UNITED STATES
F POSTAL SERVICE:

Electronic Documentation Process

A Guide for

Centralized Postage Payment (CPP)
Customers

Version 2.9

September 30, 2011

USPS® — Postal Service - Electronic Documentation Process for CPP Customers — Version 2.9 — 10/16/2011 — Page 1
Copyright © 2011 USPS®. All Rights Reserved



Table of Contents

(O3 1 T T To T3 I T PO OT R OTR R 3
Section 1: CPP and the Consolidated PayMeENT .. ... ... iirieeetesaassesseseesesssassssssesesssassessssssssassanns 5
1.1 Welcome to Electronic DOCUMENTALION ......cuviiiiiiiiiieiiiie sttt ettt e s snne e snne e 5
1.2 ADOUL THIS GUITE oottt s et nn e e e e r e e s e e e nnneennreeenre e 5
1.1 Recommended REAING LiSt......iicciiiiiiieeiiiiiiiie e s e e e e e e s s s e e e e e e s e ennr e e e e e e e e e snnrnnnees 6
1.2 CPP PeriodiCal ACCOUNTS OVEIVIEW .....cceiiiiiiiiiiee e areee st esne e ssre e e e snne e sneeesneeesnneeennneennneeaas 6
1.3  CPP Program TranSitioN OPLIONS ....cooiuiiiiiiiiiie ettt sttt ettt e e sbe et e e snbe e e e snaneeas 7
1.4 ePayment Options and HOW THEY OCCUL .......oiiiiiiiiiiiiiiie ettt e e 8
O R = == Y44 =T o | A O o110 o 1= PSSR 8
1.4.2 How CPP Payment TranSACtIONS OCCUT ......uiiiiiiiiiiiitiiieeaa e ettt e e e e e s aatsbee e e e e e e e s sbaeeeeeaaaeesannenneeas 8
143 28-DAY RUIE ..tttk ettt R e b b e s e e nre e nre e 9
1.4.4 Postage Statement Generation and FinaliZzation ... 10
T D = YA {1 ] = S 10
1.5 €D0C PrOCESS SIEPS....cciiiiiiiiiii i 12
1.5.1 eDoc Testing: Roles and ReSPONSIDIlITIES .....cviiiiiiiiiiiiic e 12
SECTION 2: EDOC PrOCESS ..iiiiiiiiiiiiiiieiesireesietasstesistesasesaaseeesseeaasseaanesassseeaneeaasesaanesassnessnsesannessnnsenasessnssseness 13
2.1 Step 1: Access the Business Customer Gateway (http://gateway.Uusps.Com).......ccccvvvvvveeerriinnnns 13
2.2 Step 2: Verify Periodical ACCOUNT DALA........ccuuiiiiiiiiieiiiie et 13
2.3 Step 3: COoMPIEte the TEM PrOCESS ...ccoiiiiieiitiie ettt ettt ettt e e s sbbe e e e ennnes 20
2.3.1  Creating Scripts for Test Criteria SCENAIIOS .....ccccvviiiiiicieeee et sre e e e e resresre s 22
SECLION 3 SCIEEN FIOWS ..ottt e E et E e e e e e e e e b e e R e e e s R e aRe e et 28
3.1 Screen Flow 1: Accessing the Dashboard .........ccuvueiiiiiiiiiiii e 28
2.1 Screen Flow 2: Updating Advertising PerCentage.........cccoiuiiiiiiiie ittt 29
2.2 Screen Flow 3: Accessing the Edition Weight WOrksheet ... 37
2.3 Screen Flow 4: Creating a Consolidated Payment REQUEST...........uuiiiiiiiiiiiiiiiiiie i 38
2.4 Screen Flow 5: Creating a Consolidated Payment Request from the Dashboard ....................... 44
2.5 Screen Flow 6 Accessing Postage Statement REGISTEN ......ciiiiiiiiiiiiieiie e 51
2.6 Screen Flow 7: Issue Level Postage StatemMeENt..........oociviiiiiii e ssrrrre e e e e 55
2.7 Screen Flow 8: Reviewing Periodical TranSacCtiONS ........cccccveeeiiiiiiiiiiiie et ssireee e e e e 59
S ToTod A o] I N =T o [0 o KO PP PP R OPPRTTOP 62
o N O TV -1 1] o= 1A o] o I o {=T o o] & PSP PSP PP PPPPPPPI 62
4.2  POStage StatemMeENnt REGISTEN ..ottt e st e e b et e e sbb e e e e snneeeas 64
4.3 Version SUMMArY REPOIT ..ottt e e e e e e e s bbb et e e e e e e e s abbbe e e e e e e e s aannbnreees 68
4.4 AdvertiSing % (Ad%) WOTKSNEEL .....coiiiiiiiie ettt et e e e e e e nbe e 70
4.5  Edition Weight WOTKSNEEL ... e e e e e e e e e e e et r e e e e e e e e s snnrnreees 71
4.6  Container SUMMANY REPOIT ...t e e s e e e e s e e e e e e e s seartbeeeeaaeessastnbeeeeeaeessanrnreees 75
o N = =Yoo ) e[ L= Lo I =T o Lo AR 78
Section 5: Production ENVIFONMENT .. ...t s n s n s ene s enessnas s 80
5.1  Step 4: Migrate t0 ProGUCTION ....oiiiiiiiie ittt ettt e ettt e e s st e e e s sabneee e e 80
Appendix A: Test Scenario Criteria for PEriOTiCaAlS ...t sree e snee e s snneeessnaneeaas 83
Appendix B: Formatting Mail.dat 09-1 and 0ther CPP TIPS . seeeessseeeesssseesssssseessssssees 86
Appendix C: Data Set UDP WOIKSNEELS .....cuiiiiiiiiiiiiiiiiiiiiieiieeaasssissreeeeessssasssssaesessassissssssssssssassssssesssssasnsnssses 89
1T [ PP 90

USPS® — Postal Service - Electronic Documentation Process for CPP Customers — Version 2.9 — 10/16/2011 — Page 2
Copyright © 2011 USPS®. All Rights Reserved



Change Log

Version 2.0to 2.1
September 11, 2009

Section 2: Removed paragraph on page 7 regarding Co-mail or Co-palletization and inability to mix CPP
payment postage at the PCSC with other publications in the same ready-to-pay container in the same Mail.dat
job.

The proposed workaround to place this co-mail or co-palletization data into a separate Mail.dat job can not be
effectively accomplished in the current eDoc file structure.

Version 2.1to0 2.2
October 15, 2009
Step 2 Verify Periodical Account Data (page 14): Inserted “The PCSC-assigned official Publication Title(s) as
per the Official title of the publication from the PS Form 3500 Periodicals Application must be maintained for
each original and additional entry office for the same permit.”

Version 2.2to 2.3
October 16, 2009
Updated Screen Flow 4, Creating a Consolidated Payment Request (page 38), to clarify that only the Publisher
can make a payment request (not the Preparer or agent).
October 22, 2009

Added text to clarify transition options given the CPP program will end March 31, 2010 (page 7). Added section
to describe how postage statements are generated for Mail.dat for CPP (page 10).

Version 2.3t0 2.4
October 29, 2009
Refined definition of 28-day rule (page 8).

November 3, 2009

Clarified that other Periodicals permits must also be linked to the local CAPS accounts (page 79).

Version 2.3t0 2.4
November 13, 2009

Recorded issue (50295) with Issue level postage statement register and version summary. Corrected location
of link to version summary (page 56).

Version 2.3to 2.5
November 18, 2009

Replaced Issue level postage statement register and version summary screens. (page 56). Added statement
that only Mail.dat submissions display on the Register and the Version Summary reports. Removed known
issue fixed in the November release.
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Version 2.5to0 2.6
November 20, 2009

Clarified that the publisher is to notify the PCSC in NY at least two weeks before the earliest mailing date for
which acceptance offices which will begin using eDoc and what issue will be last for CPP- traditional (must also
include the mailing date page 80).

Upon receipt of email from TEM Team with Subject: PASSED - Official PostalOne!® CPP Enrollment of
COMPANY X, HELP DESK copies email to pcsc@usps.gov. Attn: Chuck Tricamo (page 79)

Update to reference documents, Test Environment for Mailers (TEM): Checklist and Troubleshooting
supersedes the IM Full-Service Checklist document (page 6).

Insert screen that demonstrates that after the payment request is paid in the CAPS system, each item in a
payment request is assigned a unique PostalOne! System Transaction Number and a unique CAPS
Transaction Number (page 51).

Version 2.6 to 2.7
December 2009 — March 2010

Clarified that Periodicals statements displayed on the dashboard reflect the total postage statement amount
less the bundle and container postage under the ‘Postage $' column (page 30).

Updated 45-day Rule (page 9).

Added explanation for the Mail.dat .cpt Component Description and how the description is used in the Edition
Weight Worksheet (page 36).

Added work-around regarding the Qualification Report. When performing a Container ID search it requires
entering leading zeros in the Container ID field (page 73).

Removed note that the postage statement total amounts as displayed on dashboard did not match actual
statements because of bundle and container postage. This issue as described is not currently being reported
by users (page 30).

Minor revision to introduction to reflect software fixes and to be aligned with updates made to the Postal
Service Mail.dat Technical Specification resulting from PostalOne! Release 24.0.

Version 2.7 to 2.8
March 2010 — May 2010

Added note that for CPP mailings with enclosures, both the periodical statement and the enclosure statement
are set to FPP (Finalized Pending Payment) upon postage finalization by a postal employee. This is effective
beginning in Release 25.0.0 for November 7, 2010 (page 9).

Version 2.8t0 2.9
May 2010 — September 2011

Updated the guide to reflect the recent Mail.dat versions supported. The support for Mail.dat 11-2 is currently in
place and support for Mail.dat 12-1 will start on January 8, 2012.
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Section 1: CPP and the Consolidated Payment

1.1 Welcome to Electronic Documentation

The USPS added the consolidated payment feature to PostalOne! to replace the Centralized Postage Payment
(CPP) program, which ended on March 31, 2010. The CPP program reflects a hard copy postage payment
option. The publisher does not pay any postage at the acceptance units but instead collects data from these
units. The publisher is responsible for maintaining documentation applicable to the mailings and presenting the
hard copy postage statements for the entire issue to the Pricing and Classification Service Center (PCSC) CPP
unit in New York where the postage for the entire issue is paid at the 28-day CPP processing window and
entered into the PostalOne! system.

The consolidated payment feature requires mailers to submit electronic documentation (eDoc), in doing so
customers can consolidate multiple mail.dat jobs for a particular publication and issue at a single acceptance
facility using a deferred payment option. This guide provides step-by-step instructions on the process for
migrating from the CPP manual payment process to submitting eDoc and using the electronic payment feature
via the local malil facility.

The eDoc migration for CPP mailers requires participation in TEM. In this environment, mailers are expected to
pass the required test scenarios plus any optional scenarios that may be deemed necessary (refer to the test
scenarios at the end of this document). In TEM, CPP publishers will get exposure and perform the payment
options available under eDoc, which they will use in the production environment. Upon meeting test criteria, the
CPP mailer then may engage in the production environment and enjoy the many benefits of eDoc.

CPP mailers currently engaged with the traditional (hard copy) CPP postage payment option, and who now
wish to migrate to eDoc are the primary audience for this document. This document is also intended to provide
guidelines for CPP mailers (Publishers) and testing support teams during the PostalOne! testing to be
performed in TEM.

1.2 About This Guide

This guide for electronic documentation will move you through the steps to participate in ePayment/eDoc using
Mail.dat. The first section of this guide is provided for informational purposes --the history of CPP and the
consolidated payment system-- and can be bypassed if you prefer to go directly into the test requirements of
the process. In addition to providing a step-by-step process to prepare you for the electronic documentation,
the guide offers background information on the Centralized Postage Payment (CPP) program and addresses
to common concerns of CPP mailers in the consolidated payment environment.

This guide is organized as follows: Section 1 describes various aspects of CPP, clarifying common concerns
expressed by CPP mailers. Additionally, we include a recommended reading list and ample PostalOne!
application screens to illustrate the process for the Consolidated Payment feature and to demonstrate the
eDoc process flow. Section 2 describes the requirements and engagement for participating in the
eDoc/ePayment, and provides a step-by-step process when in TEM and how the teams engage. Section 3
presents screen flows demonstrating transaction sequences and how to access reports, which support postage
statement creation in PostalOne! Section 4 presents report descriptions and sample screens showing the data
elements. Section 5 provides information on what final steps to take before moving to the production
environment. Appendix A lists the test scenarios. Appendix B contains miscellaneous technical information and
tips on Advertising Percentage (Ad%) and Edition Weight worksheets.

The guide also covers the following topics:

e Account data migration

Business Account Set Up through the Business Customer Gateway
Test Environment for Mailers (TEM)

Dashboard management systems

Payment options and transaction screen flow
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The 28-Day rule

Supplement Mailings

Reports descriptions and usage
Mail.dat file format tips

1.1 Recommended Reading List

The following documents are highly recommended for reference material and are useful for technical guidance.

e Domestic Mail Manual section DMM 707 Periodicals: http://pe.usps.com/text/dmm300/707.htm.

e Postal Service Mail.dat Technical Specification provides detailed information on eDoc and Mail.dat
development, and Appendix F of this specification recommended for understanding Periodicals mail class
procedures. Guides are posted on the Rapid Information Bulletin Board System — RIBBS -
http://ribbs.usps.gov/index.cfm?page=intellmailguides.

e Centralized Postage Payment (CPP) System for Periodicals Mail Publication 406 provides detailed
information on how to apply for and mail under the Centralized Postage Payment (CPP) system for
Periodicals mail. Go to at http://www.usps.com/cpim/ftp/pubs/pub406.pdf

e User Access to Electronic Mailing Information & Reports Guide. If you are an existing user, read the
instructions in the User Access to Electronic Mailing Information and Reports Guide section called
Continuing Customers and refer to the section titled Navigating the Business Customer Gateway. If you
need to access Gateway services of which you are not already engaged. Guide is posted on the Rapid
Information Bulletin Board System — RIBBS - http://ribbs.usps.gov/index.cfm?page=intellmailguides

e For mailers interested in Full-Service testing, refer to the | Test Environment for Mailers (TEM): Checklist
and Troubleshooting: guidance for the test environment posted on RIBBS at
http://ribbs.usps.gov/intelligentmail _gateway/documents/tech _guides/TEMCHECKLIST.pdf

1.2 CPP Periodical Accounts Overview

The CPP designation authorized from the PCSC CPP unit in New York. The CPP indicator field in the Account
Management record can only be set-up by the origin office. The PCSC specialist throughout the Publication
title lifecycle, also reviews mailing eligibility, updates publisher Periodicals information and directs publication
permit linkages to the acceptance locations. The PCSC specialist is authorized to change the Publication
record to indicate and remove the CPP in the PostalOne! Account Management module (Refer to Exhibit 1).

In the CPP program, publishers have a CAPS account linked to their publication’s USPS Publication Number
(or permit). The USPS Publication Number permits are linked to the New York PCSC finance number; the Post
Office serving the publication’s known office of Publication, and any additional entry Post Office location(s). As
part of the migration, these records and permits in the PostalOne! system are required to be linked to the
respective authorized users and acceptance units. Refer to the Publication Data Set-up linkages goals in the
following sections.

Authorized users include Mailing Standards, the Pricing and Classification Service Center (PCSC), the
Business Mail Entry Unit (BMEU), and the Publisher or its agents. Such users are allowed access to the
PostalOne! information for postage statement processing and (USPS internal-only) auditing purposes.
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Location: QUEBECOR WORLD DYVERSBURS TH

Reports
Application Information

Transactions Flease enter all dates in *MMDDA Y™ format.

Select Acceptance Application Receipl Date: IEI?.QE.QIIIS Effective/Denial Date:  |09/25/1995
dnit Application Date: |IZI9.|‘?2."I a3 Cancellation Date:
Unpaid Mail (Update) " Officisl Classification: | Adcitionsl Entry * Originel Entry ZP Code: [10193  _[osss

* Appiication Type: |3501 General Publication Privileges =]

Publication Information

* Publisher Name: oo . * Publication County: [New “ork

Unpaid Mail (Add
tem)

Honprofit
Publishar Hame and Publication County are not requined for Hews Agents.
Fublication County ie not required for Additional Entry ol asification.

* Rate Code: [ 200 Regular | ISSNNo: oo 7.
BMEU Reporting * Frequency. | Cther (See Customer File) =]

* Advertising | Gereral Advertising ¥ |

*Consoldsted Mader: | % ves (" Mo

Location Admin

* CPP Mailer: i vaz C Mo

MERLI Adrin [~ Continue | Go gack |

Account iz linked to CAPS,
To edit Effective Date, please contact CAPS Service Center to delink.

Exhibit 1: Account Management / Permit Information / CPP Mailer Indicator (BMEU/DMU acceptance unit
internal screen). The Original Entry Office sets this flag.

1.3 CPP Program Transition Options

The USPS will discontinue the Centralized Postage Payment (CPP) program on March 31, 2010. During the
transition period mailers who are engaged in the CPP program and who may also be migrating to electronic
documentation can pay for each mailing by any combination of the following options: 1) the consolidated
ePayment feature, 2) immediate ePayment, 3) the Centralized Postage Payment (CPP) hardcopy system, 4)
the Postal Wizard, and 5) through Mail. XML beginning in November 2009. Note that only option one supports a
deferred payment. All other options involve an immediate debit and billable statement. Regardless of the
selected option for entering the postage, it is expected that the postage statements are for the mail accepted at
each acceptance office.
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The consolidated payment and immediate payment options are described in the next section. The CPP
program is documented in USPS Publication 406 and can be found at
http://www.usps.com/cpim/ftp/pubs/pub406.pdf. The Postal Wizard postage payment option is described in the
User Access to Electronic Mailing Information and Reports Guide, Volume 1, Chapter 3 and can be found on
RIBBS at http://ribbs.usps.gov/index.cfm?page=intellmailguides. The Mail. XML eDoc option is described in the
Postal Service Mail. XML Technical Specification for Postage Payment and Reporting (eDoc) at
http://ribbs.usps.gov/intelligentmail _guides/documents/tech guides/xmlispec/MailXMLTechnicalSpeceDoc.pdf

When the CPP program ends in March 2010; and mailers do not engage in any of the options just described,
the only alternative is manual submission of hardcopy postage statements at each acceptance site. However
this option will be limited in scope as the Postal Service is moving toward electronic processing of all postage
statements in March 2010.

1.4 ePayment Options and How They Occur

Review the following sections on the ePayment options to further boost your understanding of the CPP eDoc
and the payment process transactional flow. Else if you feel you are prepared to submit files, read the section
on the eDoc Process and prepare for testing in the TEM.

1.4.1 ePayment Options

For each publication, the publisher may choose from one of two options:
(1) consolidated payment or option

(2) immediate payment.

For the consolidated payment the following applies:

= The publisher or preparer may change the advertising percentage up until the time of payment using the
advertising percentage worksheet.

= The publisher or preparer must make a payment request to indicate the date of payment. If there is no
payment request, the system bills the postage after 28 days after the first date of mailing for the publication
issue at the acceptance office.

= The balance equivalent to the postage for the publication issue must be maintained in the CAPS account
at all times.

*» The USPS field unit will monitor this escrow balance.

For the immediate payment the following applies

= Advertising percentage is final and the payment occurs when the mail is accepted.

= There is a debit for each billable postage statement (see the Postal Service Mail.dat Technical
Specification for details on what variables generate a billable statement).

= The balance required for the mailing must be available when the mail is accepted at the acceptance office

1.4.2 How CPP Payment Transactions Occur

The mailing date on a postage statement comes from the Mail.dat file container summary record (CSM) field
the postage statement mailing date in the Mail.dat specifications. Note that when no mailing date is provided,
the system will use the current system date for the mailing date on the estimated postage statements.

When a mailer sends a Mail.dat file for a CPP mailing, the Mail.dat file is coded with a container status, which
depending on the code triggers subsequent system processing based on the postage statement status (refer to
Table 1 below).

In order to be eligible for CPP payments, the permits used in the Mail.dat file must be 1) linked to a CAPS
account, 2) have the CPP Maliler flag set to Yes on the permit record, and 3) have at most one Original Entry
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office designated on the permit record. In addition, the Mail.dat file must be coded with the postage payment
option in the MPA file set to C.

Container Status Postage Statement Container Status Triggers
Status

blank Blank Qualification Report

P EST Estimated Postage Statement and

Qualification Report

R UPD Verification of Mail (by BMEU/DMU or
acceptance unit)

Table 1: Container Status

The following postage statement status changes occur within PostalOne! These statuses are not triggered by a
change in the container status, but rather by a change made to the postage statement stage. Refer to Table 2.

Postage Statement PostalOne! System Condition or
Status Stage

FPP Finalization of Postage Statement by
BMEU/DMU or acceptance unit from
UPD

FIN Payment of Postage Statement in FPP
either on the date indicated in the
consolidated payment request or 28
days from the earliest date of mailing

Table 2: Postage Statement Status

In the event when a postage statement is in EST status, it is assumed that the mailer anticipates sending
subsequent update Mail.dat files for the main file for the same single publication issue (same Publication
Number, Issue Date and/or Issue Number and Volume Number). The system updates the mailing date when a
Mail.dat files is submitted for supplemental mailing updates while also looking up container status triggers. The
Mail.dat main file update will generate UPD postage statement. Supplemental mailing Mail.dat files, when
submitted, will generate separate UPD postage statements.

When the BMEU/DMU finalizes postage statements for either the main file or the supplemental mailings in
UPD status, verification of the mail takes place and if the BME completes finalization of the statement, the
postage statement status changes to Finalized Pending Payment (FPP). The postage statement is considered
finalized but the payment has not transacted for the mailing.

For CPP mailings with enclosures, both the periodical statement and the enclosure statement are set to FPP
(Finalized Pending Payment) upon finalization by a postal employee. These enclosures will be paid with the
rest of the mailing at the scheduled payment date. Additionally, mailers can select enclosure statements when
scheduling payment requests.

1.4.3 28-Day Rule

Statements go to FPP when the BMEU/DMU or acceptance unit finalizes a postage statement in UPD status.
Only postage statements in FPP status may be added to a payment request. The publisher sets the payment
date in the payment request and the PostalOne! system will not allow this date to be later than 28 days after
the earliest mailing date found among the postage statement in the payment request. If a postage statement in
FPP status is not added to a payment request, the payment will occur 28 days after the earliest mailing date in
the postage statement.
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1.4.4 Postage Statement Generation and Finalization

When a Mail.dat file for a Job ID containing several Periodicals and/ or pending Periodicals is submitted, the
system assigns a combined mailing ID and generates a single verification statement for all the containers in
the Job ID that are marked ready-to-pay. If it is necessary to reverse the postage statements, then all postage
statements for the Job ID are reversed. It is not possible to reverse a subset of postage statements for a Job
ID and leave other postage statements in place.

The verification statement appears as a single entry on the dashboard for the clerk to finalize. All the billable
postage statements (for each publication ID, issue date, and other variables listed in the Postal Service
Mail.dat Specification Section Key Fields) are linked to this verification statement. Each billable statement is
linked to child statements for each edition, drop-ship entry and other variables listed in the Postal Service
Mail.dat Specification Section Key Fields. The Postal Clerk makes any necessary updates to the USPS-verified
weights on the edition weight worksheet(s) attached to each billable statement, then enters the verification
statement and finalizes it.

Upon finalization, the billable statements' status is changed from UPD to FPP (for a CPP publication selecting
consolidated payment) or from UPD to FIN for all others. The FIN status statement debits the account attached
to the publication for the amount of postage. For the statement in FPP status, the publisher may make further
adjustments to the advertising percentages on the advertising percentage worksheet attached to each billable
statement thus changing the amount of postage accordingly. The publisher may add each billable statement in
FPP status to the payment request for each acceptance office, publication ID and issue date, then establish
the consolidated payment date. When the consolidated payment date (set within 28 days of the earliest mailing
date among the postage statements in the payment request) is reached the statement in FPP status is
changed to FIN status and the CAPS account that is linked to the USPS Publication Number is debited. If an
FPP status postage statement is not added to a payment request, the CAPS account will be debited 28 days
after the earliest mailing date on the postage statement.

1.4.4.1 CAPS Transactions

A statement in FPP stage does not display the transaction number or the CAPS transaction number. After
postage statements are designated for payment in the payment consolidation request, they are submitted to
CAPS at midnight Central time on the date of payment. The system changes the status from FPP to Final (FIN)
on the date of payment. A statement in FIN stage displays the transaction number and the CAPS transaction
number if applicable. The system generates a summary receipt for a paid consolidated payment request where
access is allowed for the BMEU, Mailer, and Mail Preparer. Each acceptance office with postage statements is
listed on the receipt. See also section of Reviewing Periodical Transactions screen flow.

1.45 45-Day Rule

There is a 45-day rule that goes into effect when the statement (Mail.dat) Submit Date plus 28 days is greater
than the processing date plus 45 days. In this instance, the deferred payment date is set to the processing date
plus 45 days and the maximum payment date allowed for a consolidated payment request will be limited to the
processing date plus 45 days. The processing date is defined as the date BMEU/DMU or acceptance unit
finalizes a statement and the Statement goes into FPP status. The 45 day rule is intended to ensure that
mailing dates far in to the future do not cause FPP statements to linger more than 45 days past processing
before going to FIN and creating the payment transaction.

Note: A file Submit Date of not more than 12 days prior to the mailing date is recommended. The Mailing Date
and Submit Date should not span more than 30 days as a general rule.

1.4.6 Supplemental Mailings

For a supplemental mailing file as with the main file, the postage statement for a single publication issue at an
acceptance unit in FPP status is available for consolidation on a Payment Request up to the earliest mailing
date of the main file plus the allotted 28 days. The general rule is not to defer payment of the main file by
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extending the 28 day period for the main file of the same issue using a supplemental mailing. Payment
Requests for such a supplemental mailing file should be created in a separate Payment Request when the
mailing date(s) of the supplemental mailings are beyond the allotted 28 days.

Mailing Supplemental Mailings Within the Mailing Dates of the Main File Scenarios

1. Publishers will continue to have the option of including supplemental mailings along with the main file
mailings and tag them as "CPP", provided the mailing date of these mailing is within the mailing dates
of the main file for the same issue.

2. Publishers have the option not to tag the file as CPP and can elect the immediate payment option for
each of these mailings.

Use this option only if the non-main file mailings are mailed at same Post Office location as main file
mailings.

Mailing Supplemental Mailings Outside the Mailing Dates of the Main File Scenarios

1. Publishers will have the option of including supplemental mailings mailed later than the main file
mailing dates, include along with the main file mailings and tag them as "CPP", provided the main file
28-day payment request day does not change i.e., the last day of mailing of the main file of the issue is
August 1; therefore the “Payment Request” date would be August 15. If there are supplemental
mailings made after August 1st and the publisher does not extend the Payment Request date from
August 28 (sets back the payment date on supplemental mailings), then these supplemental mailings
may be tagged as “CPP” and included in the consolidated payment for the main file of that issue."

2. Publishers have the option of tagging multiple supplemental mailings as “CPP” and including them in a
separate consolidated payment request option as long as the mailing date of the first supplement
mailing in this separate consolidated payment request and the mailing date of the last supplemental
mailing included in this separate consolidated payment request does not exceed 28 days i.e., three
supplemental mailings that mail on the dates of August 16, 23, and 30. Since the difference in the
number of days between the first mailing date (August 16) and the last mailing date (August 30) is 14
days, these three supplemental mailings could be mailed as one consolidated payment request.

3. Publishers have the option not to tag the file as CPP and can elect the immediate payment option for
each of these mailings.

Non-Supplemental Back Copy Mailings (Replacement, Complaint, or Single Back Issue Request
Copies)

Scenarios/Options:

1. When the publisher mails single back copies prepared from a non-main file or non-supplemental
mailing file, the publisher can include with any consolidated payment request option mentioned above
as long as it does not extend the “Payment Request” date of the consolidated payment and if all copies
are identified as current issue under DMM 707.17.4.7, Copies of Previous Issues.?

2. The Publisher can also use Postal Wizard to submit postage statements along with submitting
electronic documentation for these back copy mailings and still qualify for the Intelligent Mail Full
Service option.

*  The Postal Wizard does not have the Edition Weight worksheet, Ad % Worksheet or
Consolidated Payment request features. The Postal Wizard bills mailers when the Postal Clerk
finalizes statements. Any need for matching billing date(s) require coordination with the Postal
Clerk who is finalizing statement to finalize a statement at a desired time.
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3. The Publishers can submit hard copy postage statements for manual input by Post Office at the
mailing office. They also submit either electronic documentation or hard copy documentation. The
copies are not eligible for the Full-Service Option.

1 Use this option only if the non-main file mailings are mailed at same Post Office location as main
file mailings.

Use this option only if the non-main file mailings are mailed at same Post Office location as main
file mailings or supplemental mailings.

1.5 eDoc Process Steps

In the following sections, the recommended steps to participate in the eDoc Process are provided for both the
external (Publishers and their agents) and internal (USPS) Help Desk and testing teams. The eDoc process is
comprised of four primary steps:

@® Set up a business account to access PostalOne! through the Gateway
@ Verify Data

® Complete TEM Process

@ Migrate to Production

@ The eDoc Process is subordinate to and does not supersede the terms and conditions of the CPP

system Periodicals Service Agreement for the Publication(s). You may wish to review the section 1,
Publisher's Responsibilities of the CPP Service Agreement.

1.5.1 eDoc Testing: Roles and Responsibilities

The following actors in the eDoc process are established as follows:

Pricing and Classification Service Center (PCSC) in NY: maintains Periodical Account record data and
validates data elements with Publishers.

Mailer Publisher: notifies the PCSC of any changes to mailings, coordinates their agents on eDoc mailing
responsibilities, updates advertising percentage worksheet and makes payment request.

Mailer Printer: works with the Publisher to determine the Mail.dat process.
Help Desk: monitors test scenario submissions and links users to the correct locations.

TEM Team: For Data Set Up: 1) validates Periodical Account records at each Origin and Additional Entry
location, and 2) works with acceptance sites with updating Periodical Account records. For Testing: 1).

validates test criteria, and 2) performs reports validations.

DMU/BMEU (acceptance unit) Field Personnel: works with TEM Team to migrate data to PostalOne!, fills
in weights and finalize postage in the production environment.
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Section 2: eDoc Process

eDoc Process Overview

The eDoc Process begins with ensuring all publication, permit data is set up correctly in PostalOne! If you are
not already a registered Business Customer Gateway user, you will need to get access to USPS online
services including the Electronic Data Exchange and of course PostalOne!

While in the TEM, you will be monitored by the Help Desk and Test Team who will be active behind the
scenes. When file failures arise and you have tried using the file validator to fix errors in your files, the Help
Desk may step in to assist you as necessary such that you will be enabled to always move forward in the TEM.
Finally, when you have successfully completed the required test scenarios you will be notified by the BMEU
who will communicate any remaining items left to complete before your migration to production. The manager
of business mail entry (MBME) will confirm your authorization to participate in the production environment.
Begin the eDoc process by following the four steps below.

2.1 Step 1: Access the Business Customer Gateway (http://gateway.usps.com)

Actions Required
TEM Team
PCSC Publisher Help Desk (CAT) Acceptance Office (DMU)

v v

O Publishers and their agents new to PostalOne! CPP must register as a business customer to
participate in eDoc. Proceed to Step 2 if you are an existing CPP (PostalOne!) Customer with access to
Business Customer Gateway. Otherwise, register as a New User and set up a business account from the
Business Customer Gateway, and request Manage Mailing Activity. You will then have access to the
Electronic Data Exchange. From the Electronic Data Exchange link, access to the TEM is enabled.

v Once you have access to the Business Customer Gateway, work with the Help Desk to link permit
information to your account. Instructions on how to do this are described in the next section.

v"In order to participate in the TEM and be eligible for CPP payment requests, you must have a
CAPS account whereby in the TEM and production environment permits are linked and used in the
Mail.dat file. Go to the CAPS Service Center Web site for more information at
http://caps.usps.gov/capshome.asp

2.2 Step 2: Verify Periodical Account Data

Actions Required

TEM Team
PCSC Publisher Help Desk (CAT) Acceptance Office (DMU)
v v v v

In order to be properly set up for eDoc/ePayment, and to effectively migrate CPP data records for each
additional entry unit(s) in the PostalOne! system, the Publisher will complete the Data Set Up Request/ List of
Publications worksheet, making an entry for each Title. The Publisher will then forward the worksheet to the
PCSC (Exhibit 2, see Appendix C for worksheet samples).
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The PCSC will provide Periodical Account screens for each Title (Publication Number) to the Publisher as
listed in the List of Publications worksheet, where in turn the Publisher will verify that data are up-to-date and
correct. The PCSC will then update the record(s) in PostalOne! system and link records to the appropriate user

locations.

Printer Name / Name
Location

Select the printer location from the List of Printers locations
tab and populate the five columns: Printer Name, Location
Name, Environment Type, City and State.

Printer Location (Post
Office)

Postal Service facility location for the plant where the mail is
accepted and paid

Finance Number

Permit Number

Finance number of location. Example, if Location is BMEU. Finance
number is that of BMEU location

Original Entry Finance Number linked to Permit

Publication Name (Title)

Official title of the publication from the PS Form 3500
Periodicals Application

USPS Pub No.

Official USPS Publication Number assigned upon approval of
the PS Form 3500 Periodicals Application

CAPS Account No.

The USPS Publication Number at the acceptance office will be
linked to this CAPS Account No (fill in the CAPS Service
Center form to make this request.)

CAPS Account debit or
credit?

Indicate whether CAPS account is debit or credit.

Will this publication be mailed via co-mail at this acceptance

Co-Mail? unit? Yes or No
Will this publication be mailed via co-palletization at this
Co-Pal? acceptance unit? Yes or No

Consolidated Payment?

Will this publication use the consolidated payment (CPP
option (1)) at this acceptance office? Yes or No

TEM Test?

Indicate with "Yes" if the publisher is interested in Full-Service
TEM for this location.

Gateway Username

Provide your Business Customer Gateway username. This username
will be used to link the user to the Periodical Permit records.

Edition Worksheet Update Method

Correct weights are updated via Mail.dat? Yes or No Otherwise, the postal
clerk is allowed to update the edition weight worksheet.

TEM Test?

Indicate with "Yes" if the publisher is interested in Full-Service
TEM for this location.

Exhibit 2: List of Publications Worksheet Instructions

PUBLISHER / PCSC

O The Publisher completes the CPP Data Set Up Request/ List of Publications worksheet and
forward to the New York PCSC (Exhibit 2).

O PCSC pulls screens for each Title (Publication Name). Periodical Account screens are accessed
from the Account Management module from the BMEU (PostalOne!) internal user privilege. The
Periodical Account screens display customer, CPP, permit and account information which currently
exist in PostalOne! (Refer to Exhibit 3 for Periodical Account Data Elements for the different
locations, e.g. Origin Entry, Additional Entry and PCSC).
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v PCSC forwards (Periodical Account) screens to Publisher for validation.

O The Publisher will annotate the Periodical Account screens for sections: Applicant, Permit
Periodical and Contact information as necessary and communicate these changes to the PCSC
specialist.

v" The Publisher will verify all fields --Required fields are 1-17; Notes that items 3, 5 and 13 tend
to be different between the three (facility) locations. Refer to Exhibit 3 through 6.

v The PCSC-assigned official Publication Title(s) as per the Official title of the publication from
the PS Form 3500 Periodicals Application must be maintained for each original and additional
entry office for the same permit.

The publisher must file a PS Form 3510, Application for Additional Entry, Reentry, or Special Rate
Request for Periodicals Publication, to add or change an additional entry (i.e., a Post Office
serving the mailer’s plant), to request reentry (changes to title, frequency, etc.).

All publication titles at all finance numbers for the same permit must match exactly in order to
create an Issue Level Postage Statement.
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Periodical Account Field

1. Publication News Agent (Title)

Original Entry

Title of Publication

Additional Entry

Same as Original Entry

PCSC

Applicant Information

Same as Original Entry

2, Company Address (Street,
City, State, ZIP Code)

Original Entry address and ZIP
Code (known office of publication,
location transacting the business of
the publication )

Same as Original Entry

Same as Original Entry

3. Finance Number (USPS use)

Periodical Information
4. USPS Pub No.

Finance number of location (refer to
Item #5) Example, if Location is
BMEU. Finance number is that of
BMEU location

Publication No. assigned by USPS,
a six digit number with leading zeros

Finance number of the
Permit number Additional
Entry location

Same as Original Entry

PCSC NY CPP Finance
number “35-5821"

Same as Original Entry

5. Location

Post Office Facility serving the
known office of publication.

USPS Facility Acceptance
Unit serving the Additional
Entry office

“RATES AND
CLASSIFICATION
CENTER”

6. Publisher Name

Name of Publishing Company

Same as Original Entry

Same as Original Entry

7. Rate Code

“200 Regular” unless Pub is
Nonprofit, Classroom or Sci Ag

Same as Original Entry

Same as Original Entry

8. Frequency

Frequency of Issue (must be at
least quarterly)

Same as Original Entry

Same as Original Entry

9. CPP Mailer (No indicates the
mailer elects the Immediate
payment option)

Contact Information

“Yes”

Same as Original Entry

Same as Original Entry

10. Name Publisher/Agent contact Same as Original Entry Same as Original Entry
11. Phone Number Publisher/Agent contact phone Same as Original Entry Same as Original Entry
12. Email Publisher/Agent contact email Same as Original Entry Same as Original Entry

13. Official Classification
(Additional or Origin)

“Original Entry”

“Additional Entry”

“Additional Entry”

14. Application Type

Usually “General Publication”,
unless mailing privileges are with
the publications of institutions and
societies category

Same as Original Entry

Same as Original Entry

15. Original Entry ZIP Code (Same
as Company Address #2)

ZIP Code of Post Office serving the
known office of publication.

Same as Original Entry:

Same as Original Entry

16. Publication County (Original
country entry)

County of USPS facility serving the
known office of publication

Same as Original Entry

Same as Original Entry

17. 17.1SSN No

International Standard Serial
Number (ISSN), a unigue eight-digit
number used to identify a print or
electronic periodical publication

Same as Original Entry

Same as Original Entry

Exhibit 3: Periodical Account Data Fields per Location. Note that items 3, 5 and 13 tend to be
different between the three locations
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O PCSC updates the field record(s) in PostalOne!
O The PCSC sends corrected screens to the TEM Team and validates Periodical record linkages 1-
3 below.

1. Permit record of a USPS Publication Number is linked to the Origin location (known office of
Publication address) (Exhibit 4).

2. Inthe case where a Publication is mailed from an Additional Entry office, the permit record of a
USPS Publication Number is linked to an Additional Entry location (printer location where mail
is deposited) (Exhibit 5).

3. Permit record of a USPS Publication Number is linked to New York PCSC finance number

(Exhibit 6).
™ UNITED STATES
Bersonal Profile
POSTAL SERVICE » Foudiack 1Profile Legeul
Raestrictad Information

Confirm Periodical Account € Todays Date: 1022000
Message
Center Permit Type: Periodicals (PE)
NeoLin Applicant Information Contact Information
Management Publicationfews Agent: ADVERTISING AGE 10 Hame: JIM CANTLEY

Company Address: 360 H MICHIGAN AVE 11 Phone Humber: (313) 445.1615
RE— CHICAGO, IL 60601-3314 12 Email: jeantley@crain.com

Finance Humber: 16-1542
Comments: Hif

Fees

Customer Permit Information:
Assistance Account Status: ACTIVE
Cancellation Date: HIA
Daghboard Cancellation Reason: HA
Periodical Information:

* USPS Pub Ho: 8200
Location: BMEU

Application Date: 05131988 13 Official Classification: Original Entry
Effective Denial Date: 14 Application Type: General Publication Privileges
Cancellation Date: Total Application Fee: $540

Tranzactions 15 Imw’
Pubilisher Hame: CRAIN COMMUNICATIONS, INC, 1§ Publication County: COOK

Rate Code: 200 Regular 17 I55H Ho: 0004-8899

Frequency: Other (See Customner File)

Advertising: General Advertising

Consolidated Mailer: Yes

CPP Mailer: Yes

Reports

Select
Acceptance
Uit

Unpaid Mail
{Update)

e .
Exhibit 4: Original Entry Record (see exhibit 2 for field content)
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UNITED STATES
POSTAL SERVICE =

‘Confirm Periodical Account 6
Message

Permit Type: Periodicals (PE)

Applicant lnformation
1 PublicationMews Agent: ADVERTISING AGE
2 Company Address: 360 N. MICHIGAN AVENUE
CHICAGO, IL  60601-3606
J Finance Humber: 56-6490
Comments: Cpp

Account
Mansgement

Balance and

Permit Information:
Account Status: ACTIVE
Cancellation Date: NA
Cancelation Resson: W

Dashboard

Manifest
Mailing System

Periodical Information:

USPS Pub Ho: 8200

Location: PEWAUKEE MAIN OFFICE
Application Date: 02492009
Effective Tenial Date:
Cancellation Date:

[

Reports

Transactions

o & Publisher Hame: CRAIN COMMUNICATIONS INC
3;;““”"’ 7 Rate Code: 200 Regular
& Frequency: Other (See Customer File)
Adverising: General Advertising
Consolidated Mailer: Yes
g CPP Mailer: Yes

Unpabd Mail
(Update)

Unipaid Mail
(Add Rem)

Honprofit

‘Save Periodical Go Back |

Feedback

Contact Information
10 Mame: JIM CARTLEY
11  Phons Humber: (313) 4461615
12 Email: jcantleyi@erain.com

13 official Classification: Additional Entry

14  Application Type: General Publication Privileges
Total Application Fe

15 [[Original Entry ZIP Code: 60607-3998

16 Pumlication County: COOK

17 IS5H Ho: 00048539

Personal Prafile | Logout

Todays Date: DBMSD009

Exhibit 5: Additional Entry Record (see exhibit 2 for field content)

UNITED STATES
POSTAL SERVICE «

Confirm Periadical Account 6
Mezsage

R Permit Type: Periodicals (PE)

Applicant Information
1 PublicationMews Agent: ADVERTISING AGE
2 Company Address: 360 H. MICHIGAH AVENUE
CHICAGO, I BOE01-FH06
5 Finance Humber: 35-56821
Comments: A

Account
Management

Balance and
Fees

Permit Information:
Account Status: ACTIVE
Cancellation Date: A
Cancellation Reason: A

Customer
Assistance

Dashboard
Periodical Information:

4 USPS Pub Ho: 8200

F Location: RATES & CLASSIFICATION CENTER
Application Date: 12044989
EffectiveDenal Date:
Cancellation Date:

Manifest
Mailing System

Reporis

Transactions

=

Publisher Hame: CRAIN COMMUNICATIONS INC,
Rate Code: 200 Regular

Frequency: Other (See Customer File)
Advertiging: General Advertising
Consolidated Mailer: Yes

CPP Mailer: Yés

oo =)

Unipaaid Mail
(Update)

w

Unipaid Mail
(Rdd temp

Save Periodical m

10
11
12

Feedback | Personal Profile | Logout

Contact Information

Hame: JIM CANTLEY

Phone Humber: (F13) 446-1615
Email: jeantley@crain.com

e Onginal Entry ZIF Code must
be the same ZIF code in the

Original Entry Office. Accpetance
Site, and PCSC MY

Official Classification: Additional Ent
Application Type: General Publicatiod
Total Application Fee: $85

Tigina Y el L

Publication County: Cook
I55H Ho: 0004-8859

Today's Date: 08152009

Exhibit 6: PCSC Record (see exhibit 2 for field content)
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TEM Team / DMU/BMEU / HELP DESK

O The TEM team will enter Periodical Record data into PostalOne!. All fields of each section that
are of particular importance (Items 1-17) are listed in Exhibit 3.

v The TEM Team will update each field to validate and update the record in the TEM to simulate
the PCSC records update in the Production environment. Note: All publication titles at all
finance numbers for the same permit must be exactly the same.

The TEM Team will validate Periodical record linkages 1-3:

1.

Permit record of a USPS Publication Number is linked to New York PCSC finance number
(Exhibit 4).

Permit record of a USPS Publication Number is linked to the Origin location (known office
of Publication address) (Exhibit 5).

In the case where a Publication is mailed from an Additional Entry office, the permit record
of a USPS Publication Number is linked to an Additional Entry location, Item 5 (Printer
location where mail is deposited) Note: the Origin ZIP Code, Item 15 must be the same as
in the Origin Entry Periodical Account record (Exhibit 6).

The TEM team will change the Publication record to indicate CPP in the PostalOne! Account
Management module ONLY as necessary in the TEM to simulate any changes made in
Production by the PSCS Specialist. (Refer to Exhibit 1)

O When in PostalOne! Account Management > edit permit/periodical account > edit permit

account > edit periodical account.

TEM Team & CAPS Accounts

The TEM Team uses the Periodical Account screens from PCSC, based on the List of Publications
worksheet to simulate a Publisher’s request for the CAPS Service Center to link the CAPS account to the
publications in the production environment. Please read the disclaimer below.

Note: Setting up dummy CAPS accounts are the preferred method in the TEM. To set up a dummy
account in the TEM, the Test Team links CAPS (production-environment) account numbers to permits in
the TEM per the List of Publications worksheet. In doing so, CAPS (production-environment) account
balances and activities are not comingled, nor do the TEM-linked dummy account transactions transcend
into CAPS production-environment.

O TEM Team instructs IT (E. Dong - San Mateo) Support Team to link the USPS Publication Number
at the acceptance office to the dummy CAPS account in the TEM.

O TEM Team follows the procedure below to set up @ dummy CAPS account in the TEM.

The Refund process to create “pseudo money” funds in a TEM Account for testing is as follows

Log in to the Internal TEM URL: https://tem.uspspostalone.com/postall/index.cfm?com=false
and follow the steps 1-4 below.

(0]

Caution: Make sure the header says "You are in the Test Environment for Mailers (TEM)”.

1.

w

BMEU internal user logs on to PostalOne! and selects Transactions from the Bluebar Menu.
Screen 1 will appear.

Click on "Transactions" from Bluebar Menu (screen 1).

Select the “Refund Trust” radio button then select the Submit button (screen 2).

Enter the dollar amount in the 'Amount of Refund'. 'Reason Code is always “Other” and the
'‘Comments” should be “Test Account”, then select the Submit button (screen 3). The
confirmation screen should display.
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5. Review Confirmation screen. The screen shows you are in the TEM environment and the total
Current Balance the account now shows. Monies in accounts are pseudo money and no

accountability is being charged to any live accounts.

HELP DESK

O Enable CPP Finance number for Acceptance Office user access (to simulate PCSC updating the
mailer permit to CPP mailer in Production environment).

O Link all USPS Publication Numbers (both Origin Entry and all Additional Entry) to the correct
customer CRID (location) in the TEM and Production environments.

HELP DESK / TEM Team / PUBLISHER
O TEM team notifies Help Desk when all three items have been linked and set-up:
o0 CAPS Account links to permits have been completed as per Data Set Up Request worksheet.
o0 Update Periodical Record data and linkages to the locations in PostalOne! TEM.

o Work with all Acceptance Unit clerks including the Original offices for data entry of all
Periodical Record data in PostalOne! production environment.

= All publication titles at all finance numbers for the same permit must be exactly the
same for each original and additional entry office for the same permit.

O Help Desk makes any corrections to CRID locations, and/or MID associations to CRID per Mailer ID
worksheet from the Publisher.

O Help Desk notifies Publisher:

0 To proceed with the TEM process and copies TEM team.
0 Upon natification from the TEM Team that all three items have been linked and set-up:
=  Dummy CAPS Account links in the TEM.

= Periodical Record corrections, updates and linkages to the locations in PostalOne!
TEM

» Periodical Record corrections, updates and linkages in PostalOne! production
environment

= Mailer IDs and CRIDs as necessary

2.3 Step 3: Complete the TEM Process

Actions Required
TEM Team
PCSC Publisher Help Desk (CAT) Acceptance Office (DMU)

v v v

PUBLISHER
Publisher logs on to the Business Customer Gateway to begin testing in the TEM

O Log on to the Business Customer Gateway
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o Under the Mail and Transport section from your gateway homepage select Electronic Data
Exchange

0 When in the Electronic Data Exchange, go to the Test Environment for Mailers section at the
bottom of the screen, under the Mail.dat specification you are using, select “Go to TEM” screen

Figure 3-1.
’ Test Environment for Mailers (TEM)
09-1 Mail.dat PostaiOne! (includes 08-2 Mail.dat and Postal Wizard)

09-1 bdail dat Guide
Dovwnload Client Application (Aindows

Dovwnload Client Application (Solaris)
Start Testing - Hotify Help Desk
5o to TEM

Mail.xml
il il Guice
Start Testing - Hotify Help Desk

PostalOne! Guide
Start Testing - Hotify Help Desk
o to TEM

Parcel Return Service (PRS)
PRE Guide
PRS Process

3o to TEM Start Testing - Hotify Help Desk
o to TEM

Electronic Yerification Systemn (EVS)
E''S Guicle

E%'S Process

Start Testing - Hotify Help Desk

5o to TEM

Figure 3-1: Entering the Test Environment for Mailers (TEM)

O Accessthe TEM

0 Use the client software for Mail.dat to upload files to TEM and practice with the test scenarios.
Refer to the Test Criteria at the end of this document (use test scenarios which closely
resemble your mailing operation and production plans)

Refer to the Postal Service Mail.dat Technical Specification, Chapter 3 for detailed information
on the software

The technical specification is posted on the Rapid Information Bulletin Board System — RIBBS
http://ribbs.usps.gov/index.cfm?page=intelimailquides

0 Send the Help Desk an email notification of each test scenario number you wish to practice or
validate (use email link on Data Exchange Page per or email postalone @usps.gov).

o Email the following to the Help Desk: Email Subject Line: CPP PRACTICE —
Company Name - City; and in the body of the email, include: Company Name, Full
Address, Contact Name, Phone Number, and Data Exchange Method (Mail.dat with
Mail.dat Version Number information e.g., Mail.dat 12-1).

o Email the following to the Help Desk: Email Subject Line: CPP SCENARIO X -
Company Name - City; and in the body of the email, include: Company Name, Full
Address, Contact Name, Phone Number, and Data Exchange Method (Mail.dat with
Mail.dat Version Number information e.g., Mail.dat 12-1).

O Proceed with the preliminary actions

v" Ensure the Mail.dat MPA file for the USPS Publication Number record has Postage Payment
Option set to the value C for CPP (CPP will be displayed on the dashboard and in the postage
statement).

v Practice submitting files according to the scenario number. (Help Desk will work with you to
resolve any issues).
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v' After sending the Mail.dat file in ready-to-pay status, review the postage statements in UPD status.
If these statements are accurate, notify the Help Desk when you are ready to begin submitting files
for validation in the TEM.

O Execute each required test scenario until complete.
0 Refer to the test criteria section at the end of this document.

0 Refer to the screen flows to guide you (Section 3 for Screen Flows).
Accessing the Dashboard (Screen Flow 1)

Updating the Advertising Percentage (Screen Flow 2)
Accessing the Edition Weight Worksheet (Screen Flow 3)
Creating Consolidated Statements (Screen Flow 4)

Accessing the Postage Statement Register (Screen Flow 5)

O O O O o o

Accessing the Issue Level Postage Statement (Screen Flow 6)

HELP DESK
OO0 Help Desk receives initial practice email notification from Publisher:
Access business location profile in the PostalOne! system and ensure correct profile set-up.

o Enters the customer information in the Implementation Performance spreadsheet on
Blueshare (in alphabetical order).

1. Customer Name

City

State

Version

Level of Service

Finance Number (from PO of Mailing)

Date Received

Date Contacted (Acknowledgement email with Test Scenario worksheet)

© N Ok

0 Determine the minimum number of required test scenarios by the designation of eDoc in the
practice email notification.

0 Send Acknowledgement email with Test Scenario worksheet to customer

o Forward Enrollment Acknowledgement of new eDoc customers with Test Scenario worksheet
to the FEDAT Team to MBME to ensure training and equipment compliance.

0 Post Implementation Performance data on the Blueshare Intelligent Mail site (USPS Intranet)

2.3.1 Creating Scripts for Test Criteria Scenarios

The required scenarios for eDoc include Scenario 1 and Scenario 2 (refer to the Test Criteria section at the
end of this document). Validating scenarios require creating a sequence of scripts, where in some instances
high level regression testing is performed by the TEM Team. Exhibit 7 below illustrates one possible sequence
of scripts for Scenarios 1 & 2. For all optional scenarios e.g., Periodicals with Incidental Enclosures,
Periodicals with Incidental Supplemental Mailings, similar sequence of scripts will need to be created to affect
those scenarios.
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Test Scenarios and Scripts

Reports to inspect:
Mail Verification (TEM

Action 1 Action 2 Action 3 Action 4 Action 5 Team to simulate)
Scenario 1 | Publisher/Printer TEM Team verifies End Script o Qualification Report
Script 1 submits Mail.dat the Qualification o Container Report
file Report and Container 0 Bundle Report
Information o Reconciliation
o Version Summary
Scenario 2 | Publisher/Printer TEM Team finalizes Publisher makes End Script 0 Reports in Scenario 1
Script 1 submits Mail.dat postage statement in Payment Request. o Postage Statement
(<28 days) file and makes no UPD status, sending 0 Ad %
changes to it to Finalized o Edition Weight
Advertising % Pending Payment o Quialification Report
and Edition (FPP) Status o Version Summary
Weight worksheets 0 Reconciliation Report
Scenario 2 Publisher/Printer TEM Team finalizes Publisher updates Publisher End Script | o Reports in Scenario 1
Script 2 submits Mail.dat postage statement in the advertising makes Scrpt 1
(<28 days) file and later Finalized Pending percentage Payment
updates the Payment (FPP) worksheet while Request.
Advertising % Status statement is in FPP
worksheets status
Scenario 2 Publisher/Printer Publisher updates the | TEM Team finalizes | Publisher End Script | o Reports in Scenario 1
Script 3 submits Mail.dat advertising postage statement makes Scrpt 1
(<28 days) file and later percentage in UPD status, Payment
updates the worksheet while sending it to Request
Advertising % statement is in UPD Finalized Pending
worksheets status Payment (FPP)
Status
Scenario 2 Publisher/Printer TEM Team updates Publisher updates Publisher End Script | o Reports in Scenario 1
Script 4 submits Mail.dat edition weight the Advertising % makes Scrpt 1
(<28 days) file, TEM Team worksheet and worksheet while Payment
updates Edition finalizes the postage postage statement Request
Weight worksheet. | statement (FPP) is in FPP status
status
Scenario 2 Publisher/Printer TEM Team verifies Publisher updates TEM Team Publisher o Reports in Scenario 1
Script 5 submits Mail.dat and enters corrected the Advertising % finalizes makes Scrpt 1
(<28 days) file, TEM Team edition weight worksheet while postage Payment
updates Ed. worksheet postage statement statement in Request.
Weight, Publisher is in UPD status UPD status, End Script
updates Ad % sending it to
Finalized
Pending
Payment
(FPP) Status
Scenario 2 Publisher/Printer TEM Team verifies TEM Team finalizes | Publisher End Script | o Reports in Scenario 1
Script 6 submits Mail.dat and enters corrected postage statement makes Scrpt 1
(<28 days) file, TEM Team edition weight in UPD status, Payment
updates Ed. worksheet sending it to Request
Weight, Publisher Finalized Pending
updates Ad % Payment (FPP)
with Mail.dat file Status
Scenario 2 Publis_,her/P_rinter TEM Team verifies TEM Team finalizes | Publisher End Script | o Reports in Scenario 1
Script 7 submits Mail.dat and enters corrected postage statement makes Scrot 1
(<28 days) file in Ready-to- edition weight in UPD status, Payment p
Pay status where | worksheet sending it to Request

CPT file (Ad%) is
“F” for final

Finalized Pending
Payment (FPP)
Status
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Reports to inspect:

Mail Verification (TEM

Action 1 Action 2 Action 3 Action 4 Action 5 Team to simulate)
Scenario 2 | Publisher/Printer TEM Team verifies TEM Team finalizes | Publisher End Script | o Reports in Scenario 1
Script 8 submits Mail.dat and enters corrected postage statement finalizes the Scrot 1
(<28 days) file in Ready-to- edition weight in UPD status, Advertising % p
Pay status where | worksheet sending it to worksheet
CPT file (Ad%) is Finalized Pending while postage
“P” for Pending, Payment (FPP) statement is
and finalizes Ad% Status in UPD
in Worksheet status.
Scenario 2 | Publisher/Printer TEM Team verifies TEM Team finalizes | For Publisher 0 Reports in Scenario 1
Script 9 submits Mail.dat and enters corrected postage statement statements makes Scrpt 1
(<28 days) file and modifies edition weight in UPD status, available for Payment
Mail.dat jobs into worksheet sending it to the Request.
one payment for Finalized Pending consolidated End Script
single Payment (FPP) payment
acceptance office Status request,
for single Pub mailer selects
title and issue the Mail.dat
jobs for
payment
using the
payment
consolidation
request
Scenario 2 | Preparer submits Publisher reviews Preparer sends TEM Team Goto o Reports in Scenario 1
Script 10 Mail.dat file postage statement in Mail.dat ready-to- verifies and Scenario Scrpt 1o Container
(<28 days) preliminary job EST status on the pay job enters 2, Script 6, | Report o Bundle Report
(Note populating Dashboard is corrected Action 3
mailing date is edition weight
optional) worksheet
Scenario 2 | Publisher/Printer Repeat of scripts 1 — TEM Team TEM Team End Script | o Reports in Scenario 1
Script 11 submits Mail.dat 7.But Publisher performs verifies o Postage Statement
(>28 days) file. performs corresponding Postage 0 Ad%
Allow the system corresponding actions | actions for each Statement o Edition Weight
to automatically for each script but script and validates o CPP Payment
perform the does not make a payment was Request
payment request Payment Request made.
after 28 days within 28 days

HELP DESK / TEM Team

HELP DESK

O Resolves any file issues with customers

Exhibit 7: Scenarios Matrix: Scenarios 1-3

O Send Notification email of FAILED Scenarios to customer as communicated by the TEM Team

O Record scenario completion success in the Implementation Performance spreadsheet on Blueshare

e Do not update the Implementation Performance Excel spreadsheet posted Blueshare
Intelligent Mail site from 10:00am-12:00pm CT

O When a class of mail successfully completes file submission, the Date NCSC TEM Complete column

is completed.

O Update a weekly VP TEM report on the Blueshare Intelligent Mail site. The report will include the

following:

e eDoc TEM progress (% complete, using minimum required test scenario as denominator).

e Information for report will be updated as of COB (5:00PM CT) Fridays. Report will be available
the following Monday no later than noon (CT).
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O Email notification including Test Scenario worksheet is sent to HQ TEM (CAT) Team.

(0]

e CCTEM Team, use PO CAT@USPS.com email address.

Customer is officially passed to HQ TEM (CAT) team for final approval.

The TEM team/ HELP DESK

O

O Upon receiving Enroliment Acknowledgement email with Test Scenario from
Help Desk begin tracking on Implementation Performance Excel spreadsheet
posted Blueshare Intelligent Mail site.

O The TEM Team will review the Implementation Performance spreadsheet
posted on the Blueshare Intelligent Mail site daily and begin validating file
submissions for Job ID/Test Scenario(s) that have been marked as complete
by the Help Desk. There will be a daily call among the TEM Team.

O Match the Test Scenario Criteria from to the job listed in the spreadsheet
posted on the Blueshare Intelligent Mail site. TEM Team verifies the
documentation includes the following:

Qualification Report (Can have multiples but must meet minimum volume and weight
restrictions for the class of mail).

O Check Processing Category in header for the scenario.

O Verify Rate Level Detail Information at bottom shows:
¢ Identifies pieces as eDoc per scenario.

O Verify the piece count in the Qualification report(s) is not less than the total of postage
statement(s).

Postage Statement
O Postage Statement is in UPD status
O Register for Periodical (applicable for plant-verified dropshipment mailings)

O Verify the piece count of the postage statement equals or is less than the Qualification
report (piece count does not have to match Qualification Report).

Version Summary Report

O Verify the Version Summary Report piece count matches the Qualification report (s)
associated.

Complete testing

Finalize postage statement
O Verify that postage statement is in FIN status after finalization.
O List transaction numbers of finalized postage statement to review later if needed.

Reconciliation Report

O Verify the Reconciliation Report Summary Pieces Accounted For match Postage
Statements finalized.

Inspect CAPS Transactions Receipts upon Postage Statement FIN state

O The TEM Team will log in as a BMEU clerk and access the Mailing Summary Report.
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0 Inspect CAPS Transaction Receipt. Note: The CAPS Transaction History report
links to the receipt with the transaction number on it. The breadcrumb is: Reports
> Transaction History Reports >CAPS Transaction History > Mailing Summary >
Receipt. Refer to Exhibit 8: Mailing Summary Report. Refer to Exhibit 8.

0 The BMEU clerk (TEM Team simulates) validates the Postage Statement amount
was correctly transacted by verifying the CAPS transaction (clerk selects the
transaction number hyperlink, the system then returns the Receipt screen). Refer
to Exhibit 9.

O The TEM Team lead or designee will update the implementation Performance spreadsheet
posted on the Blueshare Intelligent Mail site only between 10:00am-12:00pm CT

O The TEM Team lead or designee will record in the "Job # COMP Scenario X " column the date
scenario is validated.

O For any issues, the TEM Team will create a PVCS Tracker issue and will designate Internal-
CPP or Internal-TEM in PVCS Tracker.

——— — -

Qﬁatk i > B Ij I:LI ) Search ‘:‘\r Favorites 6““ ‘ - i E - ﬂ ﬁ ‘i&

Reports = Trangaction History Reports > CAPS Transaction History > 6

Mailings Summary Report

Address |aj https:/ tem, uspspostalone, comfpostall findex, cfm?com=False j ﬂ [£1:] | Links **
F ggg;f{?gg?&%m | Feedback | Personal Profile | Logout |

Y¥ou are in the Test Environment for Mailers (TEM)
Restricted Information

Today's Date: 0703/2008

Download "= Printable View '

2009131000008883M1 06/10/2000 06/20/2000 g200 -10,758.76 254 Periodical postage statement

200913200000294M1 061042009 07401/2009 8200 FE -10,834.90 3541 Periodical postage statement REWI
200918200000495M1 06/10/2009 07:01/2009 8200 FE -10,835.04 3541 Periodical postage statement REW
200913200000900M1 061042009 07401/2009 8200 FE -10.755.20 3541 Periodical postage statement REWI
200918200001 0011 06/10/2009 07:01/2009 8200 FE -10,756.71 3541 Periodical postage statement REW '
200913800000453M1 070252009 07072009 8200 FE -11,042 50 3541 Perindical postage statement ThP

1
Viewing page 1 of 1

| Fzedback | Logout |
Copyright @ 1995-2008 USPS, All Rights Resenved
Terms of Use

Exhibit 8: BMEU/DMU acceptance unit internal screen: BMEU menu Reports > Mailing Reports
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Exhibit 9: BMEU/DMU acceptance unit internal screen: CAPS Transaction Receipt accessed from

Mailing Reports.
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Section 3: Screen Flows

The screens provided below represent transaction flows, reports access and CPP processes that you will tend
to need on a frequent basis. All screen flows described in this section assumes you are logged into the
Business Customer Gateway and in the TEM. The following screen flows are presented in this section (Note
that all screen flows apply to all Periodicals mailers —not just CPP).

B Accessing the Dashboard - Screen Flow 1
Updating the Advertising Percentage Worksheet - Screen Flow 2

Accessing the Edition Weight Worksheet - Screen Flow 3

Creating a Consolidated Payment Request - Screen Flow 4
Accessing Postage Statement Register — Screen Flow 5
Accessing Issue Level Postage Statement - Screen Flow 6

Accessing Issue Level Postage Statement — Screen Flow 7

SHHSU S B

Reviewing Periodical Transactions — Screen Flow 8

3.1 Screen Flow 1: Accessing the Dashboard

Access the Dashboard to submit and review jobs. Select Dashboard from the Manage Mailing Activity menu
(Figure D-1). You can also search by Submit Date range, Postage Statement ID, Mailing Group, Preparer
Permit #, Permit Holder #, Mailer Location, Mailer Job#, Preparer Permit Type, and Permit Holder Type (Figure
D-2). You can Multi-filter by holding down the Ctrl key while making additional selections.

LINITED STATES Wou ane in the Test Envitonmant for Mailers (TE
POSTAL SERVICE TEH
g R NGO
Mamage Mading Actiity = ¥ s 3
‘ta g £
e d
Summary - - 11204 8|8
Transaction Information 7% e w1z
it e o foate [Pamit! FablLacaton |Tunsactisn TypaCustamar Retarence Ei0egin Balascatimaust _[6nd Balsnos [Piesor B ERESITONERERCEIERS
Postal Wizard PRI e e SRUEER g0gy o 00,000 00 K042 $ET0A06 08 Baoa | 11 [2 [ (2 a8 T a7
[T |
FEWAUKEE,
Elsctonic Dats Exchange 2 DOMQ2000 ¢ He = KA 000, 100,00 -$10,755 20 S0, 34300 13803 Fo Expiration
FEWAUKEE,
Mafing Repans T ORE0D | - 3841 e $IO0SONN H14438.17 ke 40400 Jsted L
s
Dashboard & 4 DANE0S s - :f“u'“'ﬂﬂn-ulﬂlmd L] F0.00 $O00000 00 JOOO00000 KA L i PrIT)
_ PEWAUKEE, " .
Manage Pemis S OBIOADOY P dses 5 Fadodical patund Kis 000 SO00,000 00 $OH0.000 00 e Pakal Bxlaner
Ranntm Ml 101
Summary Information Damamtic Kol Masual
Rurebst ol Wading % rapmgtizn g Myl Hargg
bt of Piades VIRIDE o il Caatey
Tolal Portags $9B 04 TR
Hursbai of Depedits @ 2aiithe LiSer Hiwy
Torlal Da st
Husmbsr of Mailings
L1
Suggestions, Questions, or Comments?
I T - 50
."_H:_ul.I.T2‘.‘?.“‘.“.‘::“:".?’::“.‘I.d.l..d..lb 1:0.:1 :I::u-_ﬁj mzmiant 2 complabe aun feedb o damm ared 188 ur [ Feediaie . . .

Figure D-1: TEM Landing Page
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Upon selecting the Dashboard from the Manage Mailing Activity menu, the Dashboard Management System
homepage displays (Figure D-2).

T USPS PostalOne! - Microsolt Internet Explorer =12 %
e Edt Vew Favotes Took Heb | &

Qo - - %] 12 | o Sormens @) (2 LA L 3

M&mlﬂﬂm:mm.m.cmmm.cfm ;’ Go | ks * & snegit FH 12 ”N:‘_

I

UNITED STATES i i i
POSTAL SERVICE. You are in the Test Environment for Mailers (TEM) i T

TV= ™y =

nomsmorciey | TP IS
ot Himg > Dastbroard Munaganant Systam

Summan Dashboard Management System

Balance and Feas Dashboard Alerts
¥ ALERT: Rewiew your Docment Jobrs.
Postal Wizard

Dashboard Search sdvanced search: show { hide
Electronic Data Exchange — ———
“Submil Dt ,_|
i i oo | = Postage Stetement 0 | Maier Location: [AT E
Mailing Reports ,—
Ent |
Dashboard Jolo Stobhsses: [FEN - Fending Verieaon Freslls = Minding Grougs | wader Joo |
QMR - Dualty bl Revew
Manage Permits HEv_nw-:I“ Preporer Perm # | Preparer Permt Type: IA.I -i
FIEY/ - Fetuired lod Revoik
LR A I Perm Holser Perra #: | Perma Hoker Pt Type: [T =]
Manage My Settings Ehow [ hide
——— &

Figure D-2: Dashboard Management System

To access a job, you have options to search by Submit Date, Job Status (e.g., UPD, FPP, EST, FIN Postage
Statement ID, FIN), Mailing Group, Preparer Permit #, Permit Holder Permit #, Mailer Location, Mailer Job #,
Preparer Permit Type, and Permit Holder Permit Type. The most direct way is to search by Job Status. In the
example screen, the user selected search criteria by Include all Job Status — All (Figure D-2).

2.1 Screen Flow 2: Updating Advertising Percentage

The following screen flow demonstrates how (Publisher or its agent) to update the Advertising Percentage
using the worksheet. First access the Dashboard through the TEM and enter search criteria for the job (Figure
D-2).
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Figure A-1: All Jobs ID display according to Dashboard search criteria entered by the user (from Fig D-2)
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Figure A-2: Select Job ID by double clicking the Job ID or select “+” to explode Job ID, then select postage
statement with customer ID number (cid).
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Figure A-3:The Job Detail page displays when a Job ID hyperlink is double clicked fro m the Search
Results page. Note: This screen was cropped in several areas to allow a full page display.

Job Detail. Select any one Job ID to access the Job Detail page, which displays all files associated with the
selected job, file upload date and time, and upload status. You can access the Outside County Container
Report, Qualification Report, Version Summary Report and Reconciliation Report from the links at the
bottom of the page.
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Figure A-4: Combined mail Postage Statements display by permit number within the Job ID

To access the Advertising Percentage Worksheet, select one of the postage statements (highlighted in the
red box). When a postage statement number is selected, the Verification Statement (PS Form 3541)
displays (Figure A-5).
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Figure A-5: Verification Statement (PS For 3541 Periodicals Combined Mailing) displays. Note this screen
was cropped to display fittingly in the document.

The Advertising Percentage Worksheet displays when the Advertising Percentage Worksheet link is
selected (Figure A-6).
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Figure A-6: Advertising Percentage Worksheet (component view)
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Figure A-7: The Advertising Percentage Worksheet can be downloaded in xIs, .csv or pdf.
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Figure A-8: The Advertising Percentage Worksheet download sample in xIs.
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POST/
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Figure A-9: The Advertising Percentage MPU view, accessed from the Ad % Worksheet where the MPU
link is provided.
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2.2 Screen Flow 3: Accessing the Edition Weight Worksheet

To access the Edition Weight Worksheet, follow the same steps below which are essentially the same screen
flow for accessing the Advertising Percentage Worksheet.

1.

S

Select the Dashboard from the Manage Mailing Activity Menu (Figure D-1)
Enter Job search criteria (Figure D-2)

Select the Job ID (Figure A-1 or A-2)

Expand or double click the Job ID from the Search Results page (Figure A-2)
Select the Postage Statement (CPP) (Figure A-4)

From the Verification Statement (PS FORM 3541), select the Edition Weight link located at the top of the
page (Figure A-5). The Edition Weight Worksheet then appears (Figure E-1).
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Home | S Map | Hel | Cuslomer Core | Fesdback | Sian Cut

Capyright & 10092000 United States Pertal Servce
Al Rights Reserved.

Figure E-1: The Edition Weight Worksheet (component view)
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Copyright @ 1988-2009 USPS. Al Rights Reserved.
Termsof Use

Figure E-2: The Edition Weight Worksheet (Publisher view — no data entry privilege)

< The Mail.dat .cpt Component Description appears in the edition weight worksheet. The description is
available for a mailer to use as desired. It should carry a unique name or code for each specific
subcomponent or whole portion of the mailpiece. If the description is for an enclosure, it should be an
accurate description. For example, if an incidental enclosure is described as a non-incidental, this leads to
confusion as the Postal Clerk will expect to see another postage statement for the enclosure when in fact
the weight of the enclosure and the postage is already included in the Periodicals postage statement.

2.3 Screen Flow 4: Creating a Consolidated Payment Request

Notes on Payment Requests

@ The Publisher may make a payment request to consolidate the desired Mail.dat jobs together into one
payment provided those jobs are in FPP status, at a single acceptance office and for a single publication
title and issue. The payment request causes the statements to move to status FIN and one payment is
deducted from the CAPs account at midnight central time.

-

After 28 days from the first date of mailing, if no payment request has been requested, the system
automatically files the payment request. The payment request causes the statements to move to status
FIN and one payment is deducted from the CAPs account at midnight central time.

The following screen flow demonstrates how to perform a payment request through the Postal Wizard and
Consolidated Payment Request route. The alternate route is through the Dashboard (refer to the section that
follows).

To create a consolidated payment request, first access the Postal Wizard, then click the Consolidated Payment
Request link on the Postal Wizard page in PostalOne! (Figure P-1).
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Figure P-1: Consolidated Payment Request using the Postal Wizard

Select the consolidated Payment Request link at the bottom of the page, indicated by the red arrow. Once the
Consolidated Payment Request link is selected, a list of eligible PS Forms are displayed, which are available
for creating a payment request (Figure P-2).
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Figure P-2: List of eligible publications (assessed from Consolidated Payment Request link on Dashboard)

After selecting a specific (PE permit link) publication (refer to the red box), the Consolidated Payment Request
— Home screen for the publication displays (Figure P-3). From this screen, you can view postage statements in
FPP status, eligible to be added to a consolidated payment request, create new consolidated payment
requests, modify existing consolidated payment requests, and view details of completed consolidated payment
requests.
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Figure P-3: Consolidated Payment Request home screen for the publication displays

To create a consolidated payment request, select the Add Payment link. (Figure P-3). The Consolidated
Payment Request, Add Payment (Search) screen then displays (Figure P-4).
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Figure P-4: Consolidated Payment Request — Add Payment screen

You will be required to enter either the issue date or issue number and volume number (optional) to display the
postage statements available for payment, then click the ADD PAYMENT REQUEST link (Figure P-4). All
matching postage statements in FPP status will be displayed (Figure P-5).
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Figure P-5: Consolidated Payment Request — Add Payment screen

—

You can select the postage statements to include in the consolidated payment request. A payment date field
will be available to enter any payment date for the request provided that the date is not later than 28 days past
the earliest mailing date in the selected postage statements (Figure P-5). Click the ADD PAYMENT REQUEST
button to create the payment request.

@ The system presents the owner with a list of all active CAPS permits at the acceptance offices attached
to their owner view with active CPP indicators at the original entry office

@ Only postage statements where the advertising percentages have been finalized are eligible to be added
to a payment.
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Figure P-6: After you click the Add Payment Request button (Figure P-5), you will be taken back to the
Consolidated Payment Request — Home screen (Figure P-3).

2.4 Screen Flow 5: Creating a Consolidated Payment Request from the Dashboard

To Create a Consolidated Payment Request from the Dashboard, follow the same steps below which are
essentially the same screen flow for accessing the Advertising Percentage Worksheet. Note the Advertising
Percentage must be marked as final when using the Ad % worksheet (versus update Mail.dat file).

9" This screen flow also demonstrates how the Publisher needs to make the Ad % values final before a
Consolidated Payment request can be performed.

Select the Dashboard from the Manage Mailing Activity Menu (Figure D-1 above)
Enter Job search criteria (Figure D-2 above)

Select the Job ID (Figure A-1 above)

Expand or double click the Job ID from the Search Results page (Figure A-2 above)
Select the Postage Statement from the Search Results page (Figure A-2 above)

Select the Postage Statement No. from the list of Postage Statement No listing (Figure R-7 below)

N o o~ w DR

Select the Advertising Percentage Worksheet to access the Ad % Worksheet and update the Ad % value
final (Figure R-8 below).

Update the Ad % Worksheet.

9. Go back to the Dashboard and select (Figure P-1 through P-4 above).the postage statement to create a
Consolidated Payment, then select the Add Payment link at the top corner of the page (Figure R010
below).
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10.
11.

12.

13.

14.

15.
16.

-

Enter Job ID criteria Consolidated Payment Request — Add Payment (Search) screen (Figure R-11 below).

In the Consolidated Payment Request — Add Payment screen: enter date, check the issue Document
number that applies and then select the “ADD PAYMENT REQUET” (R-12 below).

The system returns an error message that the Ad % Worksheet is not finalized (Figure R-13).

Re-access the Ad % Worksheet and finalize the Ad % Worksheet by checking the “Accept all advertising
percentage as final” box (Figure R-14).

Return to the Consolidated Payment Request Home page, then select the ADD PAYMENT LINK at the top
right corner (Figure R-14).

Select the Issue date from the Consolidated Payment Request Home page (Figure R-15).

At the Consolidated Payment Request — Add Payment screen: enter the Payment Date, check the Add box
(Postage Statement Doc No., Issue and Acceptance Unit ) to add, then click the ADD PAYMENT
REQUEST button (Figure R-16).

If the date entered does not fall within the 28 day range, an error warning message appears. You will be
prompted to return to the Consolidated Payment Request — Add Payment screen to enter a valid date
(Figure R-17).
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PS# 70020725 0E/4/2009 05/19/2009 1ot B eael 1o B8 deash (ol Sem FE 5% PE: 43,851 $14935.17 FFP
-

Expor’t Dpt\ons CSV | Excel | PDF 1

| Refresh by Results | [ Modify My Search | [ StartNew Search |

Status Chart show | hide §Mail Class Chart show [ hide

Figure R-7: Postage Statement from the Search Results page
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You are in the Test Environment for Mailers (TEM)
Restricted Information

» Verification = Dizplay

Today's Date: 06/23/2000

Mailing Group Summary Information

Mailing Group ID 69264801 Mailers Job #: e S Open Date 06-19-09
Preparsr: L T i Finance Na: SEE400 Close Date
Description 20000602

FS#& 70020724, FFF jprocessed Ay AUTH STOCK on 08252003 03.46:16 AL Cancel | Recister | Edition Weight Yorksheet | &dverlising Percentage Worksheet

Fostage Summary

Facsimile of Form 3541

Finalized Pending Payment

[ ] Classroam Fost Office: Note Mail Arrival Time
United States Postal Serice [ 1 Honprofit
Periodicals - Combined Mailing P Regular

[ 1 Selenceot Agriculture

Periadicals mailings of different copy weights must be reported on separate statements.
Noncommingled nonsubscriber copies over the 10% limit are not mailable at Feriodicals prices

Mailer Infarmation

Publication Title and Owner or News Agent's Name Mailer's Name, Address, Telephone Number, and Email Entry Post Office Name, State, and ZIF+d
J FEVIAUKEE W1 53072
P —
pp—
ab e

oAttty @i, curh
Juaitie i i

Customer Ref. ID: (CPF)

Mailing Infarmation

Publication No. £000 Edition/Code: & Process Categary: Flats Mailing Date Statement Sequence No.:

From 06142008 to 06/30,2008 First:

Last:

Issue Date: Wolume Number: 80 Issue Humber: 23 Issue Frequency: 1iyear
First: 06/01/2009
Last: 0B/01/2009
Migight of Single Ride-Alang Pisce: N Mizight per Copy for lssue:  NZA Advertising Percentage in This lssus:  N/A
Total Addressed Pieces: 33683 pes | Total Postage: § 10,755.20
T | ' Wbt Trays: 2 b Trays: 2 EMM Trays: Flat Trays: Sasks: Fallets: Other:

Figure R-8: Postage Statement in Status FPP displays from the Search Results page (Figure R-7)

UNITED STATES
POSTAL SERVICE = Home | Help | Customer Care | Sian Out

Hame = Dashbosrd > Postage Statement = Advertizing Fercentags workshest

ailing Group Summary Information
" USPS Publication Ho.:

Issue Date: 08/01/2008

Vol. Ho.: - Issue Ho.: 23

Job Hame: 20080608 Contact Hame: . +

Job 1D: i Contact Phone Ho.: Heamh e
Postage Statement Stage: FPP Contact Email: et
Acceptance Office: PEWALKEE, Wl 53072-9988

Download  MPU View

Componcnt Adv; Porcontage Wor

Component ID Component Descripti Component Estimated Ad% | ComponentFinal Ad% | c Ad% Difference

00000001 WMNoon2 55.00; 55.501 0.90;
noooooo2 AWNO010 55.00; 54.20 -1.48
DO000003 AMO011 55.00] 56.00] 1.79

| < Back

Home | Stte hap | Help | Customer Cars | Feedback | Sion Out
Copyright € 1099-2000 United States Postal Semice
All Rights Resemed.

Figure R-9: Updating the Ad% Worksheet from Postage Statement page. In this example the Publisher
changed the postage statement in FPP, the third one from 55 to 56.
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-
J e T, e S 2
Home = Postal Wizard = Parmit Search Results » Consolidated Payment Request

I Consolidated Payment Request - Home

PE 38700 AUTOMOTIVE NEWS Add Payment

Wol.  lssue  Paymert

Issue Date Postage Amount

| Ha. Ho. Date
106172003 83 23 $20,087 42
[ PEVWALIKEE, Wi 53072-3298 d20.087.42
Document Ho. Job 1D Provider Code Transaction Humber CAPS Traneaction Humber Postage Amount

P2 70020723 CRAIQEE CRAI $20,087 42
06/01 /2009 83 23 064 9/2009 $20,756 56
06/01 /2009 83 23 0B419/2009 21 ,406.34
06/01 /2009 83 23 08641 8/2009 $21,134.33
06/01/2009 83 23 0B41 972009 2151048
06/01/2008 83 23 061 8/2009 20,594 42

Home | Site hiap | Help | Customer Care | Feedbad | Sign Out

Figure R-10: Consolidated Payment Request — Add Payment Search screen, select the Add Payment link
to create a Consolidated Payment Request.

| - e e i, . - =
Hore = Postal Wizard = Permit Search Results = Consolidsted Payment Reguest = Add Payment [Search]

- Consolidated Payment Request - Add Payment (Search)

ARSearch Criteria
Publication
- *Permit Number33700

Fermit TvDE:IPE — Petiodical

“Search bvrl |ssue Date *l

lssue Date:IDEI.I'U'I Jenng

Wolume Number:l

I Izzue Number:l

*Payment Date:ID?l."‘I 42009

lzsue Date or lzzue Humber is required.
f Walume Humber iz enterad, lssue Number must be
entered.

ADD PATMENT REQUEST | | CANCEL

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

Figure R-11: Consolidated Payment Request — Add Payment Search screen

You will be required to enter either the issue date or issue number and volume number (optional) to display the
postage statements available for payment. Then click the Add Payment link (Figure R-11). All matching
postage statements in FPP status will be displayed (Figure R-12).
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Wou are in the Test Environmest for Ballers (TEE)

o
* dadd Paceoreird [Ramrch] = Acdd Paymant

Consclidated Payment Request - Add Payment

SALITOMOTIVE HEWS:

i aymient III-J:I':
insum Bl Vel He. I P [C—r— st
= oA L] n 320,007 42 r
(] PERALINEE, WY 50720990 S2007.02 =
Dacumant Ho, Jats 10 Providar Coda Postage At
[ erirs ] e L] = 0T AT =
[ Ao ravaEnt meousst |

Heeey | Bfte Mpc | Haly | Sulerman G | Faadid | xge 0o

Coprright & 100k 0 Uaded Plates Foftal Sarice
Al Rights Reaereed.

Figure R-12: Consolidated Payment Request — Add Payment screen, enter Payment Date, check the add
box to add then click the ADD PAYMENT REQUEST button.

Home = Postal Wizard = Permit Search Resuts = Consolidated Payment Request = Add Pavment [Search) = Add Payment

Consolidated Payment Request - Add Payment

o

L The following postage staterments cannot be added to the payment request because the advertising percentage worksheet is notfinalized:
RS 70020723

PE 38700 AUTOMOTIVE NEWS Payment Date:
Issue Date ol Ho, Issue Ha, Postage Amourt Add
[E 06012009 83 23 $20,087 .42
2 PEVVAUKEE, 14 53072-9895 $20,087.42
Document Ho. Job 1D Provider Code Postage Amount
PS 70020723 CRAIGQETS CRAl $20,087 42 b

00 PATWENT REGUEST

Home | Site Map | Help | Customer Care | Feedbadk | Sign Out
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Figure R-14: Check the Accept box to finalize the Ad % Worksheet
Home = Postal Wizard = Permit Search Results = Consolidsted Payment Reguest
Consolidated Payment Request - Home
PE 33700 AUTOMOTIVE NEWS Add Payment
lssue Date m' lﬁ,i:fé Pag;';:ﬁ* Postage Amaurt Detzils
[# 0801 /2009 83 23 07472009 $20,087 42 Modify Payment
[#] 0601 /2009 83 23 061972009 $20,756.86
[ 0601 /2009 83 23 06/19/2009 $21,408 34
[# 0601 /2009 83 23 061972009 $21,134.33
[# 0601 /2009 83 23 061972009 $21,510458
[#] 0601 /2009 83 23 06/15/2009 $20,594 .42
Home | Site Map | Help | Customer Care | Feedback | Sign Out

Figure R-15: Return to the Consolidated Payment Request Homepage, then select the Add Payment link
at the top right corner.

v gl J'I"?ﬁ"-“ .
me = Postal Wizard = Permit Search Results = Consolidated Payvment Reguest = Add Psyment [Search] = Add Faymert

IConsolidated Payment Request - Add Payment

PE 38700 AUTOMOTIVE NEWS Payment Date:
lssue Date Wol. Ne. Issue Mo Postage Amourt Add
[5] DB/ £2009 a3 23 $20,087 42 O
2] PEWALKEE, WY 53072-9998 £20,087.42 ™
Document Ho. Job 1D Provider Code Postage Amount
PS 70020723 CRAIGETS CRAl $20087 42 I~

ABANDON ADRD PAYMENT REQUEST

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

Copyright @ 1990-
all Rinhts R e

Figure R-16: Return to the Consolidated Paymt equest — Add Payment screen, enter Payment Date,
check the add box to add then click the ADD PAYMENT REQUEST button.

o Fostal Sernvice
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UNITED STATES
POSTAL SERVICE«

Horme = Dashboard = Postage Statement = Adwverising Percertage Worksheet =

The payment date does not meet the payment rules. Payment date cannot exceed 07/14/2009.

Use the Back button on your web browser to return to the previous page and correct the listed problem(s).

Home | Site Map | Help | Customer Care | Feedback | Sign Qut
Copyright @ 1999-2009 United States Postal Senice
All Rights Resenred.

Figure R-17: Note: If the date entered (Figure R-16) does not fall within the 28-day rule, an error warning
message appear. You are required to enter a valid date. Refer to the section on the 28-Day rule.

Transactions > Permit Search Results > Consolidated Payment Request > Summary Receipt
Consolidated Payment Request - Summary Receipt
re Payment Date: 11/16/2009
Issue Payment Reversal
Issue Date Vol Ho. Ho. o th—— N —— Total
[E111 162009 (§0.00%
[Z] MERCED CA 95340-9995
Document _ Transaction CAPS Transaction Postage
Ho. Sl L e Humber Humber Amount
PS
17176578 000031 40 Cio0 2009320052354 201 2009111 7005233001
[zl TORRANCE CA 205037235
Document _ Transaction CAPS Transaction Postage
Ho. Job 1D Provider Code Humber Humber Amount
BS
77146305 934462 RRDT 2009329 0052404301 20094 117005241 00

Figure R-18: Summary Receipt

After the payment request is paid in the CAPS system, each item in a payment request is assigned a unique
PostalOne! System transaction number and a unique CAPS transaction number. The payment request feature
moved the payments to the same payment date 11/17/09 shortly after midnight central time on the date of
payment. For this case the payment date was 11/16/09, the Julian date 321 in the PostalOne! transaction
number corresponds to the 11/17/09 date in the CAPS transaction number. (Note in this figure, the total
payment amount and customer ID information were removed to protect customer information.)
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Upon displaying the postage statement we find the time processed to FIN status: PS # 77176578, FIN -
Transaction # 200932100523842M1 (processed by {Clerk’s Initials} on 11/17/2009 12:52:38 AM). There is no
longer a record of when the postage statement entered the FPP status.

<  The Postal Service cannot process a refund to a CAPS account. For refunds, customers must complete
PS form 3533 process, Application for Refund of Fees, Products and Withdrawal of Customer Account. Submit
this form to the Post Office serving the publication’s known office of Publication. The business mail entry
clerk will process the refund in PostalOne!; generate PS Form 3533X; and send the customer's 3533 and
the system-generated 3533X to the Scanning and Imaging Center who will issue the refund. The refund
process may take several weeks.

2.5 Screen Flow 6 Accessing Postage Statement Register

To access the Postage Statement Register, follow the same steps below which are essentially the same
screen flow for accessing the Advertising Percentage & Edition Worksheets.

1. Select the Dashboard from the Manage Mailing Activity Menu (Figure D-1 above)

2. Enter Job search criteria (Figure D-2 above)

3. Select the Job ID (Figure A-1 above). Note enter search by selecting by All Job Status if unsure of specific
of search criteria

4. Expand or double click the Job ID from the Search Results page (Figure A-2 above)
Select the Postage Statement (CPP) (Figure A-4 above)

From the Verification Statement (PS Form 3541), select the Register link located at the top of the page
(Figure R-1 below). The Postage Statement Register then appears (Figure R-2 below).
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Figure R-1: Verification Statement (PS For 3541) accessed from the Dashboard. See also Figure A-5.

USPS® — Postal Service - Electronic Documentation Process for CPP Customers — Version 2.9 — 10/16/2011 — Page 52
Copyright © 2011 USPS®. All Rights Reserved



Ptgg}-g?ssg#;%@ | Feedback | Personal Profile | Logout |

Restricted Information

Dashboard > Postage Statement = Peri

Is Postage Stat qi: - v Today's Date: O6/22/2009

Periodicals Postage Statement Register - Summary

Download
Title: TT et T O ToTe T FeE USFS Publication Nurber: e
Issue Date: 06/29/2009 Issue Nurnber: 25
Wal. Murnber: 24
Job Name: Eana il I 1] Contact Name: -
Job 10: 2574220 Cortact Phone Ho.: ke L
Postage Statement Stage: FIN Cont=ct Ernail:
Acceptance Office: EAST GREENVILLE PA 12041-0002

View Version Summary
View Listing By Malling Date

Entry Facility Cocr:::::;er Container Type Mailing Date Total Copies Total Pieces Total Pounds Total Postage

_—mmmm—————

ADC 07099 3 0 0 0627/2009 5190 5155 1396 1,449.47
ADC 100 20 13 0 ? 0 0627/2009 20000 18735 8502 5,120.08
ADC 100 8 6 0 73 0O 0627/2009 13437 13069 3615 3,291.03
ADC 100 m 7 0 84 0 0627/2009 15074 15012 4056 40387
212 30 0 182 O 53701 51971 17569 $14900.45

Entry Fadility Detail

| Feedback | Logout |
Copyright @ 1999-2009 USFS. All Rights Resenred.
Terms of Use

Figure R-2: Postage Statement Register — Summary, accessed from the Verification Statement
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UN”E?SSTdTES 3 | Feedback | Personal Profile | Logout |

Restricted Information

Dashboard - Postage Statement > Periodicals Postage Statement Register - Summary = Entry Facility Detail Today's Date: OG/23/2009
Entry Facility Detail
Download
Mailing Group Summary Information
Title: S S T USFS Publication Murnber: I
Issue Date: 06/29/2008 Issue Humber: z5
WVolurme Humber: 29
Job Narme: B dirien e S Cortact Name: W
Job 10: 3674220 Contact Phane Number: .
Postage Staterment Stage: FIN Cortzct Emnail:
Finance Number: 12248 Acceptance Office: EAST GREEMVILLE PA 18041-2902
ADC 07099
Document W’elght Yersion Total
Mailing Date | Sequence Humber mm Weight - Total Copies | Total Pieces | Total Weight
7115741 06/27/2009 0000000001.00001 00ao1 0.26910 47.7% 2191 2156 609 14
71415743 06/27/2009 0000000002, 00002 0ooo0z2 2 0.26910 47.7% 25999 2999 BD? 840.33

s s 1 S

ADC 100

Document W’elght Version 5, Total
Mailing Date | Sequence Humber mm Weight Total Copies | Total Pieces |Total Weight

71415744 06/27/2009 0000000002.00003 0ooo0z2 0.26910 47.7% 18012 4056 4039 g7
71415742 06/27/2009 0000000001.00004 00ao1 1 0.26910 47.7% 1343? 13069 3615 3291.03
7145745 06/27/2009 0000000003.00005 00a03 3 0.29240 65.2% 20000 18735 5502 6120.08

@51 E6 15173 $134E0%

[ MPuiD_ | MPUHame | MPU Description

oooo1 i [Wersion 0001
ooz 2 [Wersion 0002
R [Wersion 0003

| Feedback | Logout |
Copyright @ 1999-2009 USPS. All Rights Resenred.

Figure R-3 Postage Statement-Entry Facility Detail, accessed from Postage Statement Register -
Summary
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Screen Flow 7: Issue Level Postage Statement

The Issue level postage statement totals the issue level postage for all Periodicals postage statements
submitted via the acceptance office entry, Postal Wizard entry or Mail.dat entry.

The Publisher has access to the issue level postage statement. The Preparer has access to the issue
level postage statement only for their authorized acceptance offices.

To access the Issue Level Postage Statement, first elect Mailing Reports, Issue Level Postage Statement,
select Mailing Reports from the Manage Mailing Activity (Figure I-1).

V' Select the Issue Level Postage Statement from the Mailing Reports menu.

v The Permit Search Results screen appears, showing a list of Permit/Pub No.

V" Select the Permit/Pub No. link, the Postage Statement - Permit Search page appears (Figure 1-2).
v

Enter the issue date, issue number and optional volume number to display the Issue Level Postage
Statement (Figure [-3).

(\

From the Issue Level Postage Statement page, select the Register link located at the top right of the
page (Figure 1-4).

v" The Periodicals Issue Level Register appears, select the View Version Summary link located at the top
left of the Periodicals Issue Level Register page (Figure 1-5). Only Mail.dat submissions display on the
Register.

v" The Version Summary page appears (Figure I-6). Only Mail.dat submissions display on the Version
Summary.

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

= s
Manage Mailing Activity ?iw.‘-:%“} - Ih\ "‘}
e Pl = #

Horme = Mail‘ing Reports: .

3 Home
Mailing Reports

3 Bummany
% Balance and Fees ’

* View Transactiongs » Mailing Summary Report
% Postal Wizard N N =

+ Pending Postage Statements & Electronic Mail Improvement Report
¥ [ENEGIEAE DEE E}(ch}ga + Statement of Ownership & Mail Quality Reports
» Mailing Reports & & Customer Supplier Agreements  » lssue Level Postage Statement
» Dashboard & View Periodical Transactions

% Manage Permits

’ Full Service

» Reports # Push Subscription Profile

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

£ Postal Semice

Figure I-1: Issue Level Postage Statement, accessed from the Manage Mailing Activity menu
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UNITED STATES
POSTAL SERVICE»

Manage Mailing Activity

HOME | HELP | CUSTOMER CARE | SIGR OUT

» Home

e T,
e = Permit Search

L

Summary

Permit
Permit Search Results

Balance and Fees

L

Choose a permit.

Permit § Puk Location Marme Address City State ZIP+:

» Postal Wizard

PE 3005 TR TR T TN 1155 GRATIOT AVE DETROIT w1 45207 - 273

L

Electronic Data Exchange

£

Mailing Repors

Dashhoard

£

L

Manage Permits

| Customer Care | Feedbacdk | Sign Out

Home | Site Map | Help

Figure I-2: Issue Level Postage Statement, accessed from the Manage Mailing Activity menu. Upon
selecting the Permit number, the postage statement search criteria page displays.

UNITED STATES
POSTAL SERVICE»

HOME | HELP | CUSTOMER CARE | SIGR OUT

Manage Mailing Activity

» Home

» Bummary

L

Balance and Fees

» Postal Wizard

£

Electronic Data Exchange

£

Mailing Repors

L

Dashboard

o

Manage Permits

g et~
= = Parmit Search = [ssue Lewvel Postage Statermert

Postage Statement

Search Criteria

Publication
*Permit Mumber: JLTIT

Permit Type:IPE -- Periodical

*Search hy:llssue Date 'l

Issue Date: [05-01/2009

Yaolurme Numher:l

lssue Number:l

Iszue Date orlssue Mumber is required.
If Yolume Number is entered, Issue Number must be entered.

WVIEW ISSUE LEVEL POSTAGE STATEMENT

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

Figure I-3: Postage Statement Search for accessing the Issue Level view

You will be required to enter either the issue date or issue number and volume number (optional) to display the
postage statements issue level, then click the View Issue Level Postage Statement link (Figure 1-3) The
matching issue level postage statements displays (Figure 1-4)
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UNITED STATES
POSTAL SERVICE s
Restricted itematien
Dashbosrd > lesue Level Postage Ststement (search) » 1ssue Ls Tedays Date: CORET00
PS Form 354 - Periodicals - lssue Level Register | Download
1] Clasoom rm
United States Postal Serice 1) e
Peviodicals - Issue Level Reg
Sob
Fesiodicals malings of diferent copy welghts must be 1
Honcommingled nosssbscriver coples over the 10% Bmit at Parodioals prices
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Figure I-4: Issue Level Postage Statement

USPS® — Postal Service - Electronic Documentation Process for CPP Customers — Version 2.9 — 10/16/2011 — Page 57
Copyright © 2011 USPS®. All Rights Reserved



EUMTE?STATES | Feedback | P 1Profile |1 ¢ |

®

You are in the Test Environment for Mailers (TEM)

Restricted Information

Reports > Issue Level Postage Statement Report(search) > Issue Level Postage Statement > Periodicals Issue Level Postage Statement
Today's Date: 11/16/2000
Register

Information removed to
protect customer privacy

Periodicals Issue Level Register

Halllng Group Summary Information

Publication Numbar
L Voo | eroe ot
i) e o s | i B

e LPalicts | Trays | Sacks Jower || _______ |

R THOMASTON GA 302869998 1576 1061 0 515 0 376634 374329 137696 5 79.706.12
R SARATOGA NEW YORK 12866-9998 662 617 0 45 0 305536 302460 111719 § 62652 46
R OKLAHOMA CITY OK 73125-9653 1686 1428 0 258 0 311474 309227 110472 §67,031.78

3024 03544 965016 BB $209303

=Finalized, R=Released

| Eeadback | Logout |
Copyright © 1999-2009 USPS. All Rights Reserved.
Terms of Use

Figure I-5: Issue Level Postage Statement, accessed from the Issue Level Postage Statement (link is
located at the top right of the page. Only Mail.dat submissions generate Issue Level register data.
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Figure I-6: Periodicals Issue Level Version Summary, accessed from the Issue Level Postage Statement
(link is on the Register screen left justified under the Mailing Group Summary Information.) Only Mail.dat
submissions generate Issue Level version summary data.

USPS® — Postal Service - Electronic Documentation Process for CPP Customers — Version 2.9 — 10/16/2011 — Page 58
Copyright © 2011 USPS®. All Rights Reserved



2.7 Screen Flow 8: Reviewing Periodical Transactions

9" Note Once customers are ready to migrate to the production environment, they are advised to
complete the required application CAPS forms downloadable from the CAPS Service Center Web site.
When applications are approved and completed, customers get access to detailed account information
from the CAPS Service Center Web site on the Account Inquiry page (refer to section 5 of this
document). Customers are assigned a CAPS account number and password, and will have the ability
to get account balances, transaction history, fee information, and other information. The information
can be formatted as a report or downloaded to your system. This CAPS Account Inquiry functionality is
not supported in the TEM environment. The following Periodical Transaction screens allow the
(customer) verification and record keeping of CAPS transaction in the TEM environment.

Access to Periodical Transactions is through the Mailing Reports from the Mailing Reports from the Manage
Mailing Activity menu. Through this feature, the system can perform a maximum search within a 125 day

period unless a permit number is supplied. If a permit number is supplied, the maximum search is a 365 day
stretch. Additionally, to view Periodical Transactions and CAPS transaction numbers follow the steps below.

1. From the Manage Mailing Activity screen, select Mailing Reports then View Periodical Transactions (Figure
PT-1). The system displays a list of the ten mort recent transactions from the past 6 months on the
Periodicals Transactions screen. They do not reflect the default "Start Date" and "End Date" range (Figure
PT-2).

2. Select any of the displayed (3541) Transaction Types (Figure PT-2). Or use the search options to narrow
the results: Location, Issue Date, Customer Reference Number, Transaction Type, Issue Number, Account
Type, Volume Number Permit/ Pub Number and by date range.

3. Upon selecting a PS 3541 Transaction Type link. A Facsimile of Form 3541 displays.

UNITED STATES You are in the Test Environment for Mailers (TEM)
POSTAL SERVICE« HOME | HELP | CUSTOMER CARE | SIGN QUT

Manage Mailing Activity
Home = k=ziling Report=

Mailing Reports

Home

Summary
Balance and Fees ’
* View Transactions » Mailing Summary Report
Fostal Wizard ) ) ;
» Pending Postage Statements » Electronic Mail Improvement Report
BISeiEi: DelR S » Statement of Ownership » Mail Quality Reports

L //

Wailing Reports * Customer Supplier Agreements  » Issue Level Postane Statement
L

Dashhboard o View Periodical Transactions®

Manage Permits

P [Full service

» Reports # Push Subscription Profile

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

Figure PT-1: To view Periodical Transaction and CAPS transaction numbers, from the Manage Mailing
Activity screen, select Mailing Reports then View Periodical Transactions. The system displays a list of the
ten mort recent transactions from the past 6 months on the Periodicals Transactions screen. They do not
reflect the default "Start Date" and "End Date" range (Figure PT-2).
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Elecironic Data Exchange [ i i e ] All - [an =] |
Ieman Date Iesus Miambae Woluma Numbat
Mailing Repors
[ te | MWD Y | I
Dashboard Customer Ratersnce Humber [ ElanDat End Dat
Manage Permits o605 72008 [o7/0372009 SEARCH

OTE: Thaga ate tha 10 most recent trangaclions fom the part & months. Thay o nod redlact the "S4ad Date™ and "End Date”™ rangs.

Fub Lepation Type Pestage Statement # Customer Reference |D Begin Balance Amount  End Balance  Fleces Verfications Used
FEWAL .
re o 70085131 WA STEBIESIO o $7.960.735.45 52691 ™
PEWAL -
P 70085130 oA $2.000.736.95 $2.090.333 08 45705 ™
14,901 47
Lk LA PEWAU N
L b= TO0S8132 A, $2002 80205 m_wlmumi.mm 23833 Tl
T B 70084018 HrA 3,000 83684 : $2.902,503.05 39683 ™
w : 11,043 59
PEWAL .
va worm oo 70084021 A SIOIBBIEAS o o 53000630 84 45651 ™
- W 70064020 i $3,080,676.55 © §3,030.740.11 33083 ™
w 10.930.47
ve mom. FEWAU 70084019 Hi, 3,000 740,11 D E040,810.45 52801 T
Wl ' 2062108 " i
s T 70064016 WA 53,085 £06.38  $3.050,678 .58 5851 T
w ; 1493278 :
vu v [EWAL 70084018 i, $3.090.204.53 | §3.005,000.38 52001 ™
wi : 0508147 T
e WA 70084017 oA $3,008 681 24 T §3,088,204.53 33053 ™
L - 10.758,71
Home | Site bigp | Halo | Customer Care | Fasdbad | Sign Out
Copyight & 1903-2000 United States Festal Servica
Al Rights Reserved.
1| | 3

Figure PT-2: To view a Postage Statement and the associated CAPS transaction number, select any
(3541) Transaction Type. The user also has the option to use any of the search criteria to narrow the
results: Location, Issue Date, Customer Reference Number, Transaction Type, Issue Number, Account
Type, Volume Number Permit/ Pub Number and by date range.
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Facsimile of Form 2541
P'S Form 3541 - Periodicals - Combined Mailing

Final
. . [ ] Classieom Office: Hote Mall Arrival Thime
United States Postal Serace [ ] Honpodit
Periodicals - Combined Mailing [*%] Reguiar
[ ] Selenctehagraltue

Farigdicals mallings of different copy weaights must be epored on separate statements.
Naneommingled nonsubscibier copies ower the 10% limit aoe notl mailable ot Patiodicals prices.

biler infor mation

Publication Title and Owner or Hews | Mailer's Hame, Address, Telephone | Entry Post Office Name, State,

Agent’s Hame Humber, and Email and ZIF+4

" . i ST PEWAUKEE W1 53072

i il i—— ] L [ - - [ i

=i - i - i . amaam

[ e — - e
- = oL )

LTt T
[Caps Customer Rel. 10 (CFF) |

Caps Transaction

Milirg Irdor mation

Publication EditionsCode: & | Process Category: Flaks | Mailing Data: Statemant Sequance Ho.:
Ne. T I Fram 11012000 to Fingt:
11012008 Last:

tepue Darbe: Valuma Numbar 94 lesue Humbar 06 tesue Fraquancy  1iyear

Fiest

Q012006

Last:

DA 2008

Walght of Single Ride-Along Place: HA | Waeight par Copy for g M Adwarizing Parcantags in This

Iszue:  HIA

Total Addressed Pisces: 45708 peos Total Adjuested Postage: § 1440147

Mo o 1 Wb Trags: 2 MMl Trays 2 EMM Trays Flat Trays Sacks: Fallats: Cthar:
Contminmes: 1008 56

Far Aytomation Price Piaces, Enter Date Far Cartier Route Price Piecss, Enter Dol For Cariar Rowts Price Pisces, Enter
for Address Matching and Coding for Address Matching and Coding [rafte of Camier Rowte Sequencing

O A0 O4mAD001 DEERE il
Combined Mailing [%] Yes | | Ho
Commarnts: CAFS Traraaction number
20090707 OO00S00M 1
O side-County

Part B - Advertising Pound Price

Nonsubscriber
EntryZone  UDSCriber Total Copies  Total Pounds

Copies Copies
B2 DECF 17515 aE D00 534
B2 DADRC 4385 520 4914 848
B4 1&2 05 1243 11148 1918

N o e Tl U o LTI Sl e

Figure PT-3: Upon selecting a PS 3541Transaction Type link. A Facsimile of the Form 3541 displays, the
CAPS transaction number are highlighted in red. See also figure PT-4.
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Transactions > Permit Search Resulis > Consolidated Payment Request > Surmmary Feceipt
Consolidated Payment Request - Summary Receipt
rE Payment Date: 111162009
Issue Payment Reversal
Issue Date Vol Ho. Ho. Amount  Amount Total
El11 1652009 (H0.00)
[2]l MERCED CA 953409995
Document _ Transaction CAPS Transaction Postage
Ho. Job 1D Provider Code Humber Humber Amount
PS5
77176578 0o00s140 00 2009321 0052354201 2009111 7005239000
[Z] TORRANGE CA 30503-7235
Document _ Transaction CAPS Transaction Postage
Ho. Job D Provider Code Humber Humber Amount
PS
77146305 934452 RREDT 2009321 0052404301 2009111 7005241 00k

PT-4: Consolidated Payment Summary Receipt

After the payment request is paid in the CAPS system, each item in a payment request is assigned a unique
PostalOne! System transaction number and a unique CAPS transaction number. The payment request feature
moved the payments to the same payment date 11/17/09 shortly after midnight central time on the date of
payment. For this case the payment date was 11/16/09, the Julian date 321 in the PostalOne! transaction
number corresponds to the 11/17/09 date in the CAPS transaction number. (Note in this figure, the total
payment amount and customer ID information were removed to protect customer information.)

Upon displaying the postage statement we find the time processed to FIN status: PS # 77176578, FIN -

Transaction # 200932100523842M1 (processed by {Clerk’s Initials} on 11/17/2009 12:52:38 AM). There is no
longer a record of when the postage statement entered the FPP status.

Section 4: Reports

Reports and the Data Elements

This section describes the reports generated by PostalOne! system for Periodicals mailings.

4.1 Qualification Report

The USPS Quiallification Report enables acceptance employees to verify the accuracy of the presort makeup of
the mailing during the In-Depth Verification process. The report provides information on preparation method,

price levels, and content of the mailing; and Volume and postage data. You can also access the Container
search function and Version Summary Report from this page (Figure Q-1).
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Figure Q-1: Qualification Report, accessed from the Job Detail page
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4.2 Postage Statement Register

There is a Periodicals register for each postage statement submitted at the business mail acceptance office.
This register organizes postage information about the versions or editions and what entry facilities they were
dropped at; options include an ADC, an SCF, a BMC or the delivery unit. The register shows for each entry
facility and edition code, the number and type of containers, the mailing date, the copies, pieces, pounds and
postage (Figure P-1).

To access the register, you must first select the postage statement then click the link “Register”. The postage
statement register can be downloaded in PDF (.pdf), Excel (.xIs) or CSV (.csv) formats.

%g—}-ﬁ?ssgggﬁo | Feedback | Personal Profile | Logout |
Restricted Information
Dashboard > Postage Statement > Periodicals Postage Stat, it Register - 5 v Today's Date: 06/28/2009
Periodicals Postage Statement Register - Summary
Download

Mailing Group Summary Information
Title: s U LR D TR B USPS Publication Nurber: I
Issue Date: 0E/20/2009 Issue Number: 25
ol . Humnber: 29
Job Mame: Hiti e Contact Mame: s
Job 10 2674220 Cortact Phone Ho.: - eap. -
Fostage Statement Stage: FIN Contact Email:
Acceptance Office: EAST GREENVILLE PA 12041-0002

View Version Summany

Entry Facility Container Type Mailing Date Total Copies Total Pieces Total Pounds Total Postage
| [patiets]rrays Jsacksother | | | [ [ |
1

]
ADC 07059 3 2 0

0 0627/2009 5190 5155 1396 1,449.47
ADC 100 ™ 13 0 7 0 0627/2009 20000 18735 8502 B,120.08
ADC 100 8 6 0 73 O 0627/2009 13437 13069 3615 3.291.03
ADC 100 w7 0 94 0 0627/2009 15074 15012 4056 403967
212 30 0 182 O 53701 51971 17569 $14900.45

Entry Facility Detail

| Ezedback | Logout |
Copyright @ 1999-2009 USPS. All Rights Reserved.
Terms of Use

Figure P-1: Postage Statement Register
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4.2.1 Postage Statement Register — Entry Facility Detail

The header is the same as the Postage Statement Register but includes sub-headers for each entry facility.
The Entry Facility Details page links to child postage statements within the consolidated statement instead of
linking to qualification reports.

Each child postage statement is a statement of the postage at the entry facility and the edition or version. The
postage on these statements is added up to provide the postage on the consolidated postage statement at the
acceptance office (select a Document Number link on left Figure P-2). The parent postage statement at the
acceptance office is called the billable postage statement and causes the debit on the account.

The user has the option to select from three alternate views: by Entry Facility, Edition or version, and Mailing
Date.

To access the Postage Statement Register — Entry Facility Detail, refer to the Screen Flow 4. The child
postage statements are accessible from the new Document Number links. This page is accessible from the
Register or from the Listing by Mailing Date. The Postage Statement Register Entry Facility Detail can be
downloaded in PDF (.pdf), Excel (.xIs) or CSV (.csv) formats.

%’;’}Eggggg&o | Feedback | Personal Profile | Logout |
Restricted Information
Dashboard - Postage Statement - Periodicals Postage Statement Register - Summary = Entry Facility Detail Today's Date: 06/28/2009

Entry Facility Detail

Mailing Group Summary Information
Title Swbim W o e USFS Publication Number: Bl
Is=sue Date: O6/29/2008 I==sue Number: 25
Wolurne Number: 24
Job Mame: R e R Contact Name: -
Job 10: 3574220 Contact Phone Mumber: iaba
Fostage Statement Stage: FIN Contact Email :
Finance Mumber: 412248 Acceptance Office EAST GREEMVILLE PA 18044-0002
ADC 07099

Document W’elght Verslnn 5, Total
55l T o e e e
A5 0B/27 /2009 0000000001.00001 0001 0. 26910 477 % 2119 2196 589 BUQ 14
115743 0B/27 /2002 0000000002.00002 0no0z 2 0.26810 47 7% 2809 2599 807 840.23
S0 s 13 Se
ADC 100
555 ) ot e PP B ST O
TIM5TH 0B/27 /2002 0000000002.00003 0no0z2 0. 26910 47 7% 15074 15012 4056 4039 a7
15742 0B/27/2009 0000000001.00004 00001 1 0.26510 47 7% 13437 13082 3615 3291.03
T1HM5745 0B/27/20058 0000000003.00005 00003 3 0.28240 B5.2% 20000 18735 8502 5120.08

BE B 16173 $1306098

[pooor [Wersion 0001
ooz 2 [Wersion DOD2
ooz 3 [Warsion 0003

| Feedback | Logout |
Copyright @ 1909-2000 USPS. All Rights Reszwved

Figure P-2: Entry Facility Detail, accessed from the Postage Statement Register
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Figure P-4 Version Summary Listing by Mailing date view, accessible from Postage Statement
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4.3 Version Summary Report

The Version Summary Report displays a postage statement at a single acceptance office. The columns are the
MPU ID, the MPU Name, the Mailing Date, the Weight Version ID, the piece weight, the Advertising
Percentage, the copies, the pieces the total weight and the postage (Figure V-1).

The Version Summary enables acceptance employees to view the price qualifications for a mail piece version.
This report displays the piece weight and advertising percentage for each version of the mailpiece submitted.
The weight and advertising percentage must be confirmed on the postage statement prior to finalization.

The Version Summary Report contains the following information:

= Version ID — The number assigned to a particular version.

= Version Name — The name (alpha or numeric) assigned to a particular version by the mail.

= Description — The description of a particular version.

= Weight — The declared weight of a particular mail piece as stated by the mail owner/mail preparer.

= Advertising Percentage — The declared percentage of advertising included in a particular version as
stated by the mailer. The “Advertising Percentage” field displays

= Price Level — Postage price applicable to a particular version.
= Number of Copies — The number of mail pieces in a particular version, as reported by the mailer.

The Version Summary is accessible from the new Postage Statement Register, under the header information,
there are links to the Version summary and the Listing by Mailing Date (refer to Figure P-1). First display the
postage statement, and then click the link “Version Summary.” The header is the same as the Postage
Statement Register header. The Version Summary Report can be downloaded in PDF (.pdf), Excel (.xIs) or
CSV (.csv) formats. The link at the top right of screen provides a download of the information in pdf, excel or
CSV.
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Figure A-1: Advertising Percentage Worksheet used by Mail Owner or DMU/BMEU Clerk

4.4  Advertising % (Ad%) Worksheet

The advertising percentage worksheet is available for the PS Form 3541 Postage Statement — Periodicals after
the Mail.dat file is sent with Container Summary field Container Status with value ready-to-pay. This worksheet
is available on a hyperlink within the postage statement displayed on the dashboard. For Mail.dat,, the
worksheet may be updated with the advertising percentage per CPT by the postal clerk at the acceptance unit,
or by the publisher or by the mailer, and is available for display by the publisher or mailer. The edition
advertising percentage used to calculate postage is also displayed on the advertising percentage worksheet.

Note that a Mail.dat .csm Container Status ready-to-pay file cannot contain any information that will be
reported on postage statements entered manually by the CPP unit at the PCSC in New York. If the USPS
authorizes a Mailer for eDoc in the production environment (i.e., Mailer has passed the test criteria in the TEM)
and paying the postage at the acceptance unit via the ready-to-pay file they can be included.

There are three options to update Advertising % values: 1) via Mail.dat (submit Ready-to-Pay status where CPT file
(Ad% code) is “F" for final), 2) through manually entering in the Ad% value in the worksheet (submit Ready-to-Pay
status where CPT file (Ad% code ) is “P” for Pending) and 3) doing both ways. If you plan to update the Ad% value
using Mail.dat only, you do not need to test Scenario 2, Script 8. Conversely, if you plan to update the Ad%
value using the Ad% worksheet, you do not need to test Scenario 2, Script 7. If you will update the Ad% value
both ways, you should perform all scripts.

The Publisher or Preparer may change the Ad % on the advertising percentage worksheet while the postage
statement is in status UPD. There are messages showing traceability of who changed what on the bottom of
the Ad % worksheet.
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®  |f the Mail.dat file is required to match the entry in PostalOne! the Mailer may require no changes on the
Ad % worksheet but resubmits the Mail.dat file with the corrected advertising percents. (Exhibit A-6)

@ The Publisher or Preparer may change the Ad % on the advertising percentage worksheet while the
postage statement is in status FPP. Note, after the statement is in status FPP, only changes to the ad
percent are possible, change to the edition weight is not.

"  |f an Ad% value was entered on a worksheet it remains as entered in the worksheet and is not
overwritten by the Mail.dat file. If the worksheet was not used, the Mail.dat job overwrites the Ad% value
from the preliminary status. Postage is recalculated according to the data in the ready-to-pay container
status job Figure A-1).

@ The Publisher or mailer is advised to coordinate with the acceptance office for appropriate
communication that correct advertising percentages are updated via Mail.dat and the postage
statements are ready for finalization and payment.

@ The estimated Ad% column data element cannot be updated and is read-only. For Mail.dat, the Ad%
value is recorded for each component (not for the MPU). In the CPT file, data can be updated whereby
the MPU data is calculated.

@ The mailer and BMEU will not be able to modify these components if the Ad % Treatment is N. In order
to modify the Ad % on the Advertising Percentage Worksheet, the Ad % Treatment must be S.

@ For Mail.dat files, the advertising percentage comes from the Component file and the advertising
percentage basis is used to compute the advertising percentage of the edition if the advertising
percentage is populated on more than one component. The Appendix E Periodicals Procedures in the
Postal Service Mail.dat Technical Specification contains full details on how to use the advertising

percentage basis.

4.5 Edition Weight Worksheet

Upon notification from the Publisher or mail Preparer, the TEM team will verify (simulate the acceptance unit
clerk weighing editions and using the Edition Weight worksheet to change the weights). The edition is identified
by the Mail Piece Unit (MPU) ID, the MPR Name and the MPU Description.

The acceptance unit clerk weighs the editions and may update the USPS Verified weight on this worksheet.
The postage charged reflects the USPS Verified weight. The column that shows the Weight % Difference is
between the estimated weight and the USPS Verified weight. When the difference exceeds 5% a message
displays to show what percentage of editions on the worksheet exceeded the tolerance.

This worksheet is available on a screen or to download in pdf, excel or csv format. The edition weight
worksheet shows the Container Ship Date, the identification of the MPU, the Estimated Weight, the MPU Ad%,
and the number of copies.

@ A Mail.dat file update is required to change the weight of a ride-along or a repositionable note.

@ The edition weights may not be changed after finalization except by reversing the postage statements
and resubmitting the Mail.dat job

@ The Mailer (Publisher or Preparer) may display the Edition Weight worksheet on the status UPD postage
statement.

@ |f the Mail.dat file is required to match the entry in PostalOne! the Mailer may require no changes on the
edition weight worksheet and resubmit the Mail.dat file with the corrected weights. (Exhibit E-1)
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@ The Publisher or Preparer may change the Ad % on the advertising percentage worksheet while the
postage statement is in status FPP. Note, after the statement is in status FPP, only changes to the ad

percent are possible, change to the edition weight is not.
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Figure E-1: Edition Weight Worksheet
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Figure E-2: BMEU/DMU acceptance clerk will a pop up box when a value entered is outside the acceptable
tolerance.

4.5.1 Outside County Container Report

The report header information comprises the Mailing Group ID, Preparer, Description, Mailer’'s Job #, Origin,
Open Date, Close Date and USPS Publication Number and the Publication Title. If the job is co-mail, the
Publication Title field displays the text, “Multiple.”. The columns shown on this report are, Container 1D, Entry
Point ZIP Code, Destination ZIP Code, Container Type, Container Level, Entry, Total Pieces, and Total Weight
(Figure O-2). The Container ID information is linked to more detailed information at the mail piece unit (MPU)
bundle level and is listed directly below the report see Figure O-2a). The MPU bundle information is available

as a download in pdf. Access Container ID information and to cross reference Bundle ID information (Figure O-
1).

Note: The Qualification Report, accessed from the Dashboard, requires entering leading zeros in the Container
ID field in order to get the results when performing a Container ID search.
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Figure O-1: The Job Detail page displays when a Job ID hyperlink is double clicked fro m the
Search Results page. Note: This screen was cropped in several areas to allow a full page

display.

Job Detail. Select any one Job ID to access the Job Detail page, which displays all files associated with the
selected job, file upload date and time, and upload status. You can access the Outside County Container
Report, Qualification Report, Version Summary Report and the Reconciliation Report from the links at

the bottom of the page.
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Exhibit O-2: Outside County Container Report, accessed from the Job Detail (Figure O-1) page which
displays when a Job ID hyperlink is double clicked fro m the Search Results page. Note: This screen
was cropped in several areas to allow a full page display

4.6 Container Summary Report
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The Container Summary summarizes the Outside County Containers by type. For each type (pallet, sack, or
tray) the report provides the postage statement lines that apply and the numbers of containers on each line.
The container summary includes the rates and calculated postage for the containers and the bundles.
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Figure O-2a: Bundles related to Outside County Container Report
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4.7 Reconciliation Report

The Reconciliation Report displays the total number of mail pieces listed in the Mail.dat® postage statements,
and the total number of pieces that have actually been received by the BMEU. This information is used to
compare the number of mail pieces and associated prices in the Qualification Report with the corresponding
information in the postage statement. The comparison enables acceptance employees to determine whether
postage statements have been submitted for the entire mailing and to account for mail pieces that have not yet

been submitted.

The Reconciliation Report provides information on the following:

L

Qualification Report — The mail pieces submitted on the Qualification Report.
Postage Statement — The mail pieces submitted on the postage statement.

USPS Processing Due — The mail pieces submitted on the postage statement that have not been
finalized.

Finalized — The mail pieces submitted on the postage statement that have been finalized

Postage statements submitted prior to the receipt of the entire mailing can still be finalized, and the
Reconciliation Report continues tracking incoming mail pieces as they are submitted. Reconciliation
Report information is also updated as postage statements are submitted for each mailing.

UMTE{’%G | Feedback | Personal Profile | Logout |
Restricted Information
Dashboard > Reconciliation Report € Todays Date: DB/A2/2009

[Mailing Group Summary Information

Praparar i o - open Caty 08-16-2009 Clats Cats
Depeniption: re———
YT T YT R T T R T M TN
Auto 5-Digit 71,639 Auto 5-Digit 0 Auto 5-Digit o F0.00
Presart 5-Digit 520 Presort 5-Digit 0O Presort 5-Digit o F0.00
Auto 3-Digit 43,342 Auto 3-Digit 0 Auto 3-Digit o F0.00
Presort 3-Digit 395 Fresort 3-Digit 0O Fresort 3-Digit o F0.00
Auto ADC/AADC 2,034 Auto ADCIAADC 0 Aute ADCAADRC o $0.00
ADC Presort 28 ADC Fresort 0 ADC Fresort o $0.00
Mixed ADC Fresort 4 Mixed ADC Fresort 0O Mixed ADC Fresort o F0.00
Auta Mixed ADC/AADC £69 Autoe Mixed ADCIAADC 0 Auta Mixed ADCIAADC o $0.00
Carrier Route Basic 13,260 Carrier Route Basic O Carrier Route Basic o $0.00
Firm Bundle 434 Firm Bundle 0 Firm Bundle o $0.00
Sub-Total o $0.00
Spoiled/Damaged o $0.00
I T R N T R T ST

* Reflects current number of pieces mailed, subtracting reversed pleces and adding in finalized pieces.

Reconciliation Report Summary

Close dAilfithdrawn o
Spoiled/Damaged o
Finalized™ o

oualification Report:  [132,225|Pieces Accounted For: [o]

= Reflects current number of pleces mailed, subtracting reversed pleces and adding In finalized pieces.

Current Status: Mot Reconciled

Other Information
Humber of Cccurrences

Rewersals o
Reworked o
Cancel o

The postage amount does not include all discounts, surcharges and additional postage that may be charged upon verification

Exhibit RR-1: Reconciliation Report: Before Finalization
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UNfTAEFSSTdTES 2 | Feedback | Personal Profile | Logout |

Restricted Information

Daghboard > Reconciliation Report G’ Today's Date: 061972009

Mailing Group Summary Information

Postage Statement

Malling Group (D: - 1wl Mallsr's Job #: 2,09 Ananas Number: d

Praparer: [P T Cpen Cets: 08-16-2009 o Dota: pieces an

Do naription: 20080605 postage is
populated

Reconciliation Report

[ Peccwegoy | Pees | PrecCaegoy | Peoes | PieCagoy | Pieses | Posios
Auto 5-Digit 71638 Auto 5-Digit 0 Auto 5-Digit T1.639 §19.772.364
Presart 5-Digit 520 Presort 5-Digit 0 Presort 5-Digit 520 14272
Auto 2-Digit 42,242 Auto 2-Digit 0 Auto 2-Digit 432,342 $16,689.804
Frezort 3-Digit 395 Presort 3-Digit 0 Presort 3-Digit 395 F151 285
Auto ADCIAADC 2039 Auto ADCIAADC 0 Auto ADCIAADC 2.034 F766.818
ADC Presort 28 ADC Presort 0 ADC Presort 28 F11.20
Mixed ADC Frezort 4 Mixed ADC Fresort 0 hiixed ADC Presort 4 F1.79
Auto Mixed ADCAAADC A63 Auto Mixed ADC/AADC 0 Auto Mixed ADCHAADT 5649 F229.307
Carrier Route Basic 13,260 Carrier Route Basic 0 Carrier Route Basic 13,2680 $2,360.28
Firm Bundle 424 Firm Bundle 0 Firm Bundle 434 F77.262

Sub-Total 132,225 F495,284.72

SpoilediDamaged ] $0.00
ot | mafiom | ot | inzs] i

* Refiects current number of pleces malled; subtracting reversed pieces and adding in finalized pleces.

Reconciliation Report Summary

[ Pees [ A ]
Clo=e dAifithdraun i}
SpoilediDamaged 0

Finalized™

[Qualification Report: m Pieces Accounted For:

* Refiects current number of pleces malled; subtracting reversed pieces and adamg In finalized pleces.

Current Status: Mot Reconciled

Other Information
Humber of Occurrences

Reversals o
Reworked o

Cancel o

The postage amount does not include all discounts, surcharges and additional postage that may be charged upon verification.
| Feedback | Logout |

Copyright @ 19992000 USPS. Al Rights Reserved
Terms of Use

Exhibit RR-2: Reconciliation Report: After Finalization

4.8 Issue Level Summary

This summary shows the postage statement register for the publication issue. The columns are the Stage, the
Acceptance Office, the Container Count, the Container Type, the Total Copies, the Total Pieces, the Total
Pounds, and the Total Postage. The postage statement status is F for final or R for ready-to-pay. F means the
acceptance personnel have finalized the postage statement and debited the account. R means that the ready-
to-pay mail.dat file is sent and available to be finalized. The columns link to the Acceptance Office where there
is a detailed register. When there no link, a postage statement was filed but it was not a mail.dat statement
having the details required for the register. To access the Issue Level summary, select the link to the version
summary for the issue is available at the top left of the postage statement. The link at the top right of provides
a download of the information in pdf, excel or csv formats. Alternatively, the summary can be accessed from
the Mailing Reports link under the Manage Mailing Activity menu.
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Section 5: Production Environment

5.1 Step 4: Migrate to Production

Actions Required

PCSC

Publisher

Help Desk

TEM Team
(CAT)

Acceptance Office (DMU)

v

v

v

v

PUBLISHER

O

O

Publisher request the CAPS Service Center to link all CAPS accounts to the publications in the
production environment: Fills out the form available at http://caps.usps.gov/capshome.asp. Click
on Forms and complete PS Form 6002, Accounts and Services to be Paid Through CAPS.

Telephone 650-377-1334
FAX 650-377-5336
E-mail ssmctas@email.usps.gov

Address CAPS Service Center
US Postal Service
2700 Campus Drive
San Mateo CA 94497-9442

v’ Original Form must be signed by the CAPS account owner. CAPS Service Center will set
up the CAPS account and link the permits to the CAPS account.

v Other Periodicals permits must also be linked to the local CAPS accounts using PS Form
6002 (e.g., Standard Mail Enclosures and First-Class Mail Enclosures)

Apply for an Original entry and/or make changes to additional entry offices if necessary.

Note: Publishers must apply for an Original entry and make changes to additional entry offices
using Form 3510 (separate forms and fees may be required). Because the Publisher is required
to submit requests for establishing, modifying, or canceling an additional entry at least 30days
before the requested effective date, it is recommended to apply in advance of completing testing
in the TEM or anytime before. Refer to the DMM, sections 30.2.6 and 30.2.8. Additionally, the
PCSC manager may deny requesting additional entry. If the application is denied, the denial
takes effect 15 days from the Publisher's receipt of the notice of denial (refer to DMM section
30.2.10).

Notify the PCSC at least two weeks before the earliest mailing date for which acceptance offices
which will begin using eDoc (must also include the mailing date)

Note: 2 weeks is the lead time such that would allow the CAPS Service Center and the acceptance
office to update the USPS Publication Number account for the eDoc submissions. The PCSC must
also change their procedures, no longer expecting the publisher to deliver postage data to enter the
postage statements. For those publishers who choose to pay for each Mail.dat job, the PCSC also
requires this advance notice to release the funds in the escrow account.

O For any postage payment at the PCSC CPP unit, provide the postage statement for entry at the

PCSC. This postage statement shall not include any copies paid for with electronic mailing files
(either Mail.dat or Postal Wizard).
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O Publisher communicates any updates (changes since TEM) to any Periodical records to the
PCSC. Note the List of Publications worksheet can be used for this purpose if necessary for
changes to the PCSC email pcsc@usps.gov. Attn: Chuck Tricamo (Exhibit 2).

O Conduct final verification CPP payments eligibility check.

0 One Original Entry office designated on the permit record.
o0 Mail.dat file coded with the postage payment method in the MPA file is set to C.

0 Maintain Escrow balance. Note. If CPP mailers elect to pay when the postage is finalized,
there is no need to maintain an escrow balance.

TEM TEAM / HELP DESK / BSM Full-Service Electronic Documentation Acquisition Team (FEDAT)

O When all required Scenarios have been validated with PASS criteria, TEM Team replies to All, email
HELP DESK with Subject: PASSED - Official PostalOne!® CPP Enroliment of COMPANY X.

HELP DESK

O Upon receipt of email from TEM Team with Subject; PASSED - Official PostalOne!® CPP Enrollment
of COMPANY X, HELP DSK sends email of Natification of File Validation Testing Completion to:

o COMPANY X
CC Pritha Mehra

o]

0 pcsc@usps.gov. Attn: Chuck Tricamo
0 BMS FEDAT Team

BSM FEDAT

O Upon receipt of email from Help Desk with Subject: PASSED - Official PostalOne!® Enroliment of
COMPANY X, BSM FEDAT sends email of Notification of File Validation Testing Completion to
Software Vendor X (only if their end users are required to complete the Test Criteria for their own files).

[0 FEDAT ensures natification is sent to the appropriate BMSA. Refer to Full-Service Electronic
Documentation Acquisition Team (FEDAT) Process document.

0 BSM FEDAT notifies Special Postage Payment System mailers of BMS Authorization.
o Follow up with MBME (possible on-site review).

o Ensure BMEU/DMU complies with Acceptance Responsibilities.

BMEU/DMU
O Verify CPP payments eligibility (work with Publisher if there is an anomaly):
0 One Original Entry office designated on the permit record.
o0 Permits used in the Mail.dat file are linked to a CAPS account.

o BMEU/DMU at the original entry office changes the publication record to indicate CPP (CPP
Mailer flag set to Yes) on the permit record. Enable this feature at all acceptance offices for
that publication.

O DMU/BMEU (acceptance unit) migrates any remaining customer data in PostalOne! either using
the worksheet/documentation from the PCSC,TEM Team or Help Desk or documentation
provided by Publisher
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v' Enter data into PostalOne! for each additional entry office and verify the link to the
Original entry office. All fields of each section that are of particular importance are
same as numbers 1-17 in Exhibit 3.

V" Link Original entry office to all additional entry offices.
v" Link all CAPS accounts to Local Office Finance numbers.
v Work with Publisher for any affected acceptance units since TEM.

0 Acceptance personnel will email Publisher to communicate successful permit update at the
acceptance offices.

o Contact Customer using Standard email templates in (FEDAT) Process document for
production authorization.

PCSC

O PCSC corrects at PCSC Finance number requested by the Publisher per changes since
completing TEM.

O If a mailer is using consolidated payment, the PCSC must assign a USPS acceptance unit to
determine how much escrow balance must be maintained for the late payment of postage. If
CPP mailers elect to pay when the postage is finalized, there is no need to maintain an escrow
balance.
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Appendix A: Test Scenario Criteria for Periodicals

To ensure proper and thorough testing, submit files that reflect volumes typical of what would be mailed in
PostalOne! production and by selecting scenarios applicable to your mailing operation.

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. Items once tested for one publication need not be tested for another publication.

eDocumentation / Basic Full-Service |

Scenario Required Optional Required
P1 X X
P2 X X
P3 X
P4 X
P5
P6
P7
P8
P9
P10
P11
P12
P13

XX XX XXX | X |X

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:

[0 Postage statement(s) PS Form 3541 separated by the postage statement generation variables.
O Ad Percentage Worksheet(s)
[0 Edition Weight Worksheet(s)

Scenario P4 Full-Service or mixed with Full-Service: If there is a Customer Supplier Agreement, 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 or PBC (Piece Barcode Record).and
other necessary information to generate the following documents:

Ad Percentage Worksheet
Edition Weight Worksheet

Piece level information in an IMR (Intelligent Mail Range Record) or PDR (Piece Detail Record) file or PBC
(Piece Barcode Record).

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
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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 Postage statement(s) PS Form 3541 separated by the postage statement generation variables.
Ad Percentage Worksheet(s)
Edition Weight Worksheet(s)
Payment Request (CPP Only)

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:

[0 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:

[0 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)
Payment Request (CPP Only)

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:

[0 Postage statement(s) PS Form 3541 separated by the postage statement generation variables.
O Postage statements PS Form 3600 for First-Class Enclosures
O Postage statements PS Form 3602 for Standard Mail Enclosures

Ad Percentage Worksheet(s)
Edition Weight Worksheet(s)
Payment Request (CPP Only)

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:

O 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)
Payment Request (CPP Only)

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:

O 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)
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Edition Weight Worksheet(s)
Payment Request (CPP Only)

Scenario P11 Periodicals with supplemental mailings: 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. This
postage statement will include the price for the supplemental mailings.

Ad Percentage Worksheet(s)
Edition Weight Worksheet(s)
Payment Request (CPP Only)

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:

O 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)
Payment Request (CPP Only)

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

[0 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

Payment Requests (for publication issues that are CPP)
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Appendix B: Formatting Mail.dat and other CPP Tips

Component Based

In Mail.dat the Ad % and the weight are tracked at the component level. There may be one or more
components in a mail piece unit. Components consist of subscriber cards, incidental enclosures, ride along,
the main book, and the wrap. The cumulative weight of these components is the single weight of a mail piece.
Each component may be defined as relevant for the Ad % calculation by using the components with CPT field
‘Ad Percent Treatment’ value ‘S’ Carries Own Ad Percentage. If more than one component is relevant to the
Ad % calculation, the Mail.dat file provides a new field Ad % basis used to calculate the total Ad % used in the
postage statement for that mail piece unit. In this case the total Ad % is the average of the components
weighted by the Ad % basis. If there is more than one component in the mailpiece unit relevant to the ad
percent calculation (marked with Ad % Treatment = S), PostalOne! requires the Ad % basis for the
components marked with Ad % Treatment S. If the Ad % is calculated at the MPU level then place the Ad % on
one Ad % relevant component.

Ad % Basis

To find the total Ad %, multiply the first component Ad % with its Ad % basis. Multiply the second component
Ad % with its Ad %basis. Add these two values and divide by the total of the two Ad % basis. This value is the
total Ad % used to calculate postage for the mail piece unit (MPU.)

There are two components. One has 10%
advertising with ad percent basis 4,000
and another has 20% advertising with
ad percent basis 6,000. What is the total
Ad percent.

(10%x4,000+20%x6,000)/10,000
=(40,000+120,000)/10,000
=160,000/10,000 = 16%

Ad % Basis

CPT file field Periodical Ad%

When the .cpt file field Periodical Ad% Treatment is not S, the advertising percent worksheet shows the initial
Ad % as the .cpt file field Component - Periodical Ad % value submitted in the Mail.dat file. Conversely, the .cpt
file field Periodical Ad% Treatment must be S in order to change the advertising percentage in the advertising
percentage worksheet.

Container Status

File transfers that include one or more containers with status “D” result in the cancellation of the entire postage
statement and impact the reconciliation report accordingly. The IM Barcode(s) for the containers, trays, and
pieces of a deleted container cannot be used for the 45 days from the time the “D” status is sent for the
container.

Original file transfers can have a container status "P" value. A preliminary or estimated postage statement will
be generated with the Qualification Report. This postage statement will have the stage “EST” displayed on the
Dashboard.

File transfers with the container status “R” generate postage statements with a stage “UPD” (USPS Processing
Due) displayed on the Dashboard. Postal clerks can only finalize (bill) UPD postage statements.
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The "R" value can only be resent if a container is cancelled (set to "C") prior to the second "R" being sent. The
file fails if a second "R" is sent without canceling the container first.

To update transportation information, use the "T" value to update the FAST recurring appointment and CSA
information and container barcode information in a file set of “R” or “X”. The only way to update a file marked
“X”is with a “T.” A "T" value is accepted only after an "R" or “X” has been sent because no transportation
update is necessary until the indication of payment. You can update transportation information only after it has
been marked Ready to pay ("R") or Paid and Closed (“X”). Original file transfers fail if a "T" is sent.

Updates to weight are reflected only in a postage statement with a "P" or an "R" value. If an update to weight is
received within any other update, it is logged, but no recalculation of the postage statement occurs until a "P"
or an "R" value is received.

Only one estimate of postage is generated for an entire mailing job, unless more than one actual postage
statement is required for the mailing or the same containers are sent multiple times with status “P”. Original job
files generate preliminary statements, and group containers by date; to perform these functions, the container
status associated with the original submission must be “P”. A separate update is not required.

To send an update to an existing Job in the system, make sure that all File Status flags in each file being
transmitted reflect a "U" for update. All subsequent files included in the transfer of an update should include a
“U” in the File Status flag field. For example:

e The Segment File SEG Record Status Flag should contain a “U” for an update.
e The Mail Piece Unit File MPU Record Status Flag should contain a “U” for an update.

Alternately, to resend an original file, first delete the job, and then resend the job. The same Job ID can be
used if the first attempt to submit if the file is deleted prior to the second attempt.

Preliminary Container Status. When the Preparer sends a Mail.dat in preliminary container status job
(postage statement is in EST Status). to PostalOne! the Mailer may use the Advertising % worksheet to correct
advertising %.

Container Summary Record field Postage Statement Mailing Date:

1. System does not require the CSM Postage container Mailing Date if the CSM Container Status is Original.
There is no need for Postage container Mailing Date because there is no postage container created for this
case.

2. The system does not require the CSM Postage container Mailing Date if the CSM Container Status is
Preliminary. The Postal Service does not use the estimated postage containers generated for this case.

3. When no CSM Postage container Mailing Date is provided, the system will use the current system date for
the mailing date on the estimated postage containers

Postage is re-calculated when any of the following occurs:

1. Owner updates Advertising Percentage Worksheet.

2. Preparer sends Mail.dat ready-to-pay job.

3. BMEU updates Edition Weight Worksheet

4. Owner updates Advertising Percentage Worksheet (after BMEU previously updated)
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Miscellaneous Known Issues:

Comail or co-palletization will normally be assigned a combined mailing ID that links a verification statement
together with all of the postage statements for the unique publication issues in the mailing (Publication issues
are represented by Publication Number considered together with Issue Date or Volume Number and Issue
Number in the Mailer Postage Account file).

Issue Level Statement. All publication titles at all finance numbers for the same permit must match exactly in
order to create an Issue Level Postage Statement.

USPS® — Postal Service - Electronic Documentation Process for CPP Customers — Version 2.9 — 10/16/2011 — Page 88
Copyright © 2011 USPS®. All Rights Reserved



Appendix C: Data Set Up Worksheets

Mailer ID | Location CRID | Address City State ZIP
123 Main Street NW Washington | DC 20010
234 7th Street Washington | DC 20026
345 Georgia Street Washington | DC 20012
456 M Street NW Washington | DC 20013
678 U Street Washington | DC 20011
I~ List of Mailer IDs Tab
Post Office
where USPS CAPS TEM
Printer Publication Publication Name Pub Account CAPS Consolidated | Test | Gateway
Location Finance # | is paid (Title) No. No. debit/credit Co-Mail? Co-Pal? Payment? ? Username
Mattoon, New York, The Bangkok XXX-
IL 164950 [ NY Magazine XXX YYYYY Debit No Yes No
7 List of Publications Tab
Printer Name Location Name Environment Type City State
Pontiac PONTIAC IL
TRT DMU

= List of Printer Locations Tab
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Index
2

28 Day Rule, 9

A

A Facsimile of Form 3541, 59

access the Edition Weight Worksheet, 37

Accessing Postage Statement Register, 51

Accessing the Dashboard, 28

Ad % Basis, 86

Ad% value, 71

Additional Entry Record, 18

Advertising % (Ad%) Worksheet, 70

advertising percentage comes from the Component file,
71

Advertising Percentage Worksheet, 70

Advertising Percentage Worksheet (component view), 35

Advertising Percentage Worksheet download, 36

B

Bundle ID information, 73
Business Customer Gateway, 13

C

CAPS account, 6

CAPS Accounts, 19

CAPS transaction number, 50, 61

Centralized Postage Payment (CPP) program, 5

Centralized Postage Payment (CPP) System for
Periodicals Mail Publication 406, 6

client software, 21

Component Based, 86

consolidated payment, 8

Consolidated Payment feature, 5

Consolidated Payment Request — Add Payment, 43

Consolidated Payment Request home screen, 41

Container, 62

Container Status, 86

Container Summary Report, 75

CPT file, 86

Creating a Consolidated Payment Request from the
Dashboard, 44

customer ID number, 31

D

Dashboard, 28
Data Set Up Request, 13
Domestic Mail Manual section DMM 707 Periodicals, 6

E

Edition Weight worksheet, 71
Edition Weight Worksheet, 71
Electronic Data Exchange, 21
enclosure statement, 9

escrow balance, 82

F

FAST, 87
FPP statements, 10

immediate payment, 8
Issue Level Postage Statement, 55
Issue Level Summary, 79

J

Job Detail, 32, 74
K

Known Issues, 88
L

List of Publications worksheet, 13
List of Publications Worksheet, 14

M

Mail.dat, 83

mailings with enclosures, 9
Manage Mailing Activity, 28
MID, 83

O

Original Entry Record, 17
Outside County Container Report, 73

P

Payment Requests, 38

Payment Transactions, 8

Periodical Account Data, 13

Periodical Account Data Fields per Location, 16

Periodical Transactions, 59

Postage container Mailing Date, 87

Postage Statement Mailing Date, 87

Postage Statement Register, 64

Postage Statement Register — Entry Facility Detail,
65
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Postage Statement-Entry Facility Detail, 54

Postal Service Mail.dat Technical Specification, 6
Postal Wizard, 39

Postal Wizard and Consolidated Payment Request, 38
Pricing and Classification Service Center (PCSC), 5
Publication Number permit, 6

Q

Qualification Report, 62

R

recalculated postage, 87

Recommended Reading List, 6
Reconciliation Report, 78

Reconciliation Report: After Finalization, 79
Reconciliation Report: Before Finalization, 78

S

Scenarios Matrix, 24

screen flows, 28

Scripts for Test Criteria, 22
status FPP, 71, 72

status UPD, 70, 71
Supplemental Mailings, 10

T

TEM Landing Page, 28

TEM Team, 12

Test Environment for Mailers (TEM): Checklist and
Troubleshooting, 6

Test Scenario Criteria for Periodicals, 83

The 45 Day Rule, 10

The Advertising Percentage MPU view, 36

the TEM, 21

U

update Advertising % values, 70

Updating Advertising Percentage, 29

User Access to Electronic Mailing Information & Reports
Guide, 6

Vv

Verification Statement, 34, 52
Version Summary Report, 62, 68
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	Change Log
	Note: Publishers must apply for an Original entry and make changes to additional entry offices using Form 3510 (separate forms and fees may be required). Because the Publisher is required to submit requests for establishing, modifying, or canceling an additional entry at least 30days before the requested effective date, it is recommended to apply in advance of completing testing in the TEM or anytime before. Refer to the DMM, sections 30.2.6 and 30.2.8. Additionally, the PCSC manager may deny requesting additional entry. If the application is denied, the denial takes effect 15 days from the Publisher's receipt of the notice of denial (refer to DMM section 30.2.10).

	Appendix A: Test Scenario Criteria for Periodicals

