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Purpose B rosTaL servicE -

* The Program Registration Preproduction (“Pre-Prod”)
Environment is a mirror/replica of the Production version of the
Program Registration system, a web-based portal that provides
the capability for customers to register for services.

* Pre-prod includes an external application for the customers,
and an internal application for Help Desk users.

— The Program Registration system provides an avenue for mailers and mail service
providers (MSPs) to register and manage Incentive Programs, while the internal
portion Program Registration serves as the user interface for the Help Desk

— The Help Desk interacts with mailers during registration by approving certain
tasks throughout the enroliment process.

* Program Registration interfaces with different systemsto send
and receive permit and customerinformation during and after
enrollment.

Background

The Program Registration Preproduction (“Pre-Prod”) Environment is a mirror/replica of the
upcoming Production version of the Program Registration system, a web-based portal that
provides the capability for customers to register for services, which includes an external
application for the customers, and an internal application for Help Desk users. This training
focuses on the external Program Registration application in the Preproduction
environment.

The Program Registration system provides an avenue for mailers and mail service providers
(MSPs) to register and manage Shipping Services and Incentive Programs, while the internal
portion Program Registration serves as the user interface for the Help Desk. The Help Desk
interacts with mailers during registration by approving certain tasks throughout the
enrollment process. Program Registration interfaces with different systems to send and
receive permit and customer information during and after enrollment. These interfaces
may behave differently in the Pre-Prod environment, and this training identifies those
differences for users.



™ UNITED STATES
P POSTAL SERVICE o

Intended Audience

* This training is intended for online Program Registration application users who
have Production access and who would like to execute tests containing their
data.

— In Pre-Prod, users utilize their production information to evaluate new items,
features, or programs before they are rolled out in the next release (usually about
five to six weeks).

— Pre-Prod is strictly a testing environment for users to conduct their own “what-if”
scenarios without compromising or changing their real-world data in Production.

— While this environment allows users to test pre-production features, Pre-Prod will
not allow users to conduct shippingactivities.

* This presentation outlines the following:

— How to access the Pre-Prod environmentfrom Production (and how to return to
Production)

— Data setup for testing in Pre-Prod

— How interfaces interactin Pre-Prod

Background

This training is intended for online Program Registration application users who have
Production access and who would like to execute tests containing their data from
Production.
In Pre-Prod, users utilize their production information to evaluate new items,
features, or programs before they are rolled out in the next release (usually about
five to six weeks).
Pre-Prod is strictly a testing environment for users to conduct their own “what-if”
scenarios without compromising or changing their real-world data in Production.
While this environment allows users to test pre-production features, Pre-Prod will
not allow users to conduct shipping activities.
This guide outlines the following:
How to access the Pre-Prod environment from Production (and how to return to
Production)
Data setup for testing in Pre-Prod
How one-click enrollment programs operates in Pre-Production (eVS ® and Click-N-
Ship Business Pro™)
How interfaces interact in Pre-Prod
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Description Period Promo | Avail.In “:L?n
Period | Preprod?
Category

Branded Color Mailers will have the opportunity 1o receive an upfront postage discounton Dec 15,2013 = Feb 1- FCM
Mobile qualifying mailingsthatuse qualifying mobile printtechnology (such as aQR March 31, 2014 March 31, SM (RIN) /
Technology Code)on or inthe mailpieces 2014 Letters & Flats
Eamed Value Offered to mailers who send qualifying First-Class Mail Business Reply Mail February 15 - Apri1- FCM
Reply Mail (BRM) and Courtesy Reply Mail (CRM) enclosures. March 31, 2014 ;-;r:: 30, YES SM (RMN)
Premium Encourages existing high-volume mail marketers and advertisersto use First- February 15 - April1- FCM /Letters &
Advertising ? Class Mail as a marketing vehicle and offers an upfront discount on First Class June 30, 2014 June 30, Flats

Mail presort postage on mailpieces ¢ antirely of ing or i 2014

content
Mail and Digital Offers an upfrontdiscountto encourage mailers to utilize technologyto create a March 15 - June May 1- FCM
P lization * levant, integrated marketing message through direct mail and digital 30,2014 June 30, SM (RN} /

channels. Boththe mailpiece and PURL/website must be personalizedto qualiy 2014 Letters & Flats

for this promotion (variables mayinclude: name, birthday, custom offer or different

envelope, elc).
Emerging En i direct mail with mobile technology. To participate | June 15 - August 1. SM(RIN)
Technology inthe ion, the mailpiece mustine the use of 30, Letters & Flats.
(Near Field technology of other emerging technology as specified in program eligiiity 2014 30, 2014 YES
Comm.)? requirementsto engage the mobile device in providing an interactive experience

3 for the user.
Color in First- Encourages producers of bills and statements to produce and mail statements June 15 = August1- FCM Letters
Class Mail that create a greater i p from by utilizing color December 31, December
Transactions ink on bills and statements. Provides an upfront postage discountto mailer who 2014 312014 vES
i tional mal thatis be

Promoticn 3 uses dynam color printont onal mai th q

mailed as First-Class Mail_Eligible pieces must have variable color messaging

(four-color-process) on the bill or statement
Mail Drives Enc sandretai utilize mobile purchasing technology with September 15 - November SM (RMN)
Mobile direct mail and catalogs to facilitate state of the ant mobile purchases. An upfront | December 31, 1- Letters & Fiats
Commerce >4 postage discountis available on eligible maipiecesthatinciude a mobile barcoge | 2014 December YES

or printmobile technologythat can be read or scanned by a mobile device and 2014

leads the recipientto a mobile-optimzed shopping website.

Background Information

The 2014 Incentives Calendar for Mailing Services can be found on the RIBBS website.

There are two new incentives in 2014: the branded color mobile technology incentive and
the premium advertising incentive. More information about all promotions are available at
the URL shown here.
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Registration for Existing UNITED STATES
B FostaL service -
BCG Customers

* Accessing and enrolling in the Pre-Production Environment for Incentive
Programs requires a Business Customer Gateway (BCG) account.

* If you are a BCG customer, you can use your existing username and password
tO |0gin. Sign In
1.  Navigate to the BCG:
2. Enter your user name and password in the fields
provided and “Sign in”. You will be directed to [ —
the Welcome page.

Hrgrates fox Irow

* If you are not a BCG customer, you can access any of the following resources
for guidance on setting up an account:

1. Incentives Pre-Production Environment User Guide (PDF)

2. Business Customer Gateway Presentation (717}

Accessing Incentive Programs via the BCG
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Accessing Incentives Programs POSTAL SERVICE »

Once logged in to the BCG, complete the following steps to enroll
for an incentive program:

Weicome

1. Select either Mailing Services or ShippingServices from the
menu to the left of the Welcome Screen —

Manage Accoust

2. Find Incentive Programs from the list displayed. You have access
to this service if the button to the right says “Go To Service”

Automated Business Reph Mail oo ik *

Batance & Faun (PortaiOnel)  mots ks »

Customer Labe! Ditrbution System (CLOS)  mes ke »
Customer SUppier Agreements [C4ANI  more inlg »
Dashboard (PostasOne!]  meons bnke =

Electranss Dats Exenange (POstiiOne’)  maen ik ®

Every Door Direct Mail  mxee nfe =

| # ncentive rograms  mocs inko »

S

Imbeiliget Mail Small Business (IMsb) Toal  more ik >
Mailer 10 more bnko. >

Mailing Reports (PostalOne’)  mote ik »

Manage Permits (PostaiOne’)

Povtal Wizand (PostsiOnefl =

T

Schadule 3 Mading Apocintment (FAST)  mor infs »

Accessing Incentive Programs via the BCG
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Accessing Incentives Programs

3. If youdo not have access to Incentive Programs, click on Get Access

— If you are the first person to request access to a certain service, you will
become the BSA for that service

Aitomated Business Bepty Mad  mors ik >
Batance & Faes (Fostaione?)  moms ke =

& Curtomer Label Dairibubon Syviem (CLOS)  mors jeke »

+ GuvtomerBuppber Agresments (GHs)  meee ink =
Cavnbosrs (PestssOne!) e bl =

Electronic Data Exchangs (PostalOmer]  mors buks =

Manage Permts (PostaiGne

& Postal Wizard (PostalOns!) b

[NLTEARELINE
I

Senecuie s Maiing Appeintment (FAST)  more infe

4, |If youare not the BSA, your access to Incentive Programs must be approved by
the BSA for Incentive Programs at the business location you specified. Until
approval is granted, your screen will show a pending status

* Incentive Programs maore info >

Accessing Incentive Programs via the BCG
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Pending Access Statuses B rostac service -

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

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

* Pending External BSA

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

*  MMA Activity includes the following subservices:
— Dashboard
— Balance and Fees
— Electronic Data Exchange
= Mailing Reports
— Manage Reports
— Postal Wizard

Accessing Incentive Programs via the BCG




The Role of the Business Services ] Unurepsmaes
Administrator (BSA) in Granting Access

* There mustbe an Incentive Programs BSA for each location in order to
complete enrollment

— This approval must be provided for each of your company’s locations

* |tis generally recommended that you become the BSA if no BSA exists for a
service and location combination

— If you opt not to assume the BSA role, you will have to wait until the
forthcoming Incentive Programs BSA approves your request

— if after 25 days the BSA roie is not fiiied, your request wiii automaticaiiy be
purged without notification

* |f user requesting BSA access to Incentive Programs is not BSA for Manage
Mailing Activity, then the BSA for Manage Mailing Activity must approve
requests to become the BSA for Incentive Programs

= This approval mustbe provided for each of your company’slocations

Accessing Incentive Programs via the BCG
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Login to the > UNITED STATES
. a POSTAL SERVICE
Pre-Production Environment

1. Once you have access to Incentive Programs, click on Go To Service

* Incentive Programs more info >

2. On the Incentives Home page click on the Pre-Prod/Test Environmenttab

UNITED STATES
POSTAL SERVICE « USPS COM | GATEWAY | HELP | SIG3% OUT

Welcome Werome rama
Cick B B view of Change your Dusiness IDcaton Programs fof which you are envilied i o eigitie 10 enfol in wll
e GgRayed Upon Seiectng d iocaton

Your current location CRID is : 20400611
MOXTESTER

r 11 Tax 720 MARKET ST
|1_m-mdrrm Bl
[ - o i
April MI - MEP not shgible

M ncentve - MSP el = no

Color Primt
Coior Prind incentve for lesting

IMPORTANT NOTE: the Pre-Prod tab will not be visible until the upcoming
PostalOne! Price Change release. In the meantime, to access Pre-prod please copy
and paste the below URL into the web browser after logging into the BCG:

Login to the Pre-Production Environment

13



Login to the

Pre-Production Environment

UNITED STATES

POSTAL SERVICE &

3. You will be directed to the following page. To continue to the pre-production

environmentclick on the “Here” hyperlink

regusteation process for incenties

USPS COM | GATEWAY | HELP | SIGN OUT

UNITED STATES
POSTAL SERVICE «
>
You are in the Preproduction Environment for Mailers
Welcome The purpose of this tab is 1o enable you to link to the program registration pre-prod emaronmaent

Once you click on the link below you will be able to regrster in a mock incentive 50 that you can nriew the

Once you have completed the registration process please wait for an hour before you submit postage statement via
masl dat, mail xomi o postal wzard i the PostalOne! pre-prod emaronment
H you have questions with regard 1o the nmagation cleass review the user gude svailable under the “Helg” hyparink

AL O Uty Com O ABOUT L Lo
Busmess Custormer Gateway

Privacy Policy » Governmant Serdces About USPS Home 1

Torms of Use s Buy Stamps & Shop s Newsroom »

FOWu Priet @ Label with Postage » Mad Sernce Updates +

Mo FEAR Act EEO Data Customer Serace » Forms & Pubbcations
Sae Index ) (=L

Login to the Pre-Production Environment




Login to the > UNITED STATES
. a POSTAL SERVICE
Pre-Production Environment

4. The system will navigateto the Pre-production Incentives home page

UNITED STATES
POSTAL SERVICE = USPS COM | GATEWAY | HELP | S3GH OUT

You are in the Preproduction Eraronment for Makers

Welcome Welcome rama
CHick gfe 10 vhew Of CRANGE yOUr BUSINGSS 10CaB0N. Programs fof which you e enrolled in of sligedie 1o enroll in

will b8 5played upon selecting 3 locabon

Your current location CRID is : 20488611
MDXTESTER

PraProd! 700 wareET ST
Test SAINT LOUIS
Environment
Click the incentive Aame 1o get more orto b

Aol M1 - MSP oot eliaitle

Mi incentive - MSP slig = no.

Codor Print
Codor Print incentve fof testing

Color Prin J - MSD yes§
test

Login to the Pre-Production Environment

15
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Age nda POSTAL SERVICE ©

Background Information

Accessing Incentive Programs via the BCG

Login to Pre-Prod Environment

q Enroliment

.

Additional Contact Information Tab
Location Tab

Mailer ID Tab

Payment and Permit Accounts Tab
Certification

Reporting

Resources

16



Begin Enroliment

UNITED STATES
P POSTAL SERVICE ©

1. Select anyIncentive Program that you would like to test with

2. Selectthe

Enroliment

a UNITED STATES
POSTAL SERVICE « USPS COM | GATEWAY | HELP | SIGN OUT
£
You are in the Preproduction Environmaent for Mailers.
Earned Value QTP 89933

Summary

Begin Er oliment

Program Earned Value QTP 89933

Eamed Value QTP long descnption

¥ Hide Additional Information

Program

Assistance  Daws:
Period Start Date
Regestraton Penod 030372014
Incentive Penod 03032014
Incentive Award Peniod 1 03022014
Masler Agreement Penod 03042014
Award Clasm Penod 03032014
Last Updated:

032872014 11 56 AM

Back 1o Inceithes Home

End Date

047302014
047302014
043072014
D4302014
No End Date

Begin Enroliment

button located at the top right corner of the page.

17



Begin Enroliment

UNITED STATES
POSTAL SERVICE =

3. Followthe Enroliment Tasks

Enroliment

As you complete each task, the system will display the task as “Complete”

Some Enrollment tasks become available only after other tasks have been completed

Eamad Valus TP long Sescrigon

Exrolment Steps in Duogross 0outof © stope cormpleted
Plaase complele 3l of e sheps Below 1o ennoll
Entoliment Steps (%)

[+ ] Asamonal Contact infarmation

USPS COM | GATEWAY | HELP | SIGN OUT

Back b Inceiithors Horee

Emrms TATES
POSTAL SERVICE «
)

You are in the Preproduchon Enaronment for Maiers
Earned Value QTP 83933 Enrcliment Status: IN PROGRESS
Program Earned Value QTP 89833
Complete Creervew

[+] Locations

[ =] Mader Os + Not hvaitatie

[+ ] Payment dccounts

[+] Comtiestien Mt atazie
v Show.

18



Enrollment:
Additional Contact Information Tab

| >

UNITED STATES
POSTAL SERVICE o

* Allows you to save contact information for an alternative primary contact and for a
technical contact

* You are required to enter information for the alternative primary contact to complete

this task

You are in the Preproduction Environment for Maders

Emerging Tech 2014 Enrcliment $tatus: IN PROGRESS ek 1o W eiiw s Home
Program Provios an ALEMMANE CONLACT for PrOMOtON SPECITC mamers The Frogram Ofice wil CONIACE T BSrmale only 1 e Event
smm“, YOU are unavalatie

Alemative Primary Contact Information (Required)
Additional ’ -
Chninct Country UNITED STATES [=]
Information  yame Jo# Schmos
incompere
Addresa 1° 123 Maan S
Locations Address T
g iy
= Washington
State " DISTRICT OF COLUMBIA -
Payment ZPPostal Code” 20001
e o et
Emad* WsAEemail com
Program Fax tumer
Assistance

Technical Contact Information {Optional)

Country UNITED STATES [+

Enrollment: Additional Contact Information Tab

19



Enrollment: Locations Tab

UNITED STATES
POSTAL SERVICE ©

Allows you to review your participating mailing locations (appliesto Earned Valueand
non-Earned Value incentives)

e

R A

|y ] v | =5 |

Earned Value OTP 88633 Envoliment Status: IN PROGRESS ach 1o b onitns Home:
Program Baom by pour D) 1oCHONE Py pOur Ders e Inked Each urgue I5caon (3 A15K0e0T) 3 fersed
!-’l Curtomer Fegaraon © (CRI0! 1190 Ravan] Gong 50 1< g 15CIRH U801 vhol Bl w00 At Todmetd
Fompies 1oul BARGHANG lcabing

TP 1 Falocaton i mwiang cher hory o 28d e localion b pour incerin Pragrami efvol=wal Yoo mun! Ben
m. Toow Pt Rl st You Frotie’ tlegs

W % a 8 o Fiebeshng Tour Protie
by

) Retrestang Your Profis
w 1. Log oul by selecing g "SGH OUT™ bk on e fop sight comar of T page
. 2 CI0MA pour Srowser ComgietHty 18 CI0B M MBOOWS B0 2
3 Lo tacr v T Brasess Cuslomer Gaiemay 405 Aaajite 15 e roerdhe Progras senade by 16edn]
T incerseg Pragram i
i Lacasons tia . Oning” Snpiays e
bayment 0 ity 23304 locabon
Reoounts
Batiacrad For maaed idsemat 1#30r3ng I 000 1 Tob cohmi. EEBCH s Curhor S Bt ol D
- Pufae v
Rasisuance
Fomgists Foter | ~Select Tatle— # | oy | ~Select Category- ¥ 1o
e P

o T | |
ey ) B = ==
— L I

restpara |

[

Enrollment: Locations Tab

20



UNITED STATES

Enrollment: Locations Tab POSTAL SERVICE »

* Inthe pre-production environmentyou will be unable to change your MSP designation
for both available and unavailable locations. Hence, the <Edit> button is disabled

This functionality will be available only in the production environment

¢ You must verify the accuracy of the displayed locations and select the <I Agree> button
to complete this task.

* This information will be displayed based on the locationsyou have access to in BCG

Fites —Sedoct Tabie V| by | ~Select Category - V| for
Ol Fler
Acsilabie Campan Lasssans
Showng 1- 191
= g i —
Mowed L Cow LOwgrater |
UNTED STATES| 5000556 | YES 605 5TH AVE §
SEATTLE

P
Sheng 1 - 8 ol &

Wir Ereoiimens Change WiP

SIS SRR Adenis | Memes | Dwe | Designasen |

245 Pers
Post Emvotart Loc | 4821307 YES mp;

B EghtyEght St
Lovenis U8

The Company of Mad | 5055308  nO

Enrollment: Locations Tab

21



UNITED STATES

Enrollment: Locations Tab POSTAL SERVICE »

* Shared business locations may be unavailable for enrolimentwhen they have already
been enrolled by another user and are denoted with an asterisk (*)

* Abusiness locationis referred to as shared when it has been registered for the
Incentive Program’s service by multiple users

* Shared business locationsapply ONLY to earned value incentives

* You will not get credit for CRIDs that have been previously registered by another user

Avaiable Company Locabons:

Showng 1-2 17
Company ) ‘Address ethod Date
mEnsTates | saces | WSSTHAVES
SEATTLE

78 Seventy Eght 51

The Masters of Mad | 5170321 L XS

Expent cptons: CIV | Excel | XL | POF

1:3003

tﬂ' CRID Address Earciment Method | £ adoliment Date
PonEwotmemtoc | -amrr [ 2fiPem
The Company of Mad | 5155206 | 28 EptrBiguest
2350 s Users Company | * 20166917 | m."‘“""l E‘;“

Export opbons: CHV | Excel | XML | PDF
©« InGcatis ) shared CRID
Shaned CRIDS are Unavailatie 1of shroliment when Ty Rt Jineady D40 sn6oled by 3noer uset

Enrollment: Locations Tab

22
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* Only available once Locations tab has been completed
» Appears only for Earned Value Incentive
+ Allows you to review your participating Mailer 1Ds (MIDs)

* Must verify MIDs’ accuracy and completeness and select the “I Agree”
button (shown on next slide)

You are in the Preproduction Environment for Mailers
Earned Value QTP 80033 Enroliment Status: IN PROGRESS Baack to Wicetties Home
Program erify that your Maser IDs are kisted comectly and select the <| Agree> bution below ta compiete thes enroliment
hl'l'll.y step. If one of more of your MIDS is messing, please chck this nk 10 the Business Customer Gateway and vendy that
Complete the location to which the MID s binked is regsstened for the Incentve Programs service
For more nformaton regandeng the data in the columns. place your cursor over the column bile
Additional
Contact Per Page: (20 v
Information
Compiete: Fiter | —Select Table— | by | ~Select Category— | for Filtes
Locations L
Complete Available Maller IDs
Showing 1.2 of 2
MID M1 CRID | Street Address City State| ZIP Code 2 MII
56 DUPLAINVILLE | SARATOGA 12866-
Maller IDs vos [20400309 % DUPLY RATOGAY (175 [panos
56 DUPLAINVILLE | SARATOGA 12666-
}”DWBZQB Yes IQO‘WSQ# RD SPGS NY 9020
Expon options: CSV | Excel | XML | POF
ik Mailer ID3.

Enrollment: Mailer ID Tab

23



Mailer ID Tab: Unavailable MIDs

UNITED STATES
B rostaL service -

* Shared MIDs might be unavailable for enrollment when they
have already been enrolled by another user

— AMIDis “shared” when its parent CRID has been registered for the
Incentive Program’s service by multiple users

Unavailable Mailer IDs
Showing 1-9 o §
MID__ |Shared?] CRID Strest Address E@gﬂ
ves [20400393 56 DUPLAINVILLE RD m“sp{;sm NY 'gg‘
0008208 Yes [20400303 56 DUPLAINVILLE RD S”;Ségm NY ﬁ'
o00005241] Yos[20488602]V22> N304 DUPLAINVILLE (= (s [ 53072-
0005250| Yos |204a8602| 223 N3484 DUPLANVILLEROAD pewauee | wi | 53072
booo0s251| Yes mmmmmwnmﬂ PEWAUKEE | wa [ 53972
0008562 Yes |20488602]"V223 N3484 DN:I:'L:IOWLLE ROAD| pEwAUKEE | wi 5:?;:
T N bl i K L
00000804 Yes |204i 3201 LEBANON RD DANVILLE KY ‘gg‘}
ro000sses] Yes |2050031 524 MIDWAY AVE SAN LEANDRO| ca 9;’;’:;
Export aptions: CSV | Excel | XML | POF
TAgree | | | Disagree

Enrollment: Mailer ID Tab

First in first out basis —add example

24
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Mailer ID Tab: Unavailable MIDs B rostac service -

* Availability of shared MIDs is determined on a First-In-First-Out basis
* The first user to login will see their shared MID in the Available Mailer IDs table:

[r==== “Resttia Maie D

W0 e 0 | e e oy I-T’i_lﬁ
S 10 proncEGay ves unn::mul SARNKOOA Lo ‘;
[ e

cionse] Yoo [rscoon] W OFLNALE| SRAICA | 12

* Once anincentive is applied to this MID, any other users who share the MID will
see this MID in the Unavailable Mailer IDs table upon logging in:

[P,

ilE|i|F

" Scenario 1 Scenario 2

i+ John logs in before Sallyand applies | * Johnlogsin before Sallyand does not
an incentiveto MID 987654321 apply anincentive to MID 987654321
i+ Sallylogsin after John and sees Pote Sally logs in after John and sees

' 987654321 in the Unavailable 987654321 in the Available Mailer IDs

Mailer IDs section Pl section

First in first out basis —add example

25
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Payment Accounts Tab POSTAL SERVICE o

* Allows you to review the permits
associated to your registered
business locations

— Depending on the permit types
allowed by the incentive
program, your permits will be
listed as either eligible or
ineligible

— Verify your permits by selecting
“I Agree”

* Note: For Earned Value, once
you’ve verified your permits, you
must finalize your selections
before the award claim period

begins
Enrollment: Payment and Permit Accounts Tab Note: this screen is for a non-Earned Value Incentive




Payment Accounts Tab: Earned Value
Functionality — Select Multiple Permits

UNITED STATES
POSTAL SERVICE o

* The Payment Accounts tab has additional permit management functionality

for the Earned Value Incentive only

* You can select one or more permits to split your credit by allocating

percentage values to each permit

— Total Percentage must equal 100% or an error message will appear

Your Dot IOUrSs Bk SNRONT DROW VNey Tt what i SO 8 COmICT T yOu OO AOE S8 B DRIt 3G rOu e
Sure Tt £ | iriond 10 008 Of P #nrolied CRIDS GH0ved N e LOCISONS 120, take The SIOWING S00 10 Ink the

: Cropped P-gv.

To assign a
percentage to a
single permit or
multiple permits,

click on the ADD 3
button == Export ogions: CSV' | Excel | XML | POF

Srowrg .40l
Perma Type Fmance Number ] DPPostal Code CAPS

Payment FITEM05 | PE e [TE B
ecounts * 9205823 PE 2 51 ]
[oscplele TN | PE Eirr] i IR0

z | & 24 430 1 I <000
Eertification Expert cptors S5V | { AN | XM | POF
Lomemte

Custom MAP Permit Search

Piaane check wi your MEF on what permt indermation should be entered

PEtvIty ROPOM - s b mber Pemd Tips | -Salact Category- | | Search |

Enrollment: Payment and Permit Accounts Tab

Allocate a
percentage amount
and click “Update
Percentage”

27



Payment Accounts Tab: Earned Value
Functionality — Remove Permits

UNITED STATES
POSTAL SERVICE o

* You may change the selected eligible or custom permit at any

time up to the start of the Award Claim Period

— Note: once credit has been released, you will be unable to change your permit
selection

¥Our DRI ACCOUNTS 378 SOWN Deiow VT That what s #sied & cOmACE I you 00 NOf 564 3 Derm and you are
Sure uat 15 Bkied 10 0ne of e enrolied CRIDS Gsoiaved 1 e LOCESONS tab take The Tolowing sieps o ink The
missng

[ Cropped Page|

i

11001

i —_— pe | Finance Number | CRID 2P Postal Code | CAPS |
’ ] L] 64950 4543855 L
To change your ¥ . : ' | -
. Totats Parcentan S0%
permit percentage Usdate Percontace
allocation, click on

. e T
the “Remove” 2 PC |

Export optiors: CFV | Excel | XML | POF

Button, then click “I

= [ . - 1-dold
Agree” at the bottom Finacs W o TrowiCose | CAPS
n o -3 n = S [ e
of the screen to s 999924 30515 55393
i i7e =19 i = 999922 440515 FIFIH000
finalize your changes : o 0514 ooy
Ferttication Export agbons: TSV | LA | WL | POF
Fompiste
Custom MEP Perma Search
Piedte Check Wil yOur MSP 00 What Carmd AIonNmaton Should De eftened
Petivity Repomt . .. ymcor | “Perit Tow  [~Select Category— ~| | Search |
Cey * e Code

Enrollment: Payment and Permit Accounts Tab
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Payment Accounts Tab: Earned Value UNITED STATES
Functionality — Custom Permit Search

POSTAL SERVICE »

* Available to both Mail Owners and Mail Service Providers (MSPs)

* To search for and retrieve MO/MSP information, enter the permit
number, permit type, and state code:
RLLLL

R Parv Accuust | Perma Padt Fmance
e Type | iember | iumber
" o T [ Fowt Ofice Fsancks VA
ki wa | <1000 | sirme Pess ORéa Maaasie VA
e o |- vus00| svrme LU e Paanete i
bosesard]  1evesss 3 L] BT gL g
Ll = . — M.lﬂ_
foweaansl  Treerss P -y ST ‘D"mwm . Vil
v s Flaanaen VA |
s | em | cwer | s Toux Oilien Homneh VA
Expont semons OV | Eecel | KL | PO
e 8 . shars /'
Costom Pt Saarcn ¥
Prasan chach ma yous M o it Coumres 58 Pl ober ikt mahion SREu0 L4 ardared
B L ‘PemaTipe | —Select Cotegery—  [=]
ca * Stain Code

* Select the permit you want
. setect] et [Termit | omty | ity [stave] cuio | pusiness name | agaress
to allocate your credit to ] o [ | e [ o] VB e

and click “Save” \Tm = e =

Enrollment: Payment and Permit Accounts Tab
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UNITED STATES

Certification POSTAL SERVICE o

* Becomes available once all preceding steps have been completed

* You must agree to the Certification Agreement by selecting the “I

Agree” button
mm- USPS COM | GATEWAY | HELP | SION OUT
|

You are in the Prepreduction Environment for Mailers.
Picture Permit_PO Enroliment Status: IN PROGRESS Rack 10 Incertives Hede
Program Tucmemmumn’wnrwmwa;'ubwmlmmmnewn . w
Al Tt LRIy Once you agree, you are officially

Corthenton Agrosment: enrolled in the Incentive Program.

ki twu l You wilt know this when vou See
gree | [nnagree
ok the “Enrollment Status” banner
Do change to ENROLLED
Paymant
Accounts
Earned Value QTP 89933 Back to Incentives Home
Certification Add CRM and BRETPIFEY Lo
[rcomplede You will be allowed to enter CRM and BRM test piece data only in the pre-prod environment so thatyou /|
th processina -

Enrollment: Certification
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UNITED STATES
B rostaL service -

Agenda

¢ Background Information

¢ Accessing Incentive Programs via the BCG

* Login to Pre-Prod Environment

* Enrollment

q Reporting

— Earned Value: Activity Report and Permit Balance Repo

— Non-Earned Value: Mailer Owner Activity Report and MSP Activity
Report

+

s Resources
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Earned Value Reporting:
Activity Report Tab

UNITED STATES
P POSTAL SERVICE ©

Once completely enrolled, the Activity Report and Permit Balance
tabs will be displayed below the Certification tab

* Activity Report Tab: provides high-
level and detailed views of volume
and earned credit from returned
Business Reply Mail (BRM) and
Courtesy Reply Mail (CRM) pieces

— Telis you where your earned credit
is coming from

— You will have the ability to add
pieces to each of your MIDs and
CRIDs in pre-production; this
functionality is not available in
production

Reporting: Earned Value

nnnnn Pt e ot Wiy
Earmad Valos_Patch Agrd 8 Enroliment Status: ENROLLED  toevece oot 1o e ot s
[Program L itk Bt
[ra—r Tha Furrtie e et B Bapias sous st W B b B £ R RCTeed Tons s ]
ettt b e 8 B e P pad et
[Ldamenat | Pormtamter  PomiTrs  GmasceWumber  Pescest Alocated At
Comaer o ot G
= n 1T wn WAt
ls . 3 L
------ L] L N o iR
Toum Assate RS 343334039
e
[ET e
| e s Dt ot £ ot o S
[sdaster 101 012820 3420 M o 18820
rasasle orae2n B U EE] ST TN
tattotn e WA s
e ] ] am0 LIS
fre— G Yot s [T B
[ counts Ot Crost” s
.
| Toksl helble Crmll HATL4A0
Tt bagn 1 s e
cormmeanion
FR— Harmed Vimes Euvtad Rngurt
| o0 Compem w0 MNN FENL WAND AN
N mm Om M Om M Om e
Prwcos Pces Puvces Poces Parces Paces Praces Poces
Report
Comgute SHIN MONTESTERY SO000S0ME 1AM ESST 18438 MTI4 LSS TLST) 1131 11806
[Porma
(Balanes -
S g i
L
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Earned Value Reporting:
Activity Report

UNITED STATES
POSTAL SERVICE o

* Able to enter/modify CRM and BRM pieces so you can
experience the end-to-end process when it comes to enrollment

You are in the Preproduction Environment for Mailers

Earned Value QTP 89933 Enroliment Status: ENROLLED Unenroll | Back ta Inceithves Home
Program Add CRM and BRM piece count data
Summary You will be allowed to enter CRM and BRM test piece data only in the pre-prod environment so that you
Complete can sxperience the enrollment process in a non-production envirenmant.
““During the actual promation, you will not be able to enter or modify CRM and BRM piece count data™
|Additional Please enter the CRM and BRM piece count data then click the [Add] button.
mﬂ‘l ' “Mailer ID *Service Type _'De-iruen Date ‘Pieces
~Select MID-- | [~Select Type— v 1 [ Add
T Action  Waller1d Service Type Dellvery Date Pleces
Note that you [Edit] [Delete] 187485339 CRM 03062014 118
. [Edit] [Delete] 187485339 CRM 03/07/2014 44
can edit or I A e e ol % Kee) ¢ Select MID and Service Type
[Edit] [Delete] 187485339'CRM 03/002014 119
dEIeF? (£t Dellle] 1Rt W oSS Sl from the dropdowns and enter
specific rows Y IR (740530 GRM g::m ;;’ the Delivery Date and # of Pieces
in the table ——— " :

031472014 330

[Edit] [Delete] 187485339 CRM 031672014 296

03132014 135 Click “Add” to create an entry in
SRR 53 the table

Reporting: Earned Value
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Earned Value Reporting: UNITED STATES
5 ’7" POSTAL SERVICE
Permit Balance Tab

Once completely enrolled, the Activity Report and Permit Balance
tabs will be displayed below the Certification tab

* Permit Balance Tab: provides — B
high-level and detailed views T LR ————.
of your credit usage as it gets DI i e i
used up to pay mailings e et s e

T ——

— Allows you to track history B | o ot et o ot o o T G

of your earned credit e o e ——
— Report will populate with R (=T = e

data once postage — b

statements are finalized in  —

the PostalOne! pre- e

production environment =

Reporting: Earned Value




Earned Value Reporting:

UNITED STATES
8. 75 POSTAL SERVICE o
Activity Report
. Top Sectlon Of report Permit Number  Permit Type Finance Number Bercant Allocated Amount
42 (2] 5TTe 0% siinn

shows percentage - ” —— T
allo;_attlon for YOV Note: this will update automatically if you change your percentage
creal

* Bottom section
shows Earned
Value Summary
and Earned Value
Detail reports

Reporting: Earned Value

allocation in the Payment Accounts tab

Earned Value Summary
Award Start Date  Award End Date  Total Volume CRM  Total Volurme BRM  Award Amount
10-30-2013 11-08-2013 (] L] $0.00
Subtotal o o $0.00
Adjustrient man [] snn
Grand Total wman L srann
Other Credit * $0.00
Total Available Credit $2220.22
* Crece BeOngs 10 Giher Users
Eamed Value Detod Report
?C—J Company D JUN 2012 JuL 2012 AUG 2002
CRM BRM CRM BRM CRM BRM
Pieces Pleces Peces Peces Peces Pueces P
20400413 Company A BOOSON2EE 140 440
20409224 ‘Company 8 298 1359 2an
SEP20N2 OCT 2012 Total Total Total CRM Totsl BRM  MNet Mot Credit Croan
CRM BRM Adustmoni Adustment CRM BRM  Amcust  Amount
CRM BRM CRM  BRM
Prwces Pwces Prces Prces Vor GRS iv e
1048 2048 3448 1106 5044 -20 0 1176 5044 S1176.00 520720
202 1084 0 5292 0 80 30 5352 $3000 S26T60
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Earned Value REPOrting: P LD STATES
Activity Report POSTAL SERVICE o

* Earned Value Summary View

— Displays Total Volumes for your participating CRM and BRM pieces
as well as total Award Amount

— Allows you to see how your earned Award Amount grows as more
and more returned pieces are scanned and entered into the system

— Other Credit: will only be populated if other mailers from your
company enrolled in the program and selected the same permit as
you for their award destination account

Eamed Value Summary

Award Start Date  Award End Date  Total Volume CRM  Total Volume BRM  Award Amount
10-20-2013 11-08-2013 0 0 $0.00
Subtotal 0 0 $0.00
Adjustment 222,222 0 §2,222.22
Grand Total 22222 0 §2,222.22
Other Credit * $0.00
Total Available Credit §2,222.22

* Credit belongs to other users

Reporting: Earned Value
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Earned Value Reporting: == e swares
ACti\ntv Report POSTAL SERVICE

* Earned Value Detail Report
— Provides a detailed view by Mailer ID

— Each row represents a different MID and displays the total returned
volume broken down into CRM and BRM pieces by month

— Reference the USPS Pre-Prod User Guide for a detailed explanation
of each report column (add link once posted)

Eamed Value Detail Report

CRID Company MiD JUN 2012 JUL 2012 AUG 2012

CRM BRM CRM BRM CRM BRM
Pieces Pieces Pieces Pieces Pieces Pieces P

20400413 Company A 900008256 148 448
20490224 Company B 900008303 296 1,359 2371
SEP 2012 OCT 2012 Total Total TotalCRM TotalBRM Net Net Credit Credit J
CRM BRM CRM BRM CRM BRM Adjustment Adjustment CRM BRM '1.:?:;: m & 3 _’/
Pieces Pieces Pieces Pieces
1.048 2048 3.448 1196 5944 -20 0 1,176 5944 $1.176.00 $297.20
202 1.064 0 5292 30 60 30 5352  $30.00 $267.60

Reporting: Earned Value

https://ribbs.usps.gov/index.cfm?page=mailingpromotions




UNITED STATES

Action Buttons On Activity Report B rostaL service »

| Agree | Disagree
* | Agree
— Clicking on this will release the credit to the PostalOne! pre-
prod environment (an action which cannot be undone), so
please make sure you’ve selected the right permits and
entered in test data appropriately

* | Disagree — ACTIVE BUT DO NOT CLICK IN PRE-PROD

— Click this if there are discrepancies that you can validate to
USPS. Enter a valid reason and appropriate documentation
so the program office can review and resolve your
discrepancy

— Since you are in the pre-prod environment, this functionality
will NOT apply

Reporting: Earned Value
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Earned Value Reporting:
Permit Balance Report

UNITED STATES
p POSTAL SERVICE ©

* Permit Balance Summary Report

— Displays high-level view of your credit usage by mail class

* Includes amount of credit used per mail class, # of postage statements per
mail class on which credit was used, and the remaining credit balance

— Information is refreshed nightly to reflect data updates from

previous day

First Class Swndard Mail ton-Proft
c‘:’"‘"’ Permk  Permk  Finance  Cradit  Crede  omber f' Cred "m": Credt "“'“b'f' Gedit  Dateand Time
ame s nom Fo‘m =
= MNumber Type MNumber Acquired Used Statements s Used Stat Balance  Credit Released
ComMales 42 A SU716  SLimm  ($5020) 1 0 2 9m 0 1R 1/uposie
CoreMaikrs 81 A 576 SLALM (5111111 1 om0 om0 $000  1Y15/20138:3

Reporting: Earned Value
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Earned Value Reporting: UNITED STATES
. | = POSTAL SERVICE »
Permit Balance Report

* Permit Balance Detail Report
— Provides detailed view of your credit usage broken down by each
individual postage statement
— Includes information such as the amount of credit used per postage

statement, the date it was used, and the postage statement’s
sequence number

Permit Balance Detail
Mailing Postage Statement Seq Mail Total Adjusted Total Incentive
Date Number Class Postage Pieces Amount
121122012 5200438 M $150,15414 650,105 -$5.98
1212202 5200438 SM 57080594 300,109 -55.98
12nzro2 5205457 sM 540 1 -55.98
12nzroz 5205475 FC §$3487 84 -55.98
12nzroz 5205480 FC $3487 a4 -§5.98
12122012 5205695 FC $228.66 980 -$598
12122012 5224673 SM $107864 5474 -$5.98
1212012 5224720 SM $364.32 0 5598
12n2r012 5224722 SM $160.43 0 -§598
12122012 5224733 SM 584 4 -55.98
Downiload 1o Excel

Reporting: Earned Value
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UNITED STATES
Age n d d POSTAL SERVICE ©

* Background Information

¢ Accessing Incentive Programs via the BCG

* Requesting Access to Incentive Programs

¢ Login to Pre-Prod Environment

e Enrollment

- Rannrtina
TV R LT

— Earned Value: Activity Report and Permit Balance Report

‘ — Non-Earned Value: Mailer Owner Activity Report and MSP Activity
Report

* Resources
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UNITED STATES

Non-Earned Value Reporting B rostaL service »

* For Incentive Programs other than Earned Value, users
will still see an “Activity Reporting” tab once
certification is complete

* Two versions of Activity Report: one for Mail Owners
and one for Mail Service Providers (MSPs)

— if you have both MSP and MO CRIDs, you will be abie to view
both versions of the Activity report

Reporting: Non-Earned Value
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Non-Earned Value Reporting: P UNITED STATES
Mail Owner Activity Report POSTAL SERVICE o

* Mail Owner Activity Summary Report

— Displays a summary of the aggregate Volume (Total Pieces), Discount
Amount, and Total Postage associated to the program in real time
* Shows how much you have saved up until that point in time

Aty Mgt

Aty 18 updated on 3 238 Bans Each mading date reBecl 3 Sady fotal mang schly

Actrsy Sumsnary
Tota

Activity A Star Oate  Award Gnd Dute  Threshowigeeces) | Vomsmegeeces) | vacowst Amowst |
vanrerz eaavor: 2000 e

{{{{{

P B

* viaii Owner Activity Detaii Report
— Displays a more detailed view aggregated by day and by permit so that

each row represents daily total mailing activity for each permit
* Information is separated into sections by mail class

m
Report
T Mamng End Date

Mading Haurmear of Posts, Permit  Permt  Finance shumg Dracount
Crat Statement: [ Tioe  Mumber i 8) Aot
IGO0 0 [ 1 1,000 15294)
| omonenz 1T L S0 1000 a2

Tots 000 4 TH)

Reporting: Non-Earned Value |, e

Reports are updated nightly and if postage statements are submitted to PO! Pre-prod
environment



Non-Earned Value Reporting: g uneosures
MSP Actl\ﬂty Report POSTAL SERVICE o

* MSP Activity Summary Report
— Displays an aggregate view of the Volume (Total Pieces), Discount
Amount, and Total Postage associated to the program
— Datais refreshed near real-time for all statements EE?I.XSU are the
mailing agent (Mail Owner)

Aoyt d Start Date Aaard End Date Total Pieces Discount Amount Total Postage
TRz 08312012 2000 5600 s
Tots 2000 56.00) o

Showing 110 1 of 1 entries

* MSP Activity Detail Report
— Displays a daily view based on each postage statement generated as the

Mail Owner S “"’“‘::"_M_“
* Includesthe mailingdate, the CRID e

populatedin the ‘For’ section of the "l Gw comey | R O e et | Posage
eDoc, the company name associated | . =~ _ T,
to that CRID, and the permit

information for the permit that got e b S
charged the final postage amount W12 XU coWNE T M 10 @ IR
(permit in the Permit Holder field) ez KT cowwWA T M 100 (200 3R

Reporting: Non-Earned Value
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Agenda

UNITED STATES
POSTAL SERVICE o

[ N
—_—

Background Information

Requesting Access to Incentive Programs

Login to Pre-Prod Environment

Enrollment

Reporting
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Resources

* For additional information, see:

Resources

Promotions and Incentive Programs documentation on RIBBS
July 2014 Release 38 Postal Service Technical Specifications
July 2014 PostalOne! Release Notes

Incentive Programs Service User Guide (for Mail Owners)

| >

UNITED STATES

POSTAL SERVICE ©
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APPENDIX

™ UNITED STATES
P POSTAL SERVICE
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Key Terminology

UNITED STATES
B rostaL service -

Term

Description

Business Customer Gateway (BCG)

A Web portal for USPS® business services

Customer Registration ID (CRID)

A unique ID for a company name and location
combination. The CRID is automatically assigned
when you select a Business Account

Business Service Administrator (BSA)

An individual that can approve or deny a user’s
access to participate in services on behalf of a
company. The first person to request access to a
service from your company will be prompted to
become the BSA. In order to gain access to the
service someone must assume the BSA role

Background Information
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