name, First Name, Prefix and Suffix

Business Move Type = Last Name will be utilize to provide business name information

The ClassNotificationType element will be used to identify the mail class of the mail piece that generated the
ACS COA natification for the following values:

‘A’ = Package Services (Bound Printed Matter)
‘B’ = First-Class

‘C’ = Periodicals Initial

‘D’ = Standard Mail

‘F' = Periodicals Follow-up

The DeliverabilityCodeType element will be used to identify the deliverability status of the mailpiece that
generated the ACS COA notification for the following values:

<blank> = COA Match with new address
‘K’ = COA Match, no forwarding address
‘G’ = COA Match, PO Box Closed, no forwarding address
‘W’ = COA Match with a temporary COA

The AddressType element will be used to identify the type of address from which the customer is moving for
the following values:

‘G’ = General Delivery

‘H’ = Highway Contract Route
‘P’ = Post Office Box

‘R’ = Rural Route

‘S’ = Street Address

The PostalOne! system will send one or more Full-Service Nixie Detail blocks.

The ActionCode element will be used to identify the action taken for the returned mail for the following

values:

‘F' = Forwarded
‘W’ = Wasted
‘R’ = Returned

‘U’ = Unable to determine action

The ClassNotificationType element will be used to identify the mail class of the mail piece that generated the
ACS COA noatification for the following values:

‘A’ = Package Services (Bound Printed Matter)
‘B’ = First-Class

‘C’ = Periodicals Initial

‘D’ = Standard Mail

‘F’' = Periodicals Follow-up
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Reason mail element will be used to identify the reason for the returned mail for the following values:
‘A’ = Attempted, not known
‘B’ = Returned for better address
‘D’ = Outside delivery limits

‘E’ = In dispute
‘I' = Insufficient Address
‘L’ = lllegible

‘M’ = No mail receptacle

‘N’ = No such number

‘P’ = Deceased

‘Q’ = Not deliverable as addressed/unable to forward
‘R’ = Refused

‘S’ = No such street

‘U’ = Unclaimed

‘V' = Vacant

‘X" = No such offic
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5 Move Update Verification Results (PostalOne!)

To review the Verification Results the user must access the Manage Mailing Activity service. Once the user
is approved for access, the user logs in to the Business Customer Gateway and selects “Manage Mailing
Activity”. There are two ways to access verification results, one way is through the Dashboard, and the other
is through the Mailing Reports link, then View Transactions. Refer to Figure 5-1 and 5-2 below.

UNITED STATES
POSTAL SERVICE» HOME | GATEWAY | HELF | SIGM OUT

Profile ReguestAccess Reguest Status Reguest Inbox Manage User ALcess

Business Customer Gateway

This is the navigation page to access the senice options offered through the Business Customer Gateway. These
aptions will assistyou in the steps of your mailing, from design and prepare to transport and tracking.

When you select a service vou do not have access to, the systern will give you the aption to Add a Senvice.

- Accounts Your Account Settings
+ flanage Permits (PostalOnel Welcome SUE
- Design & Prepare Profile
« |ntelligent bail Services
o Mailer ID + Erofle
« ReguestAccess

: Reduest Status
1 Mail & Transport * RequestStatus
o Centralized Accour?t P_rocgssinu System (CAPS) User Management
e Customer Label Distribution Systern (CLDS)
. CustomngSu lier Agreements CSAIS + Reguestinbox
e Electronic Data Exchange (PostalOneli + Manage User Access
« Postal Wizard (PostalCOnely
o Schedule a Mailing Anpointrment (FAS

Customer Support
- Track & Report

MNational Custamer Support Center

o ADWAMCE — RIBES

= Audit Mailing Activity (PostalOne! s Senice Updates

* Halance & Fees (PostalQnely e ePubwatch

+ Delivery Confirmation s Business Serice Metwork (BSM)
« Mail Tracking & Reporting eSemice

+ Mailing Reports (PostalCnel) « Customer Support Contacts

o Manage Electronic Return Activity (PRS) ¢ MNews & Information

o Manage Electronic Verific ation Activity (&S} e User Responsibility Aoreement
s Signature Confirmation (PDE) DOC)

-

Track and Confirm

Site Wiy Customer Service Fomms Gow't Services Careers Privacy Polic Temms of Use Business Customer Gatewa
Hie ey (s T S T =4 BT ETIEES) el ey [HAlEy Ltk Gi7 1 (el (B R
o -

Figure 5-1: Business Customer Gateway user homepage

Move Update verification results are accessible through the Manage Mailing Activity service. The following
screens below show how Mailers can review verification results generated during sampling of their mail.
While continuous Mailers are defined as mailers who continuously produce mail (over a varying timeframe)
and release it for transport at different intervals; verification is performed by sampling portions of the mail
prior to completion of the entire mail job. All continuous and non-continuous mailers have access to these
types of verification data via the Dashboard in the PostalOne! Mailer view.
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The user selects Dashboard from the Manage Mailing Activity left-hand menu (Figure 5-2). The Dashboard
Management System displays, where the user then selects View Verification Results link underneath the
search page (Figure 5.3). If the link is not present, then no verification results are available.

UNITED STATES
POSTAL SERVICE» HOME | HELP | CUSTOMER CARE | SIGMOUT

Manage Mailing Activity J_ M l&' "

» Home Y
5 BUmMmary A
Transaction Information
# Balance and Fees o Joate [PamitiPub [Location saction Type |Customear Referancs D |Begin Balancs ieces
e — 1 04092008 Plig PORTLAND, ME QMR verification  H/A -5334.98 $0.00 433498 1000 |4g (a0 |2t |2z [z |24 |28
 Pestaliizan 2 04D8Z008 PIAE PORTLAND, ME 3600 WA §14862  F483.50 $33488 1000 |35 (a7 (26 |28 [0
» Electronic Data Exchange 3 04/08/2008 FI18 FORTLAND, ME 3602 HA $508 .12 -§448 60 $148.52 1000 Fee Expiration
4 pamarzaoe PIT PORTLAND, ME  Adjustment A Debit  -§12.50 Debit  NiA
- Mailing Reports 5 04mi2008 PIT PORTLAND, ME 3802 Job 123 Debit -53.205.00 Debit 12500

Library
Dashboard Summary Information Mailing Guide(DMM 200}
activity Summary LDATIotA £

" Fostal Explarer
Humber of Mailings g Femamle
Number of Fieces 80,136  Business Mail 101
Total Post. 26 69976
otal Fostage e Domestic Mail Manual
Number of Deposits

[
Total Deposits 318000 International Mail Manusl

» Manage Permits

Buulk hiail Centers

< " Ouesti or G > Getthe Latest News

Help us improve the information provided to you. Please take a moment to complete our feedbadc form and let us know how we can

provide you with 2 bettst product. Thank you

Mumber of Mailings

9
&
:

Jan Feb  Mar

Mailing Summary

Figure 5-2: Manage Mailing Activity left-hand menu

Home = Dashboard Management System

Dashboard Management System

Dashboard Alerts
¥ ALERT: Review your Dormant Jobs.

Dashboard Search advanced search: show / hide
Submit Date:

Begin: |13/30/2005 Pastage Statement ID

Wailer Location: |21 j‘
ailing Group: Mailer Job #

Enet: I
Job Statuses: [a)) -,

2P and/or Move Update warhings
- Canceled Preparer Permi # Preparer Permit Type: | Al -
CON - Consolidated
ERR - Failed on Submission =l

Permit Holder Permit #

Permit Holder Permit Type: Al j'
Search | [ Wiew Verification Results |

Status Chart show fhide @ Mail Class Chart show [ hide

Manage My Settings

show ! hide
¥ Wy detault time frame: m P Save all of my current critetia selections as:
¥ Mumber of rows to display per page: lﬂ | Save Query
¥ Inactivity alert time period: m P My existing queries:

|USPS Defaults (=] [ Select Query

Figure 5-3: View Verification Results link

The View Verifications screen appears (Figure 5-4) after the user selects the View Verification Results link
(Figure 5-3).

The user can click on any of the links in the “Verifications” column to access the underlying results (Figure 5-
4). The following types of verifications are available:
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¢ ME =MERLIN

e MU = Move Update

e PS =Presort

e BP = Bundle Preparation

e SP = Short paid (for First-Class Metered mailings)

e TT = Tap Test (for mailings with windowed envelopes)

Home = “iews Yerification Results
View Verification Results
The table below displays verifications that were performed at a mailer facilty and that are not associsted with a specific postage statement:

Search Criteria

Reporting Period: e |03.v‘30.r‘2009 Jok Status: | Mo Selection -~ ;I

To; [04/13/2009

04/01,2003 Yerification ID#54931 168 -- First-Class Mail » 18Pl 1,000 $0.00 56 260.00
04012009 “erification IDAS4931171 -- Standard hail 18 Pl 1,000 $0.00 $207.12
04/01,2009 Yerification ID#54931 279 -- Standard Mail TR 10,000 $0.00 451000
0403/2009 Yerification ID#54931 630 -- First-Class Mail TR 1,000 $1250 $0.00

Status Chart show / hide @ Mail Clas=s Chart show [ hide

Home | Site Map | Help | Customer Care | Feedback | Sign Out

Figure 5-4: View Verification Results

Additionally, customers who have access to Manage Mailing Activity, have the same access to verification
reports as the USPS acceptance clerks. The user selects Mailing Reports from the Manage Mailing Activity
left-hand menu. The Mailing Reports menu displays, where the user then selects View Transactions link
(Figure 5.5). If the user selects the MU link, the Move Update Address Validation report displays (Figure 5-

EUM‘TEDSTATES
POSTAL SERVICE « HOME | HELP | CUSTOMER CARE | SIGN OUT

Manage Mailing Activity ‘y- = M‘& m&\
» Home Homeg = Mailing Reports /

Mailing Reports

Summary
Balance and Fees ’
* View Transactions * Mailing Summary Report
Postal Wizard . - g
- Post Statement: = Electronic Mail improvement Report

Electronic Data Exchange o

* Customer Supplier Agreements ~ » Mail Quality Reports

» Mailing Repors
Dashboard

Manage Permils

v

Full Service

* Beports ¢ Bygh Subscription Profile

Home | Site Map | Help | Customer Care | Feedbadk| Sign Out

Copytight @ 1090-2000 United States Postal Sunvice
All Rights Reservad.

7).

Figure 5-5: User selects View Transactions to access Move Update verification results
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When the user selects the View Transactions link the Transaction Summary page displays. The user can
then select the MU link (Figure 5-6)

- HONE | HELP | CUSTOMER CARE SN OUIT

Transactions
4
F Tha date cange feo any search must be 125 days e less. Transastions asly appeae on this eeport fea 1 year asd 1 menth afler the tansastion date.
gnd LLL I you mdad B8 ieLiia thi ﬂ]u‘ﬂfllﬁﬂ‘.l pariad of ime, plesis downbead the LS wiile it & Svdilable Shd flor the inSEITASEN of Youl SOMPUlEL
Zard
Lazation Tiansastion Typa Acesust Typa Parmit £ Pub Musbar
L Data Exthange
¢ |[aTaTSERVICESING 3] [0 - [ =] |
opars Customer Refarence Hamber Eart Date End e
8 [ 13272008 0473072009
Fermits
ng Seaich Repsis
Prprmmet / Pulty Location Dy Transacton Typs Portogs Steamint # Customer Ratensnce # Begnng Brence Amcunt  Encing Baencs Pieces Verifications Uger Details
Fl 885 ::.ng""\' DRUDG00GE ZEO0 BTRS2EAC 13182 Debit 209270 Cebit 10579 CPY D
ALFHARETTA,
L 00072000 ZE00 7052053 13182 Dabit -3.45022 Dabit 10103 v [0
e :‘;”“‘“"“- A0S B0 BTGATR44 10 Bablit -1.8542 Bebit S840 erv 1)
pioes  ALPHARETTA onan000 2600 aran2es 13182 Dabit -1,037.33 babit 3270 v [
Pl 8zs ;‘:’“‘"‘E""' DADG000 ED) BT052018 13182 DBabit -1,404.20 Debit 3187 v [0
PIOE1  PHOEHDGAZ  O408/2008 3500 ETON05 cBs Dabit 13,438 68 Debit mues quw [5]
Flos PHOEHL, AT DuUAE2006 Scedmend LY CBS Debit A4.75 Cebit IAF;
FI651  PHOEHIX AZ 0082000 3500 eT9as5es CBS Dabit -5,414.80 Dabit 5328 var [B)
piazas  SACRAMENTO. ginaa0s 2600 araaToe AT&T SEAVICES ING. babit 4217 47 Y sss [B]
PI2114 :";'m CITY. sunepooo 200 B7u38578 na Dabit 22,078 77 Debit 8557 L
SACRAMENTO, N . N [i
pravas oo 0A0E000 300 eraan1R0 ATST SERVICES INC, L Dabit 372832 ses [
piazas  SACRAMENTO. pimaca0n 3600 erans0a2 ATAT SEAVICES INC. Gabit 484190 Dabit 3480 sos [5]
Fl1477 HARTFORD, CT QdARESD000 3500 BTUZT 85 na Dabit 1,037 .10 Debit 123 Jas a
FI&T?  HARTFORD, CT 0408/2006 3500 ETa20870 i Dabit -76,040.14 Cabit 226005 ms [
e omA ETTA, CARG00G D) BTUTIEIE IER Dabit 57140 Debit 347 eev [
FIZEse  HOUSTOM, TA QA08/2000 3600 ETa20400 10385 abit 19926 Cebit 135 wre [0
PIZ3S8  WOUSTON, TH OMSE000 300 7918042 10355 LT ) e [
PIZESS  HOUSTON, TX O408/2006 3500 TaN0a 10088 LT Debit 804246 wme 1]
Pl ogs :’f“"’"‘"" DUEZ000 3600 eTe00E 13182 Dabit 258290 Deblt  7E30 v 7]
Pises  LFUARETTA panscono w00 BT008350 13182 Dabit 231291 Dabit 6708 crv [0
Pl Sgs o: ETEA oannrons 200 ETR00IN Reile Pabit 56208 Dabit 282 cev [0
Pioes  ALPMARETTA. ounem00n 3600 7007708 13182 bebit <2833 Debit 204 cev [
Pl 525 ;ME"!' QLS008 TEO0 eTe07T1T 13182 Dabit 457 81 Dabit Fird CPV a
ALFHARETTA, - -
Pioes  oLF 0087000 JE00 eTa0seaT 13182 L Dabit 423707 crv [H]
Figes 2‘:’“‘“"‘"" Q082008 3600 708038 13182 Dablt 22167 Pebit 147 cev [0
FPage: 1 23456 T 89 1091 12 13 14 95 16 17 18 19 20 1 22 23 24 25 26 37 328 29 30 31 32 33 34 35 36 37 38 30 40 1 42 43 34 95 46 47 48 49 50
51 52 53 54 55 5B
Home | Site Myp | Help | Customer Cave | Fandback | Sign Duf

Copyright @ 199020009 United
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Figure 5.6: Transaction Summary page displays, the user can then select the MU link

When the user clicks the “MU” link, the Move Update Address Validation Report displays (Figure 5-8).
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Mailing's Move Update Address Validation Report

Mailing Information

Permit Holder's Permit 681 Maller's Job IO CBS Total Pleces: 27,568
Permil Holder's Mame: AT&T FPostage Statement ID: 67940058 Tofal Postage: 1343698
- : ’ . Mailer MPTGM
Mailing Agent's Permit 681 Mail Class: First Class Cerified:
Ancillary
Mailing Agent's Name: AT&T Processing Category.  Letters ::tvhauL;Fdata Semvice
: Endorsement
MERLIN Systermn Information
MERLIN Job ID: 4760308 Cost Center Name:  PHOENIX BMEU :E:f”” yaitaton
- 04/08:09
’ MERLIM Verification Start e
MERLIM Serial # MER-00-0864 Sample Size: 1,287 CialaTime: g:iiﬂ.l]l]
; 04/08/09
Cost Centar MERLIN Verification End piziced
Code: 0353640960 Mailpieces Processed: 0 DateyTime: gi'm 04

Move Update Address Validation Summany Information

Total & of mailpleces fested

Total COA updated
Total COA updated Total COA ot by mailer

iC il 3
e i IR o S by mailer updated by mailer |divided by Total COA

e _ IR o N S
Less than 95 days: 1 o 1 0,00 %
Betwszen 25 davs 10 13 months 4 {1} 4 0,00 %
Between 95 days to 18 months 4 o 4 0,00 %
Between 95 days to 48 monhs 5] 2 B 2500 %

* COA = change of sddress

* Table dizplays mallpieces with Move Update address matches betwesn 95 days and 48 months

Address Block ‘ Barcode

288 PO BOX

837 | SODENHO INC GUANTICO VA 771 34023898 mlgsdws'"” 101508
2211340238
B00VWASHINGTON AVE
M STE 51 Betwesen 95 davs 1613

435 UNPLUGGED CITES MINNEAPOLIS M 55401118426 " ORZ308
554011184
200 PUBLIC 50 STE

HAMN LOESER PARKS | SS00 Between 25 days 1o 13

3 LLP CLEVELAND OH 44114231525 y DE20M0E
441142316
1600 TYSONS BLVD STE

ccy | COMSAT hicss Fp—— !E&twmnﬂﬁdwsln-m p—

Figure 5-7: Move Update Address Validation report displays, after the user selects the MU link from the
Transaction Summary page
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Appendix C Test Scenario Criteria

Note: Refer to Appendix Intelligent Mail Full-Service and Basic Checklist on RIBBS for updated Test Criteria.
The test criteria provided here are subject to change and are provided only to offer a sense of scope.

Test Scenario Criteria

To ensure proper and thorough testing, Mailers should replicate the types of mailings they anticipate sending
to the PostalOne! production environment. Mailer should submit files for all mail classes, processing
categories and price levels that apply:
e Classes (First-Class, Periodicals, Standard, Bound Printed Matter)
e Price categories (Enhanced Carrier Route, Automation (Full Service and/or Basic) Non-
automation, Machinable, Nonmachinable, Irregular, Presorted, , etc)
Processing categories (Cards, Letters, Flats, Machinable Parcels, Irregular Parcels)
Customer Supplier Agreement information (for Mailers with agreements and submitting Full
Service mailings)

Files should contain volumes typical of what would be mailed in production. Select the scenarios applicable
to your mailing operation.

Test Criteria by Class:

First-Class Malil

eDocumentation / Basic Full-Service
Scenario Required Optional Required Optional

FC1A or FC1B

FC2A or FC2B

FC3

XX | X[ X

FC4

XX |X|[X [ X

FC5

FC6

FC7

XX | X[ X

X
FC8 X
FC9 X

Scenario FC1A: Submit an ‘original’ Mail.dat file that contains the information necessary to generate the
following documents:

O Qualification Report including Container Information (CSM Container status is ‘blank’ for an original file)
O Version Summary Report

O Then submit a ‘ready to pay’ Mail.dat file that contains the information necessary to generate the
following documents:

0 PS Form 3600 - Postage Statement - First-Class and Priority Mail (CSM Container status is ‘R’
for ready-to-pay)

0 Reconciliation Report
Or
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Scenario FC1B: Submit an ‘original ready to pay’ Mail.dat file (CSM Container status is ‘R’ for original ready-
to-pay) that contains the information necessary to generate the following documents:

O Qualification Report including Container Information

O PS Form 3600 - Postage Statement - First-Class and Priority Mail

O Version Summary Report

O Reconciliation Report

Scenario FC2A: Submit an ‘original’ Mail.dat file that contains the information necessary to generate the

following documents:

O Qualification Report including Container Information (CSM Container status is ‘blank’ for an original file)

O Version Summary Report

O Then submit a ‘ready-to-pay’ Mail.dat file that contains the information necessary to generate multiple (at
least two) postage statements (CSM Container status is ‘ready-to-pay’) and the following documents:

o0 PS Form 3600 - Postage statement - First-Class and Priority Mail — Multiple postage statements
(at least two; with different mailing dates)

0 Reconciliation Report
Or

Scenario FC2B: Submit an ‘original ready-to-pay’ Mail.dat file (CSM Container status is ‘R* for original
ready-to-pay) that contains the information necessary to generate the following documents:
O Qualification Report including Container Information

O PS Form 3600 - Postage Statement - First-Class and Priority Mail — Multiple postage statements (at least
two; with different mailing dates)

O Version Summary Report
O Reconciliation Report

Scenario FC3: Submit a Mail.dat file that cancels a postage statement or cancel a postage statement
through the PostalOne! Graphic User Interface.

Scenario FC4: Submit a Mail.dat file that changes the piece weight and creates a postage statement with the
new piece weight.

Scenario FC5: Full Service. Include non-automation piece information if this type of mail is produced by the
Mailer. If there is a Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat
file that contains the information necessary to generate the following documents:

O Qualification Report including Container Information
PS Form 3600 - Postage Statement - First-Class and Priority Malil
Version Summary Report
Reconciliation Report
Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
Nesting information at the piece level, tray level and container level
By/For information

OO0o0ooOoooaod

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number
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Scenario FC6: Mixed Mailings — Mailings with Full-Service and Basic Service mailpieces in the automation
portion. Include non-automation piece information if this type of mail is produced by the Mailer. If there is a
Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat file that contains the
information necessary to generate the following documents:

O

OooOoood

Oo0oogad

Qualification Report including Container Information

PS Form 3600 - Postage Statement - First-Class and Priority Mail
Version Summary Report

Reconciliation Report

Identify each piece as Full-Service, Basic or POSTNET (Basic Service can include POSTNET
pieces)

Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
Nesting information at the piece level, tray level and container level

By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario FC7: Mailings including Repositionable Notes. Submit a Mail.dat file that contains the information
necessary to generate the following:

O
O

O
O

Qualification Report including Container Information

PS Form 3600 - Postage Statement - First-Class and Priority Mail — includes pieces at the
repositionable notes price

Version Summary Report
Reconciliation Report

Scenario FC8: First-Class Mail Co-mail. Submit a Mail.dat file that contains the information necessary to
generate the following documents:

O
O

O
O

Qualification Report including Container Information

Master Statement: PS Form 3600 - Postage Statement - First-Class and Priority Mail with multiple
child statements

Version Summary Report
Reconciliation Report

Scenario FC9: First-Class Mail Co-palletization. Submit a Mail.dat file that contains the information
necessary to generate the following documents:

O

O
O
O

Qualification Report including Container Information

PS Form 3600 - Postage Statement - First-Class and Priority Mail
Version Summary Report

Reconciliation Report
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Standard Mail

Scenario

eDocumentation / Basic

Full-Service

Required

Optional

Required

Optional

S1A or S1B

S2A or S2B

S3

S4

XX | X[ X

S5

XXX | X[ X

S6

S7

S8

S9

X
X
X

XXX [X

Scenario S1A: Submit an ‘original’ Mail.dat file that contains the information necessary to generate the
following documents:

O

O
O

or

Qualification Report including Container Information (CSM Container status is ‘blank’ for an original
file)
Version Summary Report
Then submit a ‘ready to pay’ Mail.dat file that contains the information necessary to generate the
following documents:

o0 PS Form 3602 - Postage Statement - Standard Mail (CSM Container status is ‘R* for ready-

to-pay)
0 Register (applicable for plant-verified drop shipment mailings)
0 Reconciliation Report

Scenario S1B: Submit an ‘original ready-to-pay’ Mail.dat file (CSM Container status is ‘R’ for original ready-
to-pay) that contains the information necessary to generate the following documents:

O

Ooo0oaogano

Qualification Report including Container Information

PS Form 3602 - Postage Statement — Standard Mail

Register (applicable for plant-verified drop shipment mailings)
Version Summary Report

Reconciliation Report

Scenario S2A: Submit an ‘original’ Mail.dat file that contains the information necessary to generate the
following documents:

O

O

Qualification Report including Container Information (CSM Container status is ‘blank’ for an original
file)

Version Summary Report

Then submit a ‘ready-to-pay’ Mail.dat file that contains the information necessary to generate
multiple (at least two) postage statements (CSM Container status is ‘ready-to-pay’) and the following
documents:

o0 PS Form 3602 - Postage statement - Standard Mail - Multiple postage statements (at least
two; with different mailing dates)

0 Register (applicable for plant-verified drop shipment mailings)
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o0 Reconciliation Report
Or

Scenario S2B: Submit an ‘original ready to pay’ Mail.dat file (CSM Container status is ‘R‘ for original ready-
to-pay) that contains the information necessary to generate the following documents:
O Qualification Report including Container Information

O PS Form 3602 - Postage Statement - Standard Mail — Multiple postage statements (at least two; with
different mailing dates)

O Register (applicable for plant-verified drop shipment mailings)
O Version Summary Report
O Reconciliation Report

Scenario S3: Submit a Mail.dat file that cancels a postage statement or cancel a postage statement through
the PostalOne! Graphic User Interface.

Scenario S4: Submit a Mail.dat file that changes the piece weight and creates a postage statement with the
new piece weight.

Scenario S5: Full Service. Include non-automation piece information if this type of mail is produced by the
Mailer. If there is a Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat
file that contains the information necessary to generate the following documents:

O Qualification Report including Container Information

O PS Form 3602 - Postage Statement — Standard Mail

O Register (applicable for plant-verified drop shipment mailings)

O Version Summary Report

O Reconciliation Report

O Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
O Nesting information at the piece level, tray level and container level

O By/For information

O Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario S6: Mixed Mailings — Mailings with Full-Service and Basic Service (Basic can include POSTNET
pieces) mailpieces in the automation portion. Include non-automation piece information if this type of mail is
produced by the Mailer. If there is a Customer Supplier Agreement, include applicable information in file.
Submit a Mail.dat file that contains the information necessary to generate the following documents:
O Qualification Report including Container Information
PS Form 3602 - Postage Statement — Standard Malil
Register (applicable for plant-verified drop shipment mailings)
Version Summary Report
Reconciliation Report
Identify each piece as Full-Service, Basic or POSTNET
Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file

Oooooooao

Nesting information at the piece level, tray level and container level
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O By/For information
O Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario S7: Mailings including Repositionable Notes. Submit a Mail.dat file that contains the information
necessary to generate the following:

O Qualification Report including Container Information
PS Form 3602 - Postage Statement — Standard Mail — includes the price for repositionable notes
Register (applicable for plant-verified drop shipment mailings)
Version Summary Report

Oo0oaogoano

Reconciliation Report

Scenario S8: Standard Mail Co-mail. Submit a Mail.dat file that contains the information necessary to
generate the following documents:
O Qualification Report including Container Information

O Master Statement: PS Form 3602 - Postage Statement — Standard Mail with multiple child
statements

O Register (applicable for plant-verified drop shipment mailings)
O Version Summary Report
O Reconciliation Report

Scenario S9: Standard Mail Co-palletization. Submit a Mail.dat file that contains the information necessary
to generate the following documents:
O Qualification Report including Container Information
PS Form 3602 - Postage Statement — Standard Mail
Register (applicable for plant-verified drop shipment mailings)
Version Summary Report

Oo0Oogano

Reconciliation Report

USPS® — Postal Service - User Access to Electronic Mailing Information and Reports Guide — Version 4.0 —6/25/2009 — Page 110

Copyright © 2009 USPS®. All Rights Reserved.



Bound Printed Matter

Scenario

eDocumentation / Basic Full-Service
Required Optional Require Optional

B1A or B1B

B2A or B2B

B3

XX | X[ X

B4

X|X|X|X[X |2

B5

B6

B7

X
X
X

x| X

B8

Scenario B1A: Submit an ‘original’ Mail.dat file that contains the information necessary to generate the
following documents:

O

O

Or

Qualification Report including Container Information (CSM Container status is ‘blank’ for an original
file)

Version Summary Report
Then submit a ‘ready-to-pay’ Mail.dat file that contains the information necessary to generate the
following documents:
o0 PS Form 3605 - Postage Statement — Package Services (CSM Container status is ‘R* for
ready-to-pay’)
Register (applicable for plant-verified drop shipment mailings)
Reconciliation Report

Scenario B1B: Submit an ‘original ready-to-pay’ Mail.dat file (CSM Container status is ‘R‘ for original ready-
to-pay) that contains the information necessary to generate the following documents:

O

OoOogoano

Qualification Report including Container Information

PS Form 3605 - Postage Statement — Package Services
Register (applicable for plant-verified drop shipment mailings)
Version Summary Report

Reconciliation Report

Scenario B2A: Submit an ‘original’ Mail.dat file that contains the information necessary to generate the
following documents:

O

O

Qualification Report including Container Information (CSM Container status is ‘blank’ for an original
file)

Version Summary Report

Then submit a ‘ready to pay’ Mail.dat file that contains the information necessary to generate
multiple (at least two) postage statements (CSM Container status is ‘ready-to-pay’) and the following
documents:
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o0 PS Form 3605 - Postage statement — Package Services - Multiple postage statements (at
least two with different mailing dates)

Register (applicable for plant-verified drop shipment mailings)
Reconciliation Report

Or

Scenario B2B: Submit an ‘original ready to pay’ Mail.dat file (CSM Container status is ‘R’ for original ready-
to-pay) that contains the information necessary to generate the following documents:
O Qualification Report including Container Information

O PS Form 3605 - Postage Statement — Package Services — Multiple postage statements (at least two
with different mailing dates)

O Register (applicable for plant-verified drop shipment mailings)
O Version Summary Report
O Reconciliation Report

Scenario B3: Submit a Mail.dat file that cancels a postage statement or cancel a postage statement through
the PostalOne! Graphic User Interface.

Scenario B4: Submit a Mail.dat file that changes the piece weight and creates a postage statement with the
new piece weight.

Scenario B5: Full Service. If there is a Customer Supplier Agreement, include applicable information in file.
Include nonpresorted and/or nonbarcoded piece information if this type of mail is produced by the Mailer. If
there is a Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat file that
contains the information necessary to generate the following documents:

O Qualification Report including Container Information

O PS Form 3605 - Postage Statement — Package Services

O Register (applicable for plant-verified drop shipment mailings)

O Version Summary Report

O Reconciliation Report

O Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
O Nesting information at the piece level, tray level and container level

O By/For information

O Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario B6: Mixed Mailings — Mailings with Full-Service and Basic Service (Basic can include mailpieces
with a POSTNET barcode) mailpieces in the automation portion. Include nonpresorted and/or nonbarcoded
piece information if this type of mail is produced by the Mailer. If there is a Customer Supplier Agreement,
include applicable information in file. Submit a Mail.dat file that contains the information necessary to
generate the following documents:

O Qualification Report including Container Information

O PS Form 3605 - Postage Statement — Package Services

O Register (applicable for plant-verified drop shipment mailings)

O Version Summary Report
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Reconciliation Report

Identify each piece as Full-Service, Basic or POSTNET

Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
Nesting information at the piece level, tray level and container level

By/For information

[ R R R

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario B7: Bound Printed Matter Co-mail. Submit a Mail.dat file that contains the information necessary to
generate the following documents:
O Qualification Report including Container Information

O Master Statement: PS Form 3605 - Postage Statement — Package Services with multiple child
statements

O Register (applicable for plant-verified drop shipment mailings)
O Version Summary Report
O Reconciliation Report

Scenario B8: Bound Printed Matter Co-palletization. Submit a Mail.dat file that contains the information
necessary to generate the following documents:

O Qualification Report including Container Information

O PS Form 3605 - Postage Statement — Package Services
O Register (applicable for plant-verified drop shipment mailings)
O Version Summary Report
O Reconciliation Report
Periodicals

Periodicals may include supplements, firm bundles, non-incidental and incidental enclosures, ride-alongs,
repositionable notes, pending Periodicals, In-County and Outside County. It is important to test the items that
your mailers use. However, these items once tested for one publication need not be tested for another
publication.

Scenario P1: The Mailer must be able to submit an ‘original’ Mail.dat file that contains the necessary
information to generate the following documents:

O Qualification Report including Container Information
O Outside County Container and Bundle Report (will not be produced for In-County mail)
O Follow this with a ‘ready to pay’ scenario P2 listed below.

Scenario P2 Periodicals: The Mailer must be able to submit a ‘ready to pay’ Mail.dat file that contains the
necessary information to generate the following documents:

O Postage statement(s) PS Form 3541 separated by the postage statement generation variables.
O Ad Percentage Worksheet(s)
O Edition Weight Worksheet(s)

O Scenario P4 Full-Service or mixed with Full-Service: If there is a Customer Supplier Agreement,
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[ R

include applicable information in file. The Mailer must be able to submit a ‘ready to pay’ Mail.dat file
that contains an IMR (Intelligent Mail Range Record) file or PDR (Piece Detail Record) file and other
necessary information to generate the following documents:

Postage statement(s) PS Form 3541 separated by the postage statement generation variables.
Ad Percentage Worksheet

Edition Weight Worksheet

Full Service Reports for Address Change Service and Start-the-Clock

Scenario P5 Basic Option or POSTNET: The Mailer must be able to submit a ‘ready to pay’ Mail.dat file that
contains the necessary information to generate the following documents:

O

O Ooao O O OO

O OooooO O oo O

O

o 0O

Postage statement(s) PS Form 3541 separated by the postage statement generation variables.
Ad Percentage Worksheet(s)

Edition Weight Worksheet(s)

Scenario P6 Pending Periodicals with Standard Mail prices: The Mailer must be able to submit a

‘ready to pay’ Mail.dat file that contains the necessary information to generate the following
documents:

Postage statement(s) PS Form 3541 separated by the postage statement generation variables. This
postage statement will show the postage due while pending at the Standard Mail prices.

Ad Percentage Worksheet(s)
Edition Weight Worksheet(s)
Pending Periodicals cannot be CPP so cannot have a Payment Request

Scenario P7 Periodicals with Incidental Enclosures: The Mailer must be able to submit a ‘ready to
pay’ Mail.dat file that contains the necessary information to generate the following documents:

Postage statement(s) PS Form 3541 separated by the postage statement generation variables. This
postage statement will show the postage due for the main book including the incidental enclosure.

Ad Percentage Worksheet(s)
Edition Weight Worksheet(s)

Scenario P8 Periodicals with Non-Incidental Enclosures: The Mailer must be able to submit a ‘ready
to pay’ Mail.dat file that contains the necessary information to generate the following documents:

Postage statement(s) PS Form 3541 separated by the postage statement generation variables.
Postage statements PS Form 3600 for First-Class Enclosures

Postage statements PS Form 3602 for Standard Mail Enclosures

Ad Percentage Worksheet(s)

Edition Weight Worksheet(s)

Scenario P9 Periodicals with Repositionable notes: The Mailer must be able to submit a ‘ready to
pay’ Mail.dat file that contains the necessary information to generate the following documents:

Postage statement(s) PS Form 3541 separated by the postage statement generation variables. This
postage statement will include the price for the repositionable notes.

Ad Percentage Worksheet(s)
Edition Weight Worksheet(s)

Scenario P10 Periodicals with firm bundles: The Mailer must be able to submit a ‘ready to pay’
Mail.dat file that contains the necessary information to generate the following documents:
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Postage statement(s) PS Form 3541 separated by the postage statement generation variables. This
postage statement will include the price for the firm bundles.
Ad Percentage Worksheet(s)

Edition Weight Worksheet(s)

Scenario P11 Periodicals with supplementals: The Mailer must be able to submit a ‘ready to pay’
Mail.dat file that contains the necessary information to generate the following documents:

Postage statement(s) PS Form 3541 separated by the postage statement generation variables. This
postage statement will include the price for the supplementals.
Ad Percentage Worksheet(s)

Edition Weight Worksheet(s)

Scenario P12 Periodicals with ride-alongs: The Mailer must be able to submit a ‘ready to pay’
Mail.dat file that contains the necessary information to generate the following documents:

Postage statement(s) PS Form 3541 separated by the postage statement generation variables. This
postage statement will include the price for the ride-alongs.
Ad Percentage Worksheet(s)

Edition Weight Worksheet(s)

Scenario P13 Periodicals Co-mail or Co-palletization: Periodicals co-mail or co-palletization may
include pending Periodicals, Periodicals and include all the elements supplements, firm bundles,
non-incidental and incidental enclosures, ride-alongs, repositionable notes, In-County and Outside
County.

The scenario generates

Postage statements separated by the postage statement generation variables (including publication
issue).

Ad Percentage Worksheets for each publication issue

Edition Weight Worksheets for each publication issue

Testing Criteria for MLOCR (Two-Pass) - First-Class Mail

eDocumentation / Basic Full-Service
Require Optional Required Optional
Scenario d

MFC1 X X

MFC2 X X

MFC3 X X

MFC4 X

MFC5 X

Scenario MFC1: For Multi-Line Optical Character Reader (MLOCR) letter and/or Flat mailings, the Mailer
must be able to submit a Mail.dat file that contains the information necessary to create the following:

O
O

Qualification Report and Container Information

Master Statement — PS Form 3600 - Postage Statement - First-Class and Priority Mail, with multiple
child statements and multiple postage payment types (permit imprint, meter stamps and precanceled
stamps)
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O

Customer Mail Report
Summary ZIP Destination Report
Reconciliation Report

Postage Statement Summary Report

Scenario MFC2: For Multi-Line Optical Character Reader (MLOCR) mailings, the Mailer must be able to
submit a Mail.dat file that contains the information necessary to create the following:

O
O

O 00O

Qualification Report including Container Information

Master Statement — PS Form 3600 - Postage Statement - First-Class and Priority Mail,

o with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
=  meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Customer Mail Report
Summary ZIP Destination Report
Reconciliation Report

Postage Statement Summary Report

Scenario MFC3: The Mailer must be able to submit a Mail.dat file that provides the necessary information to
create a Qualification Report and Master Postage Statement, and reports specified in Scenario M1. The
Mailer must be able to Cancel a Postage Statement.

Scenario MEC4: Full Service. Include non-automation piece information if this type of mail is produced by
the Mailer. If there is a Customer Supplier Agreement, include applicable information in file. Submit a
Mail.dat file that contains the information necessary to generate the following documents:

O
O

Oooooooao

Qualification Report including Container Information

Master Statement — PS Form 3600 - Postage Statement - First-Class and Priority Mail,

o with multiple customers’ mail in the mailing
o0 with multiple child statements
o0 multiple postage payment types
» permit imprint (at least two child statements for different mail owners)
=  meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Reconciliation Report

Customer Mail Report

Summary ZIP Destination Report

Postage Statement Summary Report

Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number
Submit an update with handling unit and container data
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Scenario MFC5: Mixed Mailings — Mailings with Full-Service and Basic Service mailpieces in the automation

portion. Include non-automation piece information if this type of mail is produced by the Mailer. If there is a
Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat file that contains the
information necessary to generate the following documents:

O
O

Oo0o0ooOoooooaoo

Qualification Report including Container Information
Master Statement — PS Form 3600 - Postage Statement - First-Class and Priority Mail,
o with multiple customers’ mail in the mailing
o with multiple child statements
o0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
=  meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Reconciliation Report

Customer Mail Report

Summary ZIP Destination Report

Postage Statement Summary Report

Identify each piece as Full-Service, Basic or POSTNET (Basic can include POSTNET pieces)
Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number
Submit an update with handling unit and container data

Testing Criteria for MLOCR (Two-Pass) — Standard Mail

eDocumentation / Basic Full-Service
Scenario Required Optional Required Optional
MSM1 X X
MSM2 X X
MSM3 X X
MSM4 X
MSM5 X

Scenario MSM1: For Multi-Line Optical Character Reader (MLOCR) letter and/or Flat mailings, the Mailer
must be able to submit a Mail.dat file that contains the information necessary to create the following:

O
O

O0O00O oo

Qualification Report and Container Information

Master Statement — PS Form 3602 - Postage Statement - Standard Mail, with multiple child
statements and multiple postage payment types (permit imprint, meter stamps and precanceled
stamps)

Customer Mail Report
Register (applicable for plant-verified drop shipment mailings)

Summary ZIP Destination Report
Reconciliation Report

Postage Statement Summary Report
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Scenario MSM2: For Multi-Line Optical Character Reader (MLOCR) mailings, the Mailer must be able to
submit a Mail.dat file that contains the information necessary to create the following:

O
O

Oo0Oo0ooad

O

Qualification Report including Container Information

Master Statement — PS Form 3602 - Postage Statement - Standard Mail,

o with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
=  meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Customer Mail Report
Register (applicable for plant-verified drop shipment mailings)

Summary ZIP Destination Report
Reconciliation Report

Postage Statement Summary Report

Scenario MSM3: The Mailer must be able to submit a Mail.dat file that provides the necessary information to
create a Qualification Report and Master Postage Statement, and reports specified in Scenario M1. The
Mailer must be able to Cancel a Postage Statement.

Scenario MSM4: Full Service. Include non-automation piece information if this type of mail is produced by

the Mailer. If there is a Customer Supplier Agreement, include applicable information in file. Submit a
Mail.dat file that contains the information necessary to generate the following documents:

O
O

Oo0oooooooad

Qualification Report including Container Information
Master Statement — PS Form 3602 - Postage Statement - Standard Mail,
o0 with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permitimprint (at least two child statements for different mail owners)
= meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Reconciliation Report

Customer Mail Report

Register (applicable for plant-verified drop shipment mailings)

Summary ZIP Destination Report

Postage Statement Summary Report

Piece level information in an IMR (Intelligent Mail Record) or PDR (Piece Detail Record) file
By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number
Submit an update with handling unit and container data

Scenario MSM5: Mixed Mailings — Mailings with Full-Service and Basic Service mailpieces in the

automation portion. Include non-automation piece information if this type of mail is produced by the Mailer.
If there is a Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat file that
contains the information necessary to generate the following documents:

O

Qualification Report including Container Information
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Master Statement — PS Form 3602 - Postage Statement - Standard Mail,

o with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
*  meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Reconciliation Report

Customer Mail Report

Register (applicable for plant-verified drop shipment mailings)

Summary ZIP Destination Report

Postage Statement Summary Report

Identify each piece as Full-Service, Basic or POSTNET (Basic can include POSTNET pieces)
Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number
Submit an update with handling unit and container data

Testing Criteria for MLOCR One-Pass - First-Class Malil

eDocumentation / Basic Full-Service
Scenario Required Optional Required Optional
MOFC1 X X
MOFC2 X X
MOFC3 X X
MOFC4 X
MOFC5 X

Scenario MOFC1: For Multi-Line Optical Character Reader (MLOCR) One-Pass mailings, the Mailer must be

able to submit a Mail.dat file that contains the information necessary to create the following:

O
O
O

O0Oo0ooao

O

Qualification Report Plan including Container Information
Update to Qualification Report to show the Actual piece counts

Master Statement — PS Form 3600 - Postage Statement - First-Class and Priority Mail, with multiple
child statements and multiple postage payment types (permit imprint, meter stamps and precanceled
stamps)

Customer Mail Report

Tray Difference Report
Summary ZIP Destination Report
Reconciliation Report

Postage Statement Summary Report

Scenario MOFC2: For Multi-Line Optical Character Reader (MLOCR) mailings, the Mailer must be able to

submit a Mail.dat file that contains the information necessary to create the following:

O

Qualification Report including Container Information
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O Update to Qualification Report to show the Actual piece counts

O Master Statement — PS Form 3600 - Postage Statement - First-Class and Priority Mail,

o with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
*  meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Customer Mail Report
Tray Difference Report
Summary ZIP Destination Report

Reconciliation Report

O0Oo0ooao

Postage Statement Summary Report

O
Scenario MOFC3: The Mailer must be able to submit a Mail.dat file that provides the necessary information
to create a Qualification Report and Master Postage Statement, and reports specified in Scenario MOFCL1 or
Scenario MOFC2. The Mailer must be able to Cancel a Postage Statement.

O
Scenario MOFC4: Full Service. Include non-automation piece information if this type of mail is produced by
the Mailer. If there is a Customer Supplier Agreement, include applicable information in file. Submit a
Mail.dat file that contains the information necessary to generate the following documents:

O Qualification Report including Container Information
[0 Master Statement — PS Form 3600 - Postage Statement — First-Class and Priority Mail,
o0 with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
e permit imprint (at least two child statements for different mail owners)
e meter stamps
e precanceled stamps (at least two child statements for different mail owners)
Customer Mail Report
Tray Difference Report
Summary ZIP Destination Report
Reconciliation Report
Postage Statement Summary Report
Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

0 S R R

Submit an update with handling unit and container data

Scenario MOFC5: Mixed Mailings — Mailings with Full-Service and Basic Service mailpieces in the
automation portion. Include non-automation piece information if this type of mail is produced by the Mailer.
If there is a Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat file that
contains the information necessary to generate the following documents:

O Qualification Report including Container Information
[0 Master Statement — PS Form 3602 - Postage Statement - Standard Mail,
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o with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
* meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Customer Mail Report

Tray Difference Report

Summary ZIP Destination Report

Reconciliation Report

Postage Statement Summary Report

Identify each piece as Full-Service, Basic or POSTNET (Basic can include POSTNET pieces)
Piece level information in an IMR (Intelligent Mail Record) or PDR (Piece Detail Record) file
By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number
Submit an update with handling unit and container data

Testing Criteria for MLOCR One-Pass - Standard Mail

eDocumentation / Basic Full-Service
Scenario Required Optional Required Optional
MOSM1 X X
MOSM?2 X X
MOSM3 X X
MOSM4 X
MOSMb5 X

Scenario MOSMZ1: For Multi-Line Optical Character Reader (MLOCR) One-Pass mailings, the Mailer must

be able to submit a Mail.dat file that contains the information necessary to create the following:

O
O
O

OO0Oo0oo oo

O

Qualification Report Plan including Container Information
Update to Qualification Report to show the Actual piece counts

Master Statement — PS Form 3602 - Postage Statement - Standard Mail, with multiple child
statements and multiple postage payment types (permit imprint, meter stamps and precanceled
stamps)

Customer Mail Report
Register (applicable for plant-verified drop shipment mailings)

Tray Difference Report
Summary ZIP Destination Report
Reconciliation Report

Postage Statement Summary Report

Scenario MOSMZ2: For Multi-Line Optical Character Reader (MLOCR) mailings, the Mailer must be able to

submit a Mail.dat file that contains the information necessary to create the following:
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O Qualification Report including Container Information
Update to Qualification Report to show the Actual piece counts

O Master Statement — PS Form 3602 - Postage Statement - Standard Mail,

o with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
=  meter stamps
= precanceled stamps (at least two child statements for different mail owners)

O

Customer Mail Report
Register (applicable for plant-verified drop shipment mailings)

Tray Difference Report
Summary ZIP Destination Report

Reconciliation Report

O0O0O0O oo

Postage Statement Summary Report

O
Scenario MOSM3: The Mailer must be able to submit a Mail.dat file that provides the necessary information
to create a Qualification Report and Master Postage Statement, and reports specified in Scenario MOFCL1 or
Scenario MOSM2. The Mailer must be able to Cancel a Postage Statement.

O
Scenario MOSM4: Full Service. Include non-automation piece information if this type of mail is produced by
the Mailer. If there is a Customer Supplier Agreement, include applicable information in file. Submit a
Mail.dat file that contains the information necessary to generate the following documents:

O Qualification Report including Container Information
O Master Statement — PS Form 3602 - Postage Statement — Standard Malil,
0 with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
=  meter stamps
= precanceled stamps (at least two child statements for different mail owners)
Customer Mail Report
Register (applicable for plant-verified drop shipment mailings)
Tray Difference Report
Summary ZIP Destination Report
Reconciliation Report
Postage Statement Summary Report
Piece level information in an IMR (Intelligent Mail Record) or PDR (Piece Detail Record) file
By/For information
Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Oo0oooooooao

Submit an update with handling unit and container data
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Scenario MOSM5: Mixed Mailings — Mailings with Full-Service and Basic Service mailpieces in the
automation portion. Include non-automation piece information if this type of mail is produced by the Mailer. .
If there is a Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat file that
contains the information necessary to generate the following documents:

OO Qualification Report including Container Information
O Master Statement — PS Form 3602 - Postage Statement - Standard Mail,
o with multiple customers’ mail in the mailing
o with multiple child statements
0 multiple postage payment types
= permit imprint (at least two child statements for different mail owners)
=  meter stamps
= precanceled stamps (at least two child statements for different mail owners)

Customer Mail Report

Register (applicable for plant-verified drop shipment mailings)

Tray Difference Report

Summary ZIP Destination Report

Reconciliation Report

Postage Statement Summary Report

Identify each piece as Full-Service, Basic or POSTNET (Basic can include POSTNET pieces)
Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Oo0oo0ooooooooao

Submit an update with handling unit and container data

Testing Criteria for Manifests - First-Class Malil

eDocumentation/Basic Full-Service
Scenario Required Optional Required Optional
MMSFC1 X X
MMSFC2 X X
MMSFC3 X X
MMSFC4 X
MMSFC5 X

Scenario MMSFC1: Full Service. Include non-automation piece information if this type of mail is produced
by the Mailer. If there is a Customer Supplier Agreement, include applicable information in file. Submit a
Mail.dat file that contains the information necessary to generate the following documents:

[0 Qualification Report including Container Information

O PS Form 3600 - Postage Statement - First-Class and Priority Mail

O Version Summary Report

O Reconciliation Report

O Identify each piece as Full Service

O Piece level information in an IMR (Intelligent Mail Record) or PDR (Piece Detail Record) file
O Nesting information at the piece level, tray level and container level
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O By/For information
O Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario MMSFC2: Mixed Mailings — Mailings with Full-Service and Basic Service mailpieces in the
automation portion. Include non-automation piece information if this type of mail is produced by the Mailer. If
there is a Customer Supplier Agreement, include applicable information in file. Submit a Mail.dat file that
contains the information necessary to generate the following documents:

O Qualification Report including Container Information

O PS Form 3600 - Postage Statement - First-Class and Priority Mail

O Version Summary Report

O Reconciliation Report

O Identify each piece as Full-Service, Basic or POSTNET (Basic can include POSTNET pieces)

O Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
O Nesting information at the piece level, tray level and container level

O By/For information

O Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario MMSFC3: Submit a Mail.dat file that cancels a postage statement or cancel a postage statement
through the PostalOne! Graphic User Interface.

Scenario MMSFCA4: First-Class Mail Co-mail. Submit a Mail.dat file that contains the information necessary
to generate the following documents:

O Qualification Report including Container Information

O Master Statement: PS Form 3600 - Postage Statement - First-Class and Priority Mail with multiple
child statements

Version Summary Report

Reconciliation Report

Identify each piece as Full-Service, Basic or POSTNET (Basic can include POSTNET pieces)
Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
Nesting information at the piece level, tray level and container level

By/For information

Oo0o0ooooao

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario MMSFC5: First-Class Mail Co-palletization. Submit a Mail.dat file that contains the information
necessary to generate the following documents:

O Qualification Report including Container Information

PS Form 3600 - Postage Statement - First-Class and Priority Malil

Version Summary Report

Reconciliation Report

Identify each piece as Full-Service, Basic or POSTNET (Basic can include POSTNET pieces)
Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file

Ooooooaod

Nesting information at the piece level, tray level and container level
O By/For information
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O Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number
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Testing Criteria for Manifests - Standard Mail

eDocumentation / Basic Full-Service
Scenario Required Optional Required Optional
MMSSM1 X X
MMSSM2 X X
MMSSM3 X X
MMSSM4 X
MMSSM5 X

Scenario MMSSM1: Full Service. Include non-automation piece information if this type of mail is produced

by the Mailer. If there is a Customer Supplier Agreement, include applicable information in file. Submit a
Mail.dat file that contains the information necessary to generate the following documents:

O

Oooooooao

Qualification Report including Container Information

PS Form 3602 - Postage Statement — Standard Mail

Register (applicable for plant-verified drop shipment mailings)

Version Summary Report

Reconciliation Report

Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
Nesting information at the piece level, tray level and container level

By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario MMSSM2: Mixed Mailings — Mailings with Full-Service and Basic Service (Basic can include

POSTNET pieces) mailpieces in the automation portion. Include non-automation piece information if this
type of mail is produced by the Mailer. If there is a Customer Supplier Agreement, include applicable
information in file. Submit a Mail.dat file that contains the information necessary to generate the following
documents:

O

Ooooooooad

Qualification Report including Container Information

PS Form 3602 - Postage Statement — Standard Mail

Register (applicable for plant-verified drop shipment mailings)

Version Summary Report

Reconciliation Report

Identify each piece as Full-Service, Basic or POSTNET

Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
Nesting information at the piece level, tray level and container level

By/For information

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario MMSSM3: Submit a Mail.dat file that cancels a postage statement or cancel a postage statement

through the PostalOne! Graphic User Interface.
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Scenario MMSSM4: Standard Mail Co-mail. Submit a Mail.dat file that contains the information necessary
to generate the following documents:

O Qualification Report including Container Information

[0 Master Statement: PS Form 3602 - Postage Statement — Standard Mail with multiple child
statements

Register (applicable for plant-verified drop shipment mailings)

Version Summary Report

Reconciliation Report

Identify each piece as Full-Service, Basic or POSTNET

Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
Nesting information at the piece level, tray level and container level

By/For information

O0O0O0ooOoooano

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Scenario MMSSM5: Standard Mail Co-palletization. Submit a Mail.dat file that contains the information
necessary to generate the following documents:

O

Qualification Report including Container Information

PS Form 3602 - Postage Statement — Standard Mail

Register (applicable for plant-verified drop shipment mailings)

Version Summary Report

Reconciliation Report

Identify each piece as Full-Service, Basic or POSTNET

Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file
Nesting information at the piece level, tray level and container level

By/For information

Oo0oooooooao

Mail Owner and Preparer identified in the Mail.dat file using the MID, CRID or Permit Number

Mail. XML Testing Criteria

Testing Criteria for FAST

Currently, Mail. XML Fast Testing scenarios exist and every FAST Mail. XML customer has been required to
get approved by the USPS prior to being approved in the USPS production environment. This approval used
to take place in the CAT environment and starting in May 2009, this approval process has been moved to the
TEM environment. FAST scenarios are tailored by the role of the customer, e.g., a software vendor is
required to perform a lot more tests than a mailer. Some of those sample scenarios are:

Scenario F1: The Mailer must be able to create, update, and cancel one-time, recurring, and shell
appointments for Drop-ship and Origin-Entry appointments.

Scenario F2: The Mailer must be able to associate more than one sibling container information to the parent
container and be able to move container information from one appointment to another.
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Scenario F3: The Mailer must be able to perform Joint Scheduling.
Scenario F4: The Mailer must be able to query the appointment, content information, and CSA.

Scenario F5: The Mailer must be able to create, update, and cancel stand alone content.

Testing Criteria for Full Service Feedback Pull Messages

The testing criteria for Pull Messages aspect of the Mail. XML is in planning phases. Approved and final
process will be added later in this document.

Appendix D — Abbreviations and Acronyms

Abbreviation / Acronym | Definition

AMS Address Management System

AVW DPV and/or Move Update Warning

BCG Business Customer Gateway

BME Business Mail Entry

BME & PT Business Mail Entry & Payment Technologies
BMEU Business Mail Entry Unit

BMA Business Mail Acceptance

BNS Business Needs Statement

CAN Canceled

CAT Customer Acceptance Test

CAT Critical Acceptance Time

COA Change of Address

CON Consolidated

CRID Customer Registration 1D

CSA Customer/Supplier Agreement

DMU Detached Mail Unit

eDOC Standardized Electronic Documentation
ERR Failed on Submission

FAI Failed Verification

FIN Finalized Statement

HTTP/HTTPS Hyper Text Transfer Protocol/Hyper Text Transfer Protocol Secure
IMb Intelligent Mail barcode

INC Incomplete

ISM Integrated Solutions Methodology

IT Information Technology

Mail.dat, Mail. XML Transmission Protocol of Mailers Files
MDA Mailpiece Design Analyst

MEI Mailer Enterprise Integration

NAP Not Available for Processing

PAS Passed Verification without Auto-Finalize
PAV Pending DPV and Move Update Results
PAVE Presort Accuracy Validation and Evaluation
PBV Performance Based Verification

PC Personal Computer

PEN Pending Verification Results

QMR Quality Mail Review
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REV Reversed

REW Returned for Rework

SASP Seamless Acceptance Service Performance
SQL Sequel Database Transaction

SRS Software Requirements Specification

STC Start-the-Clock

URL Uniform Resource Locator

UPD USPS Processing Due

USPS United States Postal Service

ZIP Zone Improvement Program
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Manage Permits, 17
migration window, 10

N

National & Premier Accounts, 9

P

Parallel Testing, 76
Postal Wizard, 59
PostalOne! and FAST, 10
PostalOne! Roles, 11
Profile, 15

Profile Information, 15, 16

RIBBS, 5

Start-the-Clock, 50

Start-the-Clock Summary Report, 81
static profile, 48

Symbols, 5

TEM, 62

TEM Process, 64

Test Environment for Mailers, 61
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third party, 78
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