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Pu rpose B rosaL 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-prodincludes 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 Online Enrollmentservices 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 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.
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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 shipping activities.

* This presentation 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 enroliment programs operate in Pre-Production (eVS ® and Click-N-Ship
Business Pro™)

— How interfaces interact in 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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Term

Description

Business Customer Gateway (BCG)

A Web portal for USPS® business services

“ttrc /eatews ol Neelee

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 participatein 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
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System Interactions

Systems that Program Registration interacts with in Production, and how those
interactions will be affected in the Pre-Prod environment:

MID Tool Production: MID Tool generates MID data. Program Registration pulls this data.
Pre-Prod: Pre-Prod pulls MID information generatedfrom the MID Tool in Production. New MIDscannot be requested in Pre-Prod.

Customer Production: CRID datais generated in Production. Program Registration pulls this data.
Registration Pre-Prod: Pre-Prod pulls existing CRID data from the Customer Registration Production environment. New CRIDs are not generated
in Pre-Prod.

Production: Program Registration retrieves payment information from PostalOne! as well as sends customer data to different
modules such as eVs and SBP.

Pre-Prod: In Pre-Prod, PostalOne! (including eVS and SBP) have their own Pre-Prod environment. This means in Pre-Prod, the
following activities still occur:

. PostalOne — Permits are still created

. €V5 — Datais still sent to eVs from Program Registration

. SBP - Datais still sent to SBP from Program Registration

Production: Any time a customer enrolls or updates their profile in Program Reg, a message is sent to PTR with all the relevant
customer information. Program Registration — Shipping is the system of record for all PTR customer information.

Pre-Prod: In the Pre-Prod environment, data will not be sent to PTR.

Production: Program Registration sends the PASS system all customers who have enrolled in eVS and SBP. PASS uses this information
to determine which MIDs they need to sample.

Pre-Prod: In Pre-Prod, this information will not be sent.

WebTools Production: Data s sent to WebTools to support the Click-N-Ship Business Pro™ program.
- Pre-Prod: Datawill not be sent to WebTools from Pre-Prod.
Production: This system generatesa CAPS account for customers.
_ Pre-Prod: ACH does not have its own Pre-Prod environment, so CAPS accounts cannot be generated electronically in Pre-Prod.

Background

Customer Registration must interface with other systems in order for customers to
complete a variety of tasks. In Pre-Prod, some of these tasks will not be available to
customers because they will either require interaction with a system that does not
have its own Pre-Prod environment, or the task will generate new data that is not in
Program Registration Production and should therefore not be sent back to that
other system’s Production environment.

The data that a customer creates in Production will be transferred to the Pre-Prod
environment. However, that data, and the type of data, will not always be the same.
For instance, data such as the customer’s MID/CRID data created in Production will
also be seen in Pre-Prod, but the enrollment data will not be the same in both
environments. In this example, the customer would have to enroll in the same
program in both environments. The table shown here describes the systems
Customer Registration interacts with in Production, and how those systems will be
affected in the Pre-Prod environment. These differences determine how the
customer will be limited in executing some tasks in Pre-Prod that are available in
Production
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Background

i |
eVs®

Electronic Verification System: allows parcel mailers

tn dorcument and nav noctage hy tranemitting
o CocuUmMment anc pay posiage oy ransmitiing

electronic manifest files to the eVS database, which is
part of PostalOne!

PRS

Parcel Return Service: provides businesses a
convenient, economical solution for returning
merchandise. Offers discount pricing when the
returns are picked up in bulk atan RDU or RSCF

Priority Mail Express Manifesting System: allows
mailers to send USPS an electronicfile documenting

postage and special service fees for all piecesina
PME mailing
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Online Enrollment
l ) Click-N-Ship Business Pro™: downloadable software that
E s BP | aiiows smaii and medium business maiiers to generate

shipping labels with Intelligent Mail Package Barcodes and
securely pay for postage via electronic manifest files*

Scan Based Payment: records data from delivery,
SBP acceptance and other scanning events, and uses this data
to debit the permit holder's account

l Bulk Proof of Delivery: provides mailers the opportunityto
BPOD receive proof of delivery (delivery record) informationin
bulk. Participationis limited to mailers who use a Mailer ID
in their labels or in an electronic file

* CNS Bpro cannot be accessed via Online Enrollment. It is accessed through the Shipping Services tab on the &

aaCkground BCG Homepage (for Production only)
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Online Enroliment

The Tracking Only Service is a program that provides
tracking information through Confirmation Services
for mailers who are not certified customers of eVS®,
PRS, or PMEM programs.

ShippingPartners create a file of event data
captured at their facilities and transmit the file to
the Postal Service. This event information will then
be available to customers on the Track & Confirm
Web site, through the USPS mobile application, or
through the Track/Confirm API.

Background
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Online Enrollment

The PC Postage optionis an express method for
obtaininga Mailer ID for Commercial Plus Pricing
(CPP) discounts or to obtain event tracking
information through an FTP account. FTP accounts
require the submission of Postal Form 1357-S.

The Transition to Intelligent Mail package barcode
(IMpb) program allows mailers currently using the
legacy Shipping Service File formats (1.3 or 1.4) to
transition their existing MIDs to the new file format
of 1.6 in order to be eligible for IMpb. Certification is
required for the transitioned MIDs*.

*See Publication 199: Intelligent Mail Package Barcode (IMpb) Implementation Guide for:
Confirmation Services and Electronic Verification System (eVS®) Mailers for certification details.
Background '

10
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Online Enrollment via BCG

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

If you are a BCG customer, you can use your existing username and password
to login.

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 m
the Welcome page.

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

1. Online Enrollment Pre-Production Environment User Guide (PDF)

2. Business Customer Gateway Presentation ("F7)

Online Enrollment via the BCG
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* Log intothe Production BCG, and navigateto “Online Enrollment” via the button in
the Favorite Services panel or from the ShippingServices menu on the left

- ‘\\ . EEETEED
[ Need help
getting started
wllﬁ Ful-m

EHEHEHHEHEEHHH‘

Online Enrollment via the BCG
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If you do not have access to Online Enrollment, 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.

& Batance & Fees (PostalOne!) more info »
 Click-H-Ship Business Pro™ moie nle >

¥ Dashboard [PoatalOne’) mese knle =

+ Electronic Data Exchange (POstalOne’) mode info >
¥ Electronic Vermication Service (¢VE) more info »

4 Incantive Programs mors infp >

- Mailer 1D mone infa >

¥ Mailng Repors (POSINONS! mote infe »

Manage Permits (PostalOne!) mote infe >

| Oniine Encotment mor into > ﬁ _

& Parcel Return Service (PRS)  mone info »

¢ Postal Wizard (PostalOnel) mote nls »
4 Premium Forwarding Service - Commercial more inko »

& Scan Baved Paymant (SEP) mose infe >

# USPS Package Intercept mons jnjo >

If you are not the BSA, your access to Online Enroliment must be approved by the
BSA for Mailer ID and Manage Mailing Activity at the business location you specified.
Until approvalis granted, your screen will show a Pending External status.

Online Enrollment via the BCG
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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
— Indicatesthat the BSA for that service must approve your request before you
receive access.

* Pending External BSA
—  The service requested (e.g. Online Enrollment) is contingent upon another
service (Mailer ID and Manage 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

Online Enrollment via the BCG




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

* There must be an Online Enrollment BSA for each location in order to
complete enroliment.

— 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 Online Enrollment BSA approves your request.

— If after 25 days the BSA role is not filled, your request will automatically be
purged without notification.

* |If user requesting BSA access to Online Enrollment is not BSA for Manage
Mailing Activity and Mailer ID, then the BSA for Manage Mailing Activity and
Mailer ID must approve requests to become the BSA for Online Enroliment.

— This approval mustbe provided for each of your company’s locations.

Online Enrollment via the BCG

16
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USPS COM | GATEWAY | HELP | SICN OUT

Select the applicable program and mailer type below to begin enroliment.

=] ’ Program: | - Select a Program - . rd\mmmw‘—.—

Mailer Type: | Masl Owner '

[

» Select a program to enrollin from the Program drop-down field. If you select a
program with one-click shipping enroliment (eVS ®), you will be automatically enrolled
and directed to the One-Click Confirmation page for that program.

* |f youselect any other program from the drop-down, you will begin the manual
enrollment process for the next step, which is to fill out the “My Profile” survey.
When you complete the survey, you will then be directed to the Program Enrollment
page (shown in the next slide).

* If youdo not know which program to enrollin, you can select the “l don’t know”
button. You will then be directed to the Program Enroliment page.

Accessing Pre-prod

18
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* Once you have access to Incentive Programs, click on Go To Service
| ¢ Online Enroliment more info >

* The screenshot below shows the Program Enrollment page

* The second tab on this page takes you to the Pre-Production environment
— If the user selects the Pre-Prod tab, the user will be directed to the Pre-Prod Access Page

£

Welcome Chck here 1o view Of change your business location.
Chick hatg 1o view of Change your MSP indscator,

Chck hare to get started. You may be ebigible 1o earcll in the program(s) below. Select the program name for
mare information.

Pre-Prod Bk Proot of Detvery Note: if you select any other link on
= Elesitonc Venfiaten Srsien this page, you will be directed to
BC Postaoe page, Y. = =
Parcel Reten Servce the production environment and
''''' p will no longer see a tab for pre-prod
Scan Based Payment
Shipeang Parieer
Tracking Only
Transition 1o Mg

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 where you have logged into the BCG:

Accessing Pre-prod

Additional comment on the note in blue box — if you click one of the other links and are
directed to production, you will have to navigate back to the Program Enrollment page in
order to access Pre-prod again

19
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How to Access Preproduction B rostac service o
%&hﬁ- USPS COM | GATEWAY | HELP e———.
Werccme You are now enlering the Pre-Pi (Pre-Prod) 1o allow Shipping ina

Click on one of e following links 1o nadgate 1o Pre-Prod

Fre-Frod OHLINE ENROLLMENT
Environment CLICK-N-SHIP BUSINESS PRO - GO TO SERVICE

if you have quesbons with regard 1o he navigalion please review the user guide available HERE

* This page informs you that you are entering the Pre-Prod environment

— You may choose either link to continue to the Online Enrollment or the One-Click CNS BPro

enrollment pages in the Pre-Prod environment

— From this point forward, you will be in the Pre-Prod environment which is indicated by the
yellow “Preproduction for Mailers” banner prominently displayed across the screen

I Yeu are n the Prepeoduction Environment for Liailers

* Oncein Pre-Prod, you will no longer see the Pre-Prod tab on the left side of the screen

*  You may leave the Pre-Prod environmentanytime by clicking the “Sign Out” link at the
very top right of the page. You will then be directed to the BCG login screen

Accessing Pre-prod

20
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The Enrollment Home Page is alwaysdisplayed upon clicking the “Online Enrollment” link from
the BCG except for the one-click

faature when itic ano
reature, w igang

RO TaL SEsovicE LIPS SO GATIWAY | 1ILP | SR T

LU= S i

This link directs you to the

s R i o chaag paar P e, Change Business

e — Locations page, where the

] Do : user is able to switch ; ouate unabic o
L Posteoe ~ -
Parcel emrn Servce between CRIDs. change your MSP
e 4 indicator in Pre-Prod.
Tumcams Onty . .
Inanssen 1 mich Therefore, this option

- is not available.
Production Page

This link directs you to the My Upon first entering Online
Profile Survey. Once the survey is . — Enrollment, the full list of programs
complete, the link is no longer is displayed, with each program
displayed. However, the survey name linking the user to a summary
can be accessed again by clicking of the program. Once the My Profile
the double arrow tab on the Survey is complete, the programs
upper left hand side of the screen i SNRESSIYNNESyN that are available b : d on survey

answers are displayed

Enrollment Setup

22
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USPS COM | GATEWAY | HELP | SIGN OUT

You are in the Preproduction Enviroament lor Maiers
Select the applicable program and mailer type below to begin enroliment.

Program: - Salecta Progeam - = [ 18enTknow
Bulk Proof of Delivery (BPOD)
Electronic Venfication System (eVS)
PC Postage (PC)
Parcel Return Sarvice (PRS)
Prority Mail Express Mandessng (PMEM)
Scan Based Payment (SBP)
Shipping Pariner
Tracking Only
Transibon lo IMpb

If you have program enrollment data in Production, you will be directed to this page
the first time you access Pre-Prod

— You will not encounter this screen after your initial session in Pre-Prod

This page operates the same way it does in Production

If you select a new Program from the Program drop-down field, you will be directed to
the Pre-Prod “My Profile” survey in order to begin enrollment (see next slide)

Enrollment Setup

23



One-Click Enrollment

UNITED STATES

* The one-click functionality was created
for programs to automate some of the
enrollmentprocess in order to make it
more streamlined (currently limited to
CNS BPro and eVS)

— For eVS, the Additional Contact
Information is completed with
information taken from your primary
contact information, and a MID is
automatically requested on your behalf

* Once you are enrolledin either eVS or
CNS BPro in Pre-Prod, you will see this
confirmation page

* After confirming or choosing to edit the
defaulted program settings, you will be
redirected to the Program Summary

page

Enrollment Setup

POSTAL SERVICE
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a UNITED STATES
POSTAL SERVICE - USPS COM | GATEWAY | HELP | SIGN OUT
»
pray:

You are in the Preproduction Environment for Mailers s :
the CRID, o The Enroliment Status displays “In

Company Progress” if you've started enrollment

Name, Prhimmiiiasniatlbbbd ity for that location, or “Not Started” if

Address, ERSRRETRETRIpsmo /0L have not accessed enroliment for
and Your current home business location CRID: BI004345 that location
Enrollment

CRID I
Status 80004646 | Company A |

Each location has a radio button allowing the user

Change Location

to select which location they would like to use

* Allows you to switch your primary business location to a different business location

* Alllocationsfor which you are the BSA and have added the requisite services in the
BCG will appear in the table

— Separate enrollment processes are completed for each location
* Locationinformation is pulled from Customer Registration

Enrollment Setup
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Change Business Locations Page POSTAL SERVICE »

File Edt View Favontes Took Help

UNITED STATES
POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN OUT

___)l_

My Profile Survey
Customer 1. What type of customer are you?
Otner
Vendor
PC Postage Only

You are in the Preproduction Environment for Mailers

Type
(incomplete)

Save & Close Save & Continve

* The Pre-Prod Customer Information Panel contains high-level information about your
user profile and displays a dynamic list of programs that can be filtered by program
enrollmentstatus

* The Left Panel is hidden by default when the Landing Page of Online Enrollmentis
initially accessed. To display it, click the tab located on the upper left corner of the
screen, which can be identified by the ‘>>" symbol

* Clicking on this icon expands the panel to reveal the view on the next slide

Enrollment Setup
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+ Getting Started/My Profile link:

Before compieting the My Profile
Survey, the ‘Getting Started’ link
appears in the top right of the panel.
The Getting Started link will navigate
you to the first unanswered question,
if any are left unanswered. If all
questions are answered, the link will

USPS COM | GATEWAY | MELP | SIGN OUT

navigate you to the last question of the |7
survey. Once the My Profile Survey e ]
has been completed, the link text Pragn Tipe ) e

X L Bu Proo of Detvery S ENROLLED
changes to ‘My Profile’. This link Opens [Becc vescsn spen 5 UNAVALARE

Parced Return Serwce s UNAVAILABLE

the My Profile Survey. The My Profile e sese S UNAVALABLE
link will not display for CNS BPro 8 U
customers. e o R

T s b B
e

* User Information: User information is displayed at the top of the Left Panel. This information
includes your username, full name, company name, full address of the main location associated to
your profile, the primary business location for this location, and the Process Start Date.

Enrollment Setup
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Customer Information Panel
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« Filtering Criteria: Four checkboxes
(Available Programs, Enrolled

Programs, In Progress Programs, and
Unavailable Programs) are displayed
below the general user information.
These checkboxes define the

filtering criteria for the programs list.

« Filter button: When selected, this
button triggers the actual filtering of
the programs based on the selected
criteria and refreshed the programs

USPS COM | GATEWAY | HELP | SIGN OUT

list.

* Program list: A list of filtered
programs is displayed below the
filtering criteria. The Programs list is

separated into three columns — '.I..m_..,. <

Program Name, Type, and Status.
The Type column displays either 'S’

| BAKUAN AR £
e

for Shipping Services or ‘I’ for Incentive Program. The Status column will display the program

status (Unavailable, Available, In Progress, or Enrolled).
Enrollment Setup
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My Profile Survey

a UNITED STATES
POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN OUT

==

You are in the Preproduction Environment for Mailers

My Profile Survey
Customer 1. What type of customer are you?
Type Other
(Incompiete) Vendar
PC Postage Only

Save & Close Save & Continue

* Prior to starting the enrollment process in any shipping program, you must complete
the My Profile Survey to determine program eligibility

— Until the survey is complete, you will be directed to the first unanswered question of the
survey when logging into Program Registration (if one-click is bypassed)

*  When the My Profile Survey is initially opened, it only displays two question tabs for
the questions that apply to all users and are independent of previous answers

— These tabs are Customer Type and Mail Category
— Remaining tabs will only display based on your answers to preceding questions

Enrollment Setup
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My Profile SUWE\/ POSTAL SERVICE o
B ST e, 15 COM | GATEWAY  HELP | 8508 OuT
T
;”.m 1!:.:'wucmmye-v
IIrcompiets ) e
e Save & Close Save & Contrnae

* For the first question, identify your customer type and select the “Save & Continue”
button. Subsequent questions will ask you to identify the following:
— Mail Category
— Mailing Type
— Desired Services
— Payment Type
* Canbe completedin pieces but will continue to have a status of “Incomplete” until all
required questions are answered

+ Ability to edit survey responses as long as the change does not affect your currently
enrolled program(s), with the exception of the Tracking Only program.
*  You can add additional programs even when already enrolled in Tracking (enrollment status for Tracking
Only will remain “Enrolled’).
* Once survey is completed, you will be directed to Pre-Prod’s Program Enrollment
Home page
Enrollment Setup




Program Summary Tab

Additional Contact Information Tab
Certification Questionnaire Tab
Manage Shipping Locations Tab
Manage Certifications Tab

Manage Payment Accounts Tab

P‘

UNITED STATES

POSTAL SERVICE o
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* Provides description of the program
* Does not display a “Begin Enrollment” button until the My
Profile survey is complete and a shipping service is selected

* Hub of enrollment process once enrollment is initiated
— Displays required enrollment tasks and their statuses

PORIAL . S COM ) CATE A | L P | B 0T

—_———————

g YD sTaTEs )

POSTAL SERVICE « USPS COM | GATEWAY | MELP | SIGN OUT
Do ary
Yo are i O Proproduston [aveorenent for Maibey
Electronic Verification e [
System (eV5) -
Program Electronic Verhcation System (#5] i

§
i

‘Summary hemreen
thbmmmwmmwmmmwmwmwrm
WRCTOrC mardes T 10 T 4T CADEE. WNCT | DA Of
Taarmang Tt OO BOOFTIRT whim altwi IS s ool O ﬂ-nnwv- ua«-m?«m
CERRCION M PAMIMANCE MAMLITAZE

i
i
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Enrollment Tasks i)
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Additional Contact Information Tab
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* Displays the required
and optional contact
information sections
you can provide to USPS

* You are able to change
this information after
enrollment is complete

Enrollment Tasks

Vo b0 o7 Tt Prapraduction Emvmanmn hor Maiery

Unmewcl B b rn vssrd s
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USPS COM | GATEWAY | HELP | S0 OUT




Certification Questionnaire Tab

UNITED STATES
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* Collects information regarding
file transmissions between
you and USPS, generation of
barcoded labels, reporting,
transmitted file formats, and
other user preferences

* Each question displayed must
be answered

* Unable to modify responses
once enrollment is complete

Enrollment Tasks
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Manage Shipping Locations Tab B rostaL service -

Program
Summary

Additional
Contact
Information
Compiete
Certification
Questionnaire

Complete

Manage
Shipping

Locations

Complete

Certification
Test Kit

Comgplete

Accounts
incompiete

Enrollment Tasks

Allows you to search for specific shipping locations,
register new iocations in Customer Registration, and
add locations to the shipping program

— Once a location is successfully added, it cannot be
removed

Must have at least one MID certified for the task to
be marked complete
— In the case that certification is not applicable (i.e. if the
user is mailing with Shipping Assistant), the task will be

marked as “Complete” when a MID has been requested for
at least one shipping location
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Manage Shipping Locations Tab:
Production

UNITED STATES

POSTAL SERVICE ©

a UNITED STATES
POSTAL SERVICE « USPS COM | GATEWAY | HELP | SIGN OUT

)

Electronic Verification System (eVs) Unenioll  Back to Entollimend Home

Program Balow sra your cument locations configured for Elaconic Varification System (8VS). I you would like »
Summary raw Mailer ID, chocse the location below and dick the “Reguest New MID™ bution

Par Page: 20 -

Showing 1-5of 8
= 1ot 1 Compiete

Ability to filter by Address, MID SalE=miE Qot1gy
User CRID, MID User Company, =

MID, or 6-digit MID Export cptions: CSV | Excal | XML | POF

Filter Locations Filter
Additional Show Al

Certification| To 299 an auisting MID 12 your Electronic Verification System (#VS) profile. select it below and dic the
“Link MID 12 Program™ bulton. If you do not ses one of your existing MIDs Below. it may not be eligithe for

s this program. Click the “Reguest New MID™ bution 1o obiain 8 new, eligible MID.
Link MED 10 Program
?n 7.0 un:]
m’ [T cro | Company | wo | Program Name
A L Nothing found to dsphty.
incompiete

Locking for » location that is not displayed sbove™ Click the “Add Locstions™ bution
Add Locations

—> Ability to request new
MID

s Shows number of
certification types that
have been completed

Bottom table displays

—> MIDs available to
import to the program.
Select “Link MID to
Program” to import this
MID

Enrollment Tasks
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Manage Shipping Locations Tab: e
Preproducﬁon POSTAL SERVICE

In the preproduction et Vo_fostes_Tooh s
environment, you are able to

= TOU 208 W T FTNPIOGUCTION TRYIDRTent jor Masery.

perform the following tasks ~ ®®fereresevieren o

[

oo B cseon bake i 0 P eaeas e 0 o T e e Mt 0
on the Manage Shipping e
Locations screen: s e e
* Filter on existing MIDs T T T |
A |99ProgRegSweat| -  [1of1Complets|

Export optons: CSV | Excel | XML | POF

¢ Link MIDs to a program

— When copying data from
production into pre-prod, any
MIDs that were associated with a
program will become unlinked

— MIDs from production will be
displayed in the lower table —you
must select the MID the click
“Link MID to Program” button to
re-link

* Export data in one of four formats (CSV, Excel, XML, PDF)

Enrollment Tasks

To add an easteg MO 1o your Bul Proof of Debvery (BPOD) profle select £ beiow #nd Chok the "Link WD 1o
Frogram” bution 1f you 90 not see 0ne of your Bastng MIDT beicw . @ mary not be sbgbie for h program  Chok the

Tttt Naw MO Bulton 10 6o 3 new. sgtie MO
Link WD 10 Progiam

]

O M0 | MDUserCRID |  MID User Company | Program Kame
| esooospes | so00dsss | Company A
[Export cotens CHV | Exoel | XML | POF

Looking for 8 iocaton that i rol dispiayed sbove? Click the “Add Locations” bulion

I iﬁ P H

Users cannot request a new MID in pre-prod. You will only be able to enroll MIDs that you
already own in production.



Manage Shipping Locations Tab:
Preproduction

UNITED STATES

POSTAL SERVICE ©

You will not be able to execute some tasks on the Manage Shipping Locations page

in the preproduction environment

EWTEBSWES
POSTAL SERVICE» USPS COM | GATEWAY | HELP | SIGN DUT
=
You are in th for Mailers

Bulk Proof of Delivery (BPOD) Unenroll  Back 10 Entollmert Home
Program Beiow are your cument kocatons configured for Bullk Prood of Debvery (BPOD). I you would lce 2 new Mader 1D,
m choose e location below and cick the “Reguest New MID™ bution

o —

Filter Locabons Filter
COaRoMM " snwh  [CSeec Category ] Purae [ v
Information 1-1001
Comgiete l"l D ]mumcmium—cﬂw—r[mu—cm|wm[ Certifications.
BPOD [)]181541415] 80004846 | CompanyA |99 ProgRegStest| - [1of1Complete|
Agresment Expont options: CSV | Excel | XML | POF

To add an sxiting MID o your Bulk Proal of Deivery (BPOD) profle. select £ below and chick the "Link MID fo
Program” bution. H you do not 3ee one of your exising MIDs below, & may not be slgible for this program. Click the.
Cartification | "Fequest Nanw MID" bution 19 obtan & néw, eigitie MID

Questionnaire Limk MID 10 Program
e Sim:“-!ndl

’_l MD | MIDUserCRID | D User Company | Program Name.
Manage 7| seonossss |  eonodsds | Company A | Delivery Con_SigCon |
Shipping Export ophions: CSV| Excel | XML | POF
Comginte

1
T s ity | —

Test Kit
r

Enrollment Tasks

* Limited functionality
since pre-prod does
not have access to
MID tool

+ “Request New MID"”
and “Add Locations”
buttons will not be
displayed

* To complete these
tasks, logout of Pre-
Prod and navigateto
the production
environment
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UNITED STATES
P POSTAL SERVICE

Manage Certifications

* Accessed via the link in the “Certifications” column on the Manage Shipping
Locations or Manage Clients page

Batist Show A8 Salect Category- ¥ PeorPage (3 ¥

- Showing 1- 10l 1
A [C] WD A0 User CROD | WD User Company | WD User Address [6-aigt

8POD Z.M‘mlm»‘ [ 99 ProgReg Street | -

Agreement

a Export eptons: C5V | Excal] XWLTPDF

B AT, . T —

* Allows you to maintain

certification profiles for a given  qu s otouiey @sos —p T

Shipping Services program B
* Ability to view certification | e

process and update File and nomaton [ Comcmms | Gaes | twem | owmcen s |

Label Certification statuses I
* At least one certification type (if —" Wi s Oy o g, e i

certification is applicable) must  gamessen ot scmac s

be fully certified for the Overall =~ i

Certification task to be marked e: the screens shown here are from the production

i
]

as Comp]ete | environment; however, the Manage Certifications
]

unctionality works the same way in preproduction
Enrollment Tasks e e e

-

Note: these screens are production screens, but the Manage Certifications functionality
works exactly the same way in the preproduction environment



Manage Certifications

UNITED STATES
POSTAL SERVICE

* Table displays the following: Certification Type, Label Certification, File
Certification, Overall Certification Status, Label/File Certification dropdowns

>

Electronic Verification System (eVS)

Back to Enrollment Home

Program
Summary Manage Certifications

CRID 94550429, MID 901016055
Additional
Contact Showing 1-10f1
Information Certification Type Label Cert. File Cert. Overall Cert Status
Eope. v | 01-Tracking and Postage Pending v Pending Pending
Certification N Export options: CSV | Excel | XML | PDF
Questionnaire S —
Complete

*The information below is Read-Only. nges, please contact the USPS Help Desk at 1 (877) 264-9693.
Manage
Shipping hnical I
Locations Name: Peter Parker
Complete Address 1 12

1 2 E d D DE QELE 0 Dased O
Address 2
0 = O = Profile ey and
Enroliment Tasks E ation Questionnaire
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File and Label Certifications B e v

* When is File Certification required?

— an vuail ancurar acl $4 MALT vuai bha nAlin n alacrtranis £
VVIITH yUu diiswCi  1TCo LU wvill yUu uc u i i

USPS?” of the Certification Questionnaire

* When is Label Certification required?

— When you answer “Yes” to “Will you be sending an electronic file to
USPS?” of the Certification Questionnaire, or

— When you answer “No” to “Will you be sending an electronic file to
USPS?” and “Printing your own labels” to “How will you be generating
your bar-coded labels for packages?” of the Certification Questionnaire

* If you select “Yes” to “Will you be using Click N Ship Business

Pro®?” on the My Profile Survey, no Certification tasks are
required

Enrollment Tasks
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P UNITED STATES

Certification Approval Process

POSTAL SERVICE
U
* If APPROVED, you will see a status of “Complete” on
tha Manaoca Chinnine | aratinne maca and tha crAalintar Addiianal
LHIC iviagiiggc Qilippilg LULaliviio pagc aiiu Liic vuudiiwcl Contact
. . Information
on the tab will increase by .
s

[Complate

« If REJECTED, you will g

see a status of - e
“Rejected” on the o b B et e
Manage Shipping O —

Locations page

MAD User CRID 20171320 MID BO0012840. MID Owner CRID 20173323

* Able to resubmit by
selecting “Re-
submitted” from the
drop down menus

Export apions: CSV'| Excel | XML | PDF

Save

[Program
Addinonal
Contact
Information
Comglete
Certification
Comelete “Thve information below is Read.Only. For changes, please contact the LISP'S Help Desk at 1 (877) 2649653,

Enrollment Tasks

Keep in mind this functionality is not active in preproduction.



UNITED STATES

Manage Payment Accounts Tab B rosaL service -

 Ability to link a permit, USPS Corporate Account
(USPSCA), or Federal Agency Account to the program
— Type of payment account depends on the selected program
or service

* Available for eVS, PRS, PMEM, and SBP

* Not available for Tracking Only enrollment

Enrollment Tasks
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Manage Payment Accounts Tab: UNITED STATES
= POSTAL SERVICE »
Production

* Production

functionality: =
ability to createa

Papmant i p2atage will B4 Se3u0ied o b Bk of mailing Beem pour CAPS account CAPS provided Sutindin

j:‘“: :"::I::;’;:LF:[‘::.‘::: :;-LC:‘;-;' war 19 B for USPS progucts and 1anaces. 1ve proace o
Permit and create . = =

m Shaw Al | ~Select Category= . ,,;,,;,
a CAPS account S C

Manage g . 0ald

.w‘l R Permmat Account Number Perma Pedret Numter Permit TP Statuy

poéeeor Fcihog tord 1o 1y

Cermtieaten 1 To creste b new Der=il e The DormAl e OF AODRCIZE| 30T Selec e Got Permdl Suon
Test Hit
e
Paymant
Accounts

Te open b raw CAPS Jocount Ao use for Bus DPogra ™ Seiedd B Permd 1o e Tatie 320w 3G e OERen Selow
At eSCoNS D CAFS SCCOUN rOU Want I3 u3e o U3 EFOgIAm

I have 3 CAPS acoount numzer | would e 1o uae for Bl pIogrem

[
1 P 8 N CAPS Jtount
Salect T4 bpe of CAPS aczount rou would Bt 10 setug

ACH Dest

Propaid Trust

Enrollment Tasks

For this program customers only get one permit and it is automatically requested
for them



Manage Payment Accounts Tab: ) uuirensmres
POSTAL SERVICE o
Preproduction: PRS, eVS, SBP

* You are able to create a permit in Pre-Prod but are not able to create
a CAPS account

* Below is an example of what a Pre-Prod Manage Payment Accounts
page looks like for PRS

UNITED STATES
POSTAL SERVICE . USPS COM | QGATEWAY | HELP | SI0N OUT

You are @ the Preproduction Envirosment for Makers.
Parcel Return Service (PRS) B 10 D oilsenn Hotme

Abilityto link or o et s 08 Cantens o Py s st wo e b e
unlink permits to the Sy ssiidepded —
program -.ﬂ:’.’.‘."?‘::.““;’:sis”:. Ability to filter by CAPS Account,
° ' o Permit Type, or CRID Status

Serufication
Note: oo

Functionality .,

shown on this ek  [wmmel samis | e | e | e fumes

screen also pra— To ot s e, e ‘sl Parmt-beton :

appliesto evs & Covsin Pormit Will be either

and SBP i “Linked” or
% “Not Linked”

Enrollment Tasks

Pre-Prod Manage Payment Accounts screens: because the interface we use to
create permits for eVS and SBP also have their own Pre-Prod environments, a user
can execute these tasks in Program Registration’s Pre-Prod environment.
However, a user will not be able to create a CAPS account in Pre-Prod. ACH is the
system which generates CAPS accounts, and it does not have its own Pre-Prod
environment, so CAPS accounts creation will not be available in Pre-Prod.

Permits can’t be unlinked after enrollment but can be linked
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Manage Payment Accounts Tab: UNITED STATES
= POSTAL SERVICE »
Preproduction: PMEM

* PMEM uses USPSCA Accounts and/or Federal Agency Accounts rather
than permit numbers

* Filters: Account Number, Account Type, or Status
=

=)

You are in the Preproduction Environmse

e o 0 ) Table displays Account

Number, Account Type

. Program Enter USPS Corporale or Federal Agency Account(s)

Note: when a RSy ien (USPSCA or Federal
payment account Agency), and the link
is added for St Fiter Accunie status (Pending,

Show All | -Select C - =
PMEM, the status  Information ‘ fringrimian Approved, or Rejected)

. i . " Ac nt Number -
will be “Pending s [ Raot] Accoust Tyra Siais P ve
until the Help ¢ A Status B T
100100 [ Approved PSPS Corporate Account

Desk approves or Complete
rejects it

Showing 1-20f2
Account Number Status Type
200200 Pending USPS Corporate Account
100100 Approved USPS Corporate Account
Enroliment Tasks &

Payment accounts cannot be unlinked after enrollment but can be linked
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UNITED STATES

Manage Clients Tab POSTAL SERVICE o

Ability to filter by MID, MID User
Address, or MID User CRID

EWFW“&I“S
POSTAL SERVICE «

* Only available if you are
designated as an MSP in BCG

* Allows external MSPs to add
client locations to a Shipping
Services program (eVS, PRS,
PMEM, SBP, or Tracking Only)

— Toptableshows 10cations already  Commms s oy b o 7o ol s tashs P st s wsmpms darmains
Campite

i oH
E

e [-Sect Compory- | e 4 I

Showrg 0. 0800
PMEM Contact [T7TIAD] WD User CRID | WD Uses Company | WD Uner Address | §-g D | Cartilesbions |

i

Lk WD 42 Pregeam

participatingin the program; . . pemyt:set
I e [ P e
bottom table displayssearch results S | peyTe ]
from “Search for Locations” page
Cuntcation Locarg % 8 0Caton T 8 NGt Sapieved abowe” Do Pe AGE Locators bulioe A | o et
Test Kit

i

* MSPs are also able to search for a
specific client location and - O
register new locations in
Customer Registration

{0

Enrollment Tasks




Manage

Clients Tab: Preproduction

UNITED STATES
POSTAL SERVICE o

Electronic Verification System (eV5) Urenwoll  Back to Eid olliveid Bose

Program

Below are your CuTent locabons configured for Elecironsc Verfication System (V) If you would kke 3 new Mader
10, chooss e locaion below and dick he Reguest New MIO" bulion

Summary
e —
Filed Locasons Filtter

Additional

Contact o e ~Select Category- = PerPage 20 =

:""m Showing 1-10f1

v [C] w0 T w0 usercrio | Mo user Company | MID User Address [ 6.0 D[ © |

Certification 163840658 | 12310130645517 A |m Street -

Questionnaire

Complate Expont options: ©SV | Excel | XML | PDF
To 200 an sustng MID 15 your Elecronsc VerSication System (#VS) profile select i Below and chcx T Link M0 1o

. Program” buion

Link MO 10 Progeam

Shipping

L Showing 0-0 010
| [wo [ wouserceo | MID User Company | Program Mame |
L Mothing found to display |

—1

Lockng fof 3 lacabion that it not Bplared above? Chicr e "ASd Locatont” bulon

“Request New
"~ MID” and “Add
Locations”
buttons are not
displayed

Enrollment Tasks
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Agenda

UNITED STATES

POSTAL SERVICE

Introduction and Background

Online Enrollment via the BCG

Accessing the Pre-Prod Environment

Enrollment Setup

Enrollment Tasks

‘ Specialty Tabs and Tasks

— BPOD Agreement Tab
— Transition to IMpb Tabs
— PMEM Contact Task
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BPOD Agreement Tab POSTAL SERVICE

* Required step when enrolling i

ELHI‘EDSIBI‘B
POSTAL SERVICE « USPS COM | GATEWAY | HELP | ShGN OUT

Yiou are in the for Madlers.

BPOD
1. You will receive your Bulk Prool of Delivery [BPOD) Records via the following format:
= Sonature Extract Fie

Can navigate
between
questions by
selecting the
appropriate
tab

Specialty Tasks

saved for the task status to be marked
as “Complete”

RCompieie)
ﬁ Each question must be answered and
=

Note: once enrolled, users are unable to modify these answers
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Transition to IMpb:

Transition Locations =

UNITED STATES
POSTAL SERVICE

* Available only when you have at least one MID with a legacy

certification type
* Required step when enrolling in Transition to IMpb

* Allows you to opt to transition MIDs with legacy certification

types to IMpb certification types

ampsmm
POSTAL SERVICE USPS.COM | GATEWAY | HELP | SIGN QUT

23]

You are in the Preproduction Environment for Mailers

Transition to IMpb Unentoll | Back lo B ollierd Hote

Program

Summary In order 10 fransiion 1o an IMpD T for the MIDs i the tabis below chick the Transibion o IMpb bufton. Transoned
Miis will require cestificaton

Transition to Mpb

Compiete * Status will be “-” before transition process has begun

* Status will be “Pending” until MIDs are certified

Specialty Tasks
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Transition to IMpb:
Profile Updates

UNITED STATES
P POSTAL SERVICE

0Q
-]
o

* Required step when enrolling in Transition to IMp
\

e Allawe vai tao chanoa My Prafile Siirvev ancware far Mail Claccac
AW WY T ,U“ S \ﬂllulla\— I'l, T 1111 Al '\—I CAT IS VY Wl o WA IV iUl e S
] UNITED STATES
POSTAL SERVICE « USPS COM | GATEWAY | HELF | SIGN OUT
Your are in the Preploduction Environment fol Mailers
Program 1. Which Domestic Mail classes are you shipping? { Select one of more options)
‘m ) Frst-Class Mad
Priority Mad
Priority Mad Express
Transition Standard Mad
Locations Parcel Selec
Compels ] Stanard Post
Lirary Mad
Profile ———
|m Bound Prerted Mater
Complete 2. Whiat services would you ke to use?
| Dedvery Confirmation
[ ssgnansre Contrmancn
Hold For Puckup
Fagitersd Mail
L] Cortfied Mad
. Ingurance
COD (Collect On Datvary)
None
Save & Continue
Specialty Tasks




UNITED STATES
POSTAL SERVICE

PMEM Contact Task

* Electronic way to submit information contained in page 4 of PS

Form 5550

Each tab contains the
following fields:
* Name
* Address 1
Address 2
* City
State
« 7IP
* Phone Number
* Phone Number Ext.
+ Email

Specialty Tasks

POSTAL SERVICE « USPS COM | GATEWAY | HELF | SIGN OUT

You are m ine Preproguction Environmant for Makers
Company Contact information

Company Name* | Mainak
Asdress Line 17 [123 Main sirest
Address Line 2
Caty” | Alexandria
State* [VIRGINIA P =
PR —— These additional fields
Prone Number* (222222222
Phone Number Ext

appear on the Company
Contact Information tab

Emai* [abeg@domain com

TSPaCA Fumber ™ 1350 ! only
Uonthly Projecled (17364

Roqured fieids are marked with *

Save & Continue
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Help Desk Approval

UNITED STATES

POSTAL SERVICE o

* The Help Desk Approval task
is an optional check that the
Help Desk may perform to
confirm that you have met
all requirements prior to
participating in a
program. The status will
show as “Pending” until the
Help Desk provides approval

* Once the Help Desk provides
approval, the status will be
automatically updated to
“Approved”

Specialty Tasks

UMITED STATES
SERVICE. USPS COM | GATEWAY | HELP | SION OUT

m
:

You are = he Preprogucticn Emvronment tor Masers
Priority Mail Express Manifesting (PMEM) Hack 1o £ 10 clment Home
Priority Mail Express Manifesting (PMEM)
Tree Prionty Miad Exgress Manfestng System (PMEM) sSows maders 10 5000 T Podlal Senvice ™ an shecirons e
Socumantng portage and specal erice fees for B3 peces it 8 Priorsy bad Express makng PUEL may be used
10 by pantage e Prort) Mad Express. Proety Priorty \hiary Serece to

Qualtyng APOFPO and DPO addresses. and Pronty Mad Express Custom Dasgned servics Postage for other
clantes of mad cannol be pad Bveugh PUEM

Envolment Status . in Progress & out of T eps completed
Please compiete sl of The sheps beiow 1o evol

Program
Summary
Additonal
Contact
Information
Compiste

Ensoament Sweps (T)
eformetion K‘;Mvc:uamlrmm
Comgiets
Certification
Crusstonnaire
Comgtess

Manage [ Vom a0 i e Proprodus Bon | resonment bl Madery
Priority Mail Express Manifesting (PMEM) Unensol

Program Priorty Mail Express Mandesting (PMEM)
Tre Priorty bad Express Manderting Systers (PMEM] alows madert 1 vend T Posta
Socumentng
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Help Desk Approval

UNITED STATES
POSTAL SERVICE

Once approved, you will see in
the expanded window a status
of ENROLLED

From this point forward, your
profile is “locked”

* By clicking on the My
Profile link, you can view
your original answers to
all enrollment questions

- You are not able to delete
answers, but you are able
to add to them

- Note: you are not able to

—
g !
T [ —
T COMAPY TR ] - Ve dad b
deiided
A e AL ol M)
i d VAL et e 1 e T PR Servas T 8t secP ot B
Procen S Date SL007014 o g 8 Pronky M L ogrena = UM =y b ased
[—— ey £ caees Vs F ety Mot £ peeis My B
7 Aitatle Programs e Prirty Ut grass Cuntars Davgrad barvice Pasiage o stiar
< Ereuled Frograms.
- Py Fagens
 Unaeaintin Frograms 1 e—
Fines
L :
Fregrem Tre Anates .
" rev— AT s
Fee e e -
P ot Tund_se | mALARLE -
e -
Pt Wit | prens Uwemerery pronny
S St Pt
Tarery P N USAvALABLE
Trmeng Geee 5 savavARE o,
Tt B UssvALABLE
S 1 i 18 o 8 s
You are m the Preproducton Esvraament tor Masers
My Profile Survey
Customer 1, Which Domestic Mad classes ity you shippesg T {Select one or more options]
s .
“—--_'- J Fir-Css Mk
Pty Wk
Suarcard Mad
g [t
Sncard Poat
Lerary Mad
- Wheda Mad
Maiting Type Beund Preted Vatw
(Comgiete! |
+ Mo
Services
(Compiete}
Original answer is locked;
Payment Type other answers can be
|Compiets | % %

selected to update your

Specialty Tasks

original profile

modify all answers —
limited updatesare
allowedto the profile
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QUESTIONS?

™ UNITED STATES
F POSTAL SERVICE o
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