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Change History

This section will track the changes.

Version Change made by Description

0.3 Program Reg team Initial version associated with Release 1.0.0

0.4 Mainak Bardhan Updates for Release 1.1.0.

0.5 Melinda Henke Added new section for Program Assistance,
updated Program Summary section

0.6 Emily Hussey Updates for Release 1.2.0 and 2.0.0 for
Shipping Services

0.7 Emily Hussey Updates for Release 2.1.0 for Shipping
Services and removed Incentive Program
information

2.0 Tracey Epstein Updates since 12/2012, including
Preproduction environment information

3.0 Tanya Perry Updates to include the new BCG Registration
Page

3.1 Jovino Ribeiro Added list of similar locations; inactive cert
status

3.2 Tanya Perry Customer review

3.3 Tracey Epstein Minor updates per customer review

3.4 Tanya Perry Customer review

3.5 Jovino Ribeiro Added returns task account information

3.6 Florida Nulman Added new API enroliment module;
"Merchandise Return" permits changed to
"Returns Services" permits;
Users can download Client Application from the
enrollment screen.
Adult Signature and Adult Signature Restricted
Delivery is replaced with “USPS Signature”
service in My Profile.

3.7 Tanya Perry Minor description updates.

3.8 Florida Nulman Updates for Release 15, January 2016
SBP Enrollment updates.

3.9 Tom Barthen Updates to Services descriptions and latest
screens.

4.0 Florida Nulman Updates for Release 17, August 2016

5.0 Florida Nulman Updates for Release 18, January 2017,

Shipping PI permits used for return parcels,
renaming Standard Mail to USPS Marketing Mail.
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1. Introduction

1.1. Purpose of Technical Specifications

The Program Registration system, a web based portal that provides the capability for
customers to register for services, includes an external application for the customers and an
internal application for Help Desk users. The purpose of this document is to outline Program
Registration’s external application. The external portion of Program Registration provides an
avenue for mailers and Mail Service Providers (MSPs) to register and manage Shipping
Services and Incentive Programs, while the internal portion of 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.

1.2. Intended Audience

This document is intended for new users of the Online Enroliment Program Registration
application. New users can use this document as a guide to understand the requirements for
each external page and how the pages interact throughout the enroliment process.

1.3. Application Overview/Descriptions

1.3.1. Shipping Services

Program Registration supports the following Shipping Service programs: Electronic
Verification System, Parcel Return Service, Priority Mail Express Manifesting, Tracking
Only, Scan Based Payment, Bulk Proof of Delivery, Shipping Partner, PC Postage,
Transition to Intelligent Mail package barcode, and Click-N-Ship Business Pro. These
programs provide the customer ways to streamline shipping processes, use electronic
files for postage processing and payment, and/or track mailings.

Electronic Verification System (eVS®)

eVS allows parcel mailers to document and pay postage by transmitting electronic
manifest files to the eVS database, which is part of the PostalOne!® system. eVS allows
parcel mailers to streamline their shipping processes, while allowing integration with
other systems and business processes for data collection and performance
measurement.

Parcel Return Service (PRS)

PRS provides businesses a convenient, economical solution for returning merchandise.
The service offers discount pricing when the returns are picked up in bulk at a returns
delivery unit or at a return sectional center facility. Authorized agents also can pick up
PRS packages from designated postal facilities, helping reduce processing and
transportation expenses.

Program Registration External Online Enrollment User
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Priority Mail Express Manifesting (PMEM)

PMEM allows mailers to send the Postal Service an electronic file documenting postage
and special service fees for all pieces in an Priority Mail Express mailing. PMEM may be
used to pay postage for Priority Mail Express, Priority Mail Express International; Priority
Mail Express Military Service to qualifying APO/FPO and DPO addresses; and, Priority
Mail Express Custom Designed service. Postage for other classes of mail cannot be
paid through PMEM.

Tracking Only

The Tracking Only Service is a program that provides tracking information through
Confirmation Services for mailers who are not certified customers of Electronic
Verification System (eVS), Parcel Return Service (PRS), or Electronic Mail Manifesting
(PMEM) programs.

Scanned Based Payment (SBP)

The Scan Based Payment System provides an alternative payment model based on the
collection of scans that trigger payment. Scan data is sent to PostalOne! based on the
combination of Mailer ID (MID) and Customer Registration ID (CRID).

Bulk Proof of Delivery (BPOD)

The Bulk Proof of Delivery service provides mailers the opportunity to receive proof of
delivery (delivery record) information in bulk. Participation is limited to mailers who use a
MID in their labels or in an electronic file.

Shipping Partner (SP)

The Postal Service has additional Event Codes that allow shipping partners and other
mailers to provide their customers with the shipment status of their packages prior to the
Postal Service's receipt of the packages or Confirmation Services Shipping Services file.
This added visibility lends assurance that a mail piece is on its way. Shipping partners
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.

PC Postage (PC)

The PC Postage option is an express method for obtaining a MID for Commercial Plus
Pricing (CPP) discounts or to obtain event tracking information through a File Transfer
Protocol (FTP) account. FTP accounts also require the submission of Postal Form 1357-
S.

Program Registration External Online Enrollment User
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Transition to Intelligent Mail package barcode (IMpb)

The Transition to IMpb program allows mailers currently using the legacy file format (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. Intelligent Mail package barcodes provide piece-level data to enable the Postal
Service to increase efficiency, add value to its package product line, and enhance its
package tracking capabilities. 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.

Click-N-Ship Business Pro™

CNS BPro allows customers to print shipping labels and securely pay for packages. This
free software is designed for business customers who ship 50 or more packages (or
multiple packages with a combined weight of 50 or more pounds) in a typical mailing.

1.3.2. Manage APIs

A new module is added to allow external customers to sign up for and
manage USPS APIs.
Only Customer Package Intercept (CPI) APl is currently available.

1.3.3. Shipping Service Tasks

During the enrollment process, there are tasks users will need to take action on.
These tasks and their requirements are listed below:

1.
2.

1/5/2017

Additional Contact Information — Technical Contact fields are required.

Business Owner Approval — Required for users enrolling in Scan Based
Payment.

BPOD Agreement — Required for users enrolling in BPOD.

Certification Questionnaire — Required except when user answers “Yes” to “Will
you be using Click-N-Ship Business, an Online Postage Vendor, or Postage
Meter?” on the Mailing Type tab of the My Profile Survey.

Manage Shipping Locations — Always required.

a. File Certification — Required when the user answers “Yes” to “Will you be
sending an electronic file to USPS?” of the Certification Questionnaire,
unless user selects “Yes” to "Will you be using USPS Shipping
Assistant®?” on the My Profile Survey - no Certification tasks are
required in this case.

Program Registration External Online Enrollment User
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b. Label Certification — Required when the user answers “Yes” to “Will you
be sending an electronic file to USPS?” of the Certification Questionnaire
or when the user answers “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?”. If user selects “Yes” to “Will you
be using USPS Shipping Assistant®?” on the My Profile Survey, no
Certification tasks are required.

6. Certification Test Kit — Required if Label or File Certification is required. Task will
only appear if an electronic version of applicable test kit(s) is available within
Program Registration.

7. Manage Shipping Partners — Required for users enrolling in Shipping Partner.

8. Manage Payment Accounts — Required except when user is enrolling in Tracking
Only or Shipping Partner.

9. Credit Card Authorization — Required when the user is enrolling in BPOD and
has chosen “Pay as Compiled” in the BPOD Agreement.

10. Manage Clients — Required for all users who select “Mail Service Provider” in the
Business Customer Gateway.

11. Transition Locations - Required for all users enrolling in Transition to IMpb.

12. Update Profile - Required for all users enrolling in Transition to IMpb.

13. Help Desk Approval — Always required.

14. PMEM Contact Information — Required for user enrolling in Priority Mail Express
Manifesting (PMEM)

1.3.4. Environments for Mailers and Shippers

Program Registration supports two environments for external users — Production and
Pre-Production (Pre-Prod).

Production

The Production environment is the live environment used for enrollment in one of the
aforementioned Shipping Services in order to ultimately ship packages under that
service.

Pre-Production
The Pre-Production (“Pre-Prod”) environment is a mirror/replica of the upcoming
Production version of the Program Registration system.

During online enrollment for Shipping programs and services, Program Registration
interfaces with different systems to send and receive permit and customer information
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during and after enrollment. These interfaces may behave differently in the Pre-Prod
environment. See the following table for more details.

Pre-Prod Interfaces

MID Tool

Production: MID Tool generates MID data. Program Registration pulls this
data.

Pre-Prod: Pre-Prod pulls MID information generated from the MID Tool in
Production. New MIDs cannot be requested in Pre-Prod.

Customer
Registration

Production: CRID data is generated in Production. Program Registration pulls
this data.

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

PostalOne! 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:

e PostalOne — Permits are still created

e eVS - Datais still sent to eVS from Program Registration

e SBP — Data is still sent to SBP from Program Registration

PTR 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.

PASS 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 is sent to WebTools to support the Click-N-Ship Business
Pro™ program.

Pre-Prod: Data will not be sent to WebTools from Pre-Prod.

ACH Production: This system generates a CAPS account for customers.

Pre-Prod: ACH does not have its own Pre-Prod environment, so CAPS accounts
1/5/2017 Program Registration External Online Enrollment User Page 17 of 104
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cannot be generated electronically in Pre-Prod.

2. Business Customer Gateway (BCG) Registration

2.1. Introduction to BCG

The BCG provides business mailers and shippers, access to a wide variety of services
provided by the USPS. These services include Program Registration (referred to on the
BCG as Online Enroliment) and its associated Shipping programs such as eVS, SBP, and
Click-N-Ship Business Pro.

2.2. Using the BCG to Access Online Enroliment
2.2.1. New Business Customer Gateway (BCG) Users:

If you are new to the BCG, complete the following steps to enroll for an Online
Enroliment Shipping program:

1. Navigate to the BCG: https://qateway.usps.com/

2. Click on Register for free

== [ UNITED STATES

> rsucseices  BUSINESs Customer Gateway

X Save time i

with automation, online ordering and online tools Username

S —r
Save mone

with Automation Discounts andXS.PS Incentive Programs

A
.ﬁ Start mailing

“My order arrived the day before | expected, in perfect condition!” B

Password

Forgot password?

Not a registered USPS Business Customer?

Register for free

Figure 2.1: Register for Free
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https://gateway.usps.com/

3. Create a user name, password and choose two security questions to which

you are required to respond.

*Pick a Username

Usarmames nesd 6 crEractrs.
Yo Gan wse your el address. 7

Cheack This Name

Enter Security Information

* Indicaies 3 required fleld

*Pick a Password

Passwords need 7 characiers, Including a lefier and numiber. They
are case-sensihe. They can Includs spectal characiers, but nat
OUT USSITEME oF Mare Tian fwa repest characiers ina now.

Password
Password Strength

I o Too short

Re-Type Password

1/5/2017

*Pick Two Security Questions

Pz answar WO sacnat quastions. If jou Tonget your pssword, ou will be 3skad for iils Information o re-gain access 1 our she.

*First Security Question *Second Security Question
Select First Question - Select Second Question -
Your Answer our Answer
AnEwers 3ne not case-senEile. ¢ ANEWETS 3NS N CEIE-EENERNE. T
Re-Type Your Answer Re-Type Your Answer

Figure 2.2: Create User Name and Password
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4. For a new business location, enter your name, phone number, email address,
and business information by selecting the Address, Zip Code, or CRID radio
button. After reviewing the Privacy Policy, click on “Create Account” and a
confirmation email will be sent to the email address you provided.

Next, we need your name and contact info

* Indicates 3 nequined field

Enter Your Hame Enter Your Phone Enter Your Email Address
Title *Type *Phone Ext. *Enter Your Email Address ?
Select ~ us —~
*First Name Type Fax *Re-Type Your Email Address
us -
M1 Can we contact you?
et COMTRNICENoNS from USP'S &nd our parmers
(» FROMUSPS
*Last Mame
(¥ FROM USPS PARTNERS
Suffix
Select -

Find my address by... "
FPlease enter your address so USPS can find the I— Z’P

best deliverable option for you.

o

Address ZIF Code™

Company ldentifier

Figure 2.3: Create Account
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5. You will be given request that need your attention. Some services that have

been requested did not get approved.

6. Clicking “Continue” will take you to a Welcome page.

n Congratulations, your account is set up with business services.

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

g Your Business Location: We have automatically assigned you a Mailer ID

INTERCON CHEMICAL CO (MID}2S00023539/G
1100 CENTRAL INDUSTRIAL DR
SAINT LOUIS, MO 63110-2306

UNITED STATES g Ethis location a Mail Service Provider (MSP)? 2
Yes

CRID @ : 20480630
| ADD ALOCATION | %,

' You can begin using these business services. Services with an asterisk (*) indicate you have become the BSA.

SERVICE %

Click-N-5hip Business Pro™ * - End-to-end solution for businesses to fulfill their daily shipping needs. 3,

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

Customeri/Supplier Agreements (CS5As) * - C5As define mail preparation requirements and acceptance times. 7

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

Informed Visibility Pilot (For invited participants only) * - Provides mail tracking data for letters, flats, bundles, handling units, and containers. 3
Intelligent Mail Small Business (IMsb) Tool - Produce the IMb for your mailings.

Mailer ID * - Request and manage Mailer [Ds. 7,

Don't see the business services you need? | GET ACCESS TO ADDITIONAL SERVICES

e You have requests that need your attention. Some services that have been requested did not get approved.

Incentive Programs Pending Extemal BSA 7
Online Enrollment Pending Extemnal BSA 7,
Scan Bazed Payment (SBP) Pending Extemnal BSA 1,

Figure 2.4: List of Services
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7. Clicking “Inbox” will take you to a Pending Requests page.

Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

LEGAL

Privacy Policy 3

Terms of Use»

FOIA S

Mo FEAR Act EEC Data »

1/5/2017

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

LEARN MORE

\

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

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

panel on your right

Messages

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

clicking the Edit button.

N
AN TN

a You have service access requests awaiting your approval.

a You have 3 pending service requests. You may review them here

ON USPS.COM
Government Senvices »
Buy Stamps & Shop »

Print a Label with Postage »
Customer Service »

Site Index »

Program Registration External Online Enrollment User

ON ABOUT.USPS.COM
About USPS Home »
Newsroom

Mail Service Updates »
Forms & Publications »
Careers »
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Favorite Services [}

DASHEOARD

MAILER ID

MAILING REPORTS
POSTAL WIZARD

"EDIT FAVORITES

Get Started with the NEW
Business Customer Gateway

LEARN MORE

OTHER USPS SITES
Business Customer Gateway »
Postal Inspectors s

Inspector General »

Postal Explorer »
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8. Click Review button, check Online Enrollment check box, and Click Approve

button

Pending Requests

PROGREGSHIPPING NEW SIT PROGREGSHIPPING NEW SIT has requested access to the
services listed below for the following location:

LOCATION:

INTERCON CHEMICAL CO

1100 CENTRAL INDUSTRIAL DR
SAINT LOUIS, MO 63110-2306
CRID: 20480630

USER:

You can approve or deny all requests.

Use the buttons at the bottom to approve
or deny the checked services. Unchecked
services will not be affected.

O Incentive Programs  Pending
Contingent BSA*

vl Online Enroliment Pending
Contingent BSA®

[1Scan Based Payment (SBP) Pending
Contingent BSA™

*Approving & request that is Pending Contingent BSA will allow

the user to become BSA for that service for this location

9. Once you have setup your account, you will be able to use your Production

user name and password to access the Pre-Production environment for

Enrollment.

Program Registration External Online Enrollment User
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2.2.2. Existing Business Customer Gateway (BCG) Users:

If you are already using the BCG, complete the following steps to enroll for an Online
Enrollment Shipping program:
1. Navigate to the BCG: https://gateway.usps.com

2. Enter your user name and password in the fields provided.

CZleosuiseancs  Business Customer Gateway

X Save time

with automation, online ordering and online tools

BN [P
Save mone

with Automation Discounts andX‘SPS Incentive Programs m srw =3 Forgot password?

p— - |

e —— .

o= I Mat a registered USPS Business Customer?
lﬁ Sta rt I I la I | I n g E Register for free

“My order arrived the day before | expected, in perfect condition!”

B

Sign In

Username

Password

Figure 2.5: Sign In screen

3. Once logged in to the BCG, complete the following steps to enroll in an

Online Enrollment Shipping program.

a) Select Shipping Services from the menu to the left of the Welcome
Screen.
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https://gateway.usps.com/

Welcome, Lisa

POSTAL WIZARD

Shipping Services

N
Welcome NeEd he'P DASHBOLRD
getting started MaLER D
Mailing Services with Full-Service MLAILING REPORTS
Intelligent Mail®? "3\):\_}

Other Services LEARN MORE 0 \
L B .

(PR

Manage Account The B Customer y is your central hub for managing your USPS
activity for your Business.

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

panel on your right.

Get Started with the NEW
Business Customer Gateway
5 If you are a Mail Service Provider at any of your locations, you can now

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

Messages

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

b) Find Online Enrollment and Manage APIs from the list displayed. You
have access to this service if the button to the right says “Go To Service”.
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Shipping Services

- Shipping services help you deliver packages.

Shipping online services allow customers to enroll and manage the

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

Mailing Services

Shipping Services

Other Services 4+ Balance & Fees (PostalOne!) more info>
Click-N-Ship Business Pro™ more info >
Manage Account Dashboard {PostalOne!) moreinfo>

Electronic Data Exchange (PostalOne!) more info>

Incentive Programs more info>

dp
9r
dp
4k Electronic Verification Service (eVS) moreinfo>
4k
4k MailerID more info >

Eid

Mailing Reports (PostalOne!) more info>

4k Manage APIs more info >

Manage Permits (PostalOne!) moreinfo>

Online Enroliment more info >

Parcel Data Exchange (PDX) moreinfo>

qp

4

dp

4+ Parcel Return Service (PRS) moreinfo>

4k Postal Wizard (PostalOne!) moreinfo>

4k Premium Forwarding Service Commercial™ more info >
4k Print & Deliver Shipping Label moreinfo>

4k Scan Based Payment (SBP) more info>

4k USPS Package Intercept more info >

c) If you do not have access to Online Enrollment, click on Get Access.

e If you are the first person to request access to a certain service,
you will become the Business Service Administrator (BSA) for that
service.

Program Registration External Online Enrollment User
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Shipping Services

- Shipping services help you deliver packages.

Shipping online services allow customers to enroll and manage the

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

Welcome

Mailing Services

Shipping Services

Other Services 4k Balance & Fees (PostalOne!) moreinfo>

I*ﬂ’ Click-N-Ship Business Pro™ more info >
—

Manage Account 4¢ Dashboard (PostalOne!) moreinfo>
4k Electronic Data Exchange (PostalOne!) more info>
4= Electronic Verification Service (eVS) moreinfo>
4+ Incentive Programs more info>

4k Mailer ID more info >

4k Mailing Reports (PostalOne!) more info>

4k Manage APIs more info >

Manage Permits (PostalOne!) moreinfo >
Online Enroliment more info >

Parcel Data Exchange (PDX) moreinfo>

Parcel Return Service (PRS) moreinfo>

g gk g g g

Postal Wizard (PostalOne!) moreinfo>

il

Premium Forwarding Service Commercial™ more info >

Print & Deliver Shipping Label more info>

e

4k Scan Based Payment (SBP) more info>

4k USPS Package Intercept more info >

e If you are not the BSA, your access to that service must be
approved by the BSA for the service at the business location you
specified. Until approval is granted, your screen will show a
pending status.

2.2.3. Pending Access Statuses:

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

e Pending BSA Fanding BS5A

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

Program Registration External Online Enrollment User
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e Pending External BSA = "
= The service requested (e.g. Online Enroliment) is contingent upon
another service (e.g. Manage Mailing Activity and Mailer ID) and
therefore requires permission from the contingent service’'s BSA.
= MMA Activity includes the following subservices:
e Dashboard
e Balance and Fees
e Electronic Data Exchange
e Mailing Reports
e Manage Reports
e Postal Wizard

ni]
[Tl
(]

i

2.2.4. Business Service Administrator Role: Granting Access

There must be an Online Enrollment BSA for each location in order to complete
enrollment.
» This approval must be provided for each of your company’s locations.

It is 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 role is not filled, your request will automatically be
purged without notification.

. If a user requesting BSA access to Online Enroliment 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 the Online Enrollment
Service.

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

3. The Pre-Production Environment

3.1. Pre-Prod Environment

The Pre-Production (“Pre-Prod”) environment is a mirror/replica of the upcoming Production
version of the Program Registration system and can be used to test new features. In Pre-
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Prod, a user’s Customer Registration ID (CRID) and Mailer ID (MID) information will be
pulled from production to be used in the Pre-Prod environment. Other enroliment information
(My Profile Survey, program enroliment status, Certification Questionnaire responses, permit
info, etc.) is not shared between production and Pre-Prod.

3.2. How to Access Pre-Prod

The Pre-Prod environment is accessible through the “Pre-Prod Environment” tab which is
located on the Production Enrollment Home page after the “Welcome” tab.

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

- -}
>>|

Welcome ; . ! . By .
You are now entering the Pre-Production (Pre-Prod) environment to allow enroliment into Shipping programs in a
non-praduction environment.

Click on one ofthe following links to navigate to Pre-Prod.
Pre-Prod ONLINE ENROLLMENT
Environment CLICK-N-SHIP BUSINESS PRO - GO TO SERVICE

If you have questions with regard to the navigation please review the user guide available HERE.

Figure 3.1: Pre-Prod Environment

The Pre-Prod Environment tab contains two links that allows a user to access Pre-
Prod. These links simulate how a user accesses the Production system from the
BCG. The “Online Enrollment” link will direct the user to the Pre-Prod environment as
if they selected the “Online Enrollment” link from the BCG in Production. As in
Production, a user logging into Pre-Prod for the first time will land on the Pre-Prod
One Click Landing page. A user who has already accessed Pre-Prod and completed
their My Profile Survey will land on the Welcome page.

Program Registration External Online Enrollment User

1/5/2017 Guide v4.0

Page 29 of 104



UNITED STATES

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

e P |
You are in the Preproduction Environment for Mailers

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

Program: |— Select a Program - E ,:.l'do.'i'tknow:

_Confinue

Figure 3.2: Pre-Prod One Click Landing page

File Edit WView Favorites Tools Help

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

D
-—
N
>)

You are in the Preproduction Environment for Mailers

Welcome Click here to view or change your business location.
Click here to view or change your MSP indicator.

Click here to get started. You may be eligible to enroll in the program(s) below. Select the program name for
more information.

Bulk Proof of Delivery
Electronic Verification System

PC Postage
Parcel Return Service

Priority Mail Express Manifesting
Scan Based Payment

Shipping Partner

Tracking Only

Transition to IMpb

Figure 3.3: Pre-Prod Welcome Page

The second link on the “Pre-Prod Environment” tab is the “Click-N-Ship Business Pro
— Go to Service” link. The CNS BPro link simulates a user selecting the
corresponding link from the BCG in Production. If a user has not enrolled in any
programs in Pre-Prod the one-click enrollment process for CNS BPro will be initiated
in Pre-Prod. If a user has enrolled in another Pre-Prod program, the user will be
redirected to the Pre-Prod CNS BPro Unable to Enroll screen shown below.
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UNITED STATES
POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN OUT

-
by
=]

A

You are in the Preproduction Environment for Mailers

Welcome Thanks for your interest in the Click-MN-Ship Business Pro (CNS BPro). Due to your enroliment status for one of the
other shipping sernvices offered by USPS, we are unable to enroll you in the CNS BPro program at this time.
Flease contactthe USPS helpdesk for more information.

Click here to continue to the Online Enrallment homepage.

Figure 3.4: Pre-Prod CNS BPro Page

3.3. Pre-Prod System Differences

A yellow banner displays on the top of every Pre-Prod page stating “You are in the Pre-
Production Environment for Mailers”. Additionally, there are a number of functional changes
throughout the application. Details about any Pre-Prod changes can be found in each of the
remaining sections in the “Pre-Prod Differences” sections.

Enrollment Home Page

4.1. General Purpose

The Enrollment Home Page displays a list of programs for which the customer is able to
enroll. The page initially shows all of the Shipping programs before the My Profile Survey is
complete, and filters to only show Available/In Progress/Enrolled programs after the My
Profile survey is completed.
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UNITED STATES
POSTAL SERVICE USPS.COM | GATEWAY | HELP | SIGN OUT

_————————————————————————ox
>>)

Welcome Click here to view or change your business location.
Click here to view or change your MSP indicator.

Click here to get started. You may be eligible to enroll in the program(s) below. Select the program name for
more information.

Pre-Prod Bulk Proof of Delivery
Environment  Electronic Verification System
PC Postage

Parcel Return Service

Priority Mail Express Manifesting
Scan Based Payment

Shipping Partner

Tracking Only

Transition to IMpb

Figure 4.1 — Enroliment Home Page before My Profile Survey Completion

4.2. Business Rules

4.2.1. Availability

The Enrollment Home Page is always displayed upon clicking the “Online Enroliment”
link from the BCG. Additionally, the user can click the “Return to Enrollment Home”
button on any screen to return to the Home Page.

4.2.2. Required v. Optional Components

N/A
4.3. Page Features
4.3.1. Functionality
e Change Locations link: The top line of text on the page displays “Click here to

view or change your business location.” This link will direct the user to the
Change Locations page, where they are able to switch between CRIDs.

o My Profile Survey link: Before completing the My Profile Survey, a line of text
displays on the page: “Click here to get started. You may be eligible to enroll in
the program(s) below. Select the program name for more information.” This link
will direct the user to the My Profile Survey.

e Program List: Upon first entering Online Enrollment, the full list of programs is
displayed, with each program name linking the user to a summary of the
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program. Once the My Profile Survey is complete, the programs that are
available based on survey answers are displayed.

4.3.2. Exceptions/Special Scenarios

Before the user has completed the My Profile Survey, a link to the survey is displayed
on the screen. Once the survey is complete, the link is no longer displayed.

4.4. Help Desk Dependencies

N/A

4.5. Post-Enrollment Functionality

Same as pre-enroliment.

4.6. Pre-Prod Differences

The Enrollment Home page functions the same in Pre-Production as it does in Production
with two key differences. The link to change your MSP indicator does not exist in Pre-
Production. Also, the “Pre-Prod Environment” tab does not display.

File Edit View Favorites Tools Help

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

B
>3
You are in the Preproduction Environment for Mailers

Welcome Click here to view or change your business location.
Click here to view or change your MSP indicator.

Click here to get started. You may be eligible to enroll in the program(s) below. Select the program name for
more information.

Bulk Proof of Delivery

Electronic Verification System
PC Postage

Parcel Return Service

Priority Mail Express Manifesting
Scan Based Payment

Shipping Partner

Tracking Only

Transition to IMpb

Figure 4.2 — Enroliment Home Page before My Profile Survey Completion - Pre-Prod
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5. Change Locations Page

5.1.

General Purpose

The Change Locations page allows the user to switch their Master CRID to a different
business location. All locations for which the user has added the requisite services in the
BCG and is the BSA for will appear in the list. Separate enroliment processes are completed
for each location.

E UNITED STATES
POSTAL SERVICE = USPS.COM | GATEWAY | HELP | SIGN OUT
G
>=|
Back to Enrollment Home
Choose
Location Your available locations are displayed below. To change locations, select the radio button for the location and click
the Change Location button.
Programs for which you are enrolled in or eligible to enroll in will be displayed upon selecting a location.
Your current location CRID is: 700215
CRID Company Address Enroliment Status
@ | 700215 | Company A 444 4th Street Washington, DC 20024 In Progress
700225 | Company A 444 4th Street Washington, DC 20024 Not Started
_:Change Location |
Figure 5.1 - Change Location Page
5.2. Business Rules

5.2.1. Availability

The Change Locations page is always available. Additional locations will only display if
the user has added these locations in the BCG.

5.2.2. Required v. Optional Components

The Change Location feature is not required.

5.3.

Page Features

5.3.1. Functionality

1/5/2017

Location table: The Location table displays all locations for which the user has

added in the BCG for Online Enrollment. The table displays the CRID, Company
Name, Address, and Enrollment Status. The Enrollment Status displays “In
Progress” if the user has started enrollment for that particular location or “Not
Started” if they have not accessed enrollment for that location. Each location has
a radio button allowing the user to select which location they would like to use.
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e Change Location button: Upon selecting the Change Location button, the user’s
primary location is switched to the selected location.

5.3.2. Exceptions/Special Scenarios

If the user has only one location, the Change Location button will not change the
location.

5.4. Help Desk Dependencies

N/A

5.5. Post-Enrollment Functionality
Same as pre-enroliment.

5.6. Pre-Prod Differences

No change in Pre-Prod functionality.

. Customer Information Panel

6.1. General Purpose

The Customer Information Panel contains high-level information about the user and displays
a dynamic list of programs that can be filtered by program enrollment status. The Customer
Information Panel is hidden by default when the Landing Page of Online Enrollment is
initially accessed. To display it, the user must click the tab located on the upper left corner of
the screen, which can be identified by the *>>’ symbol.

UNITED STATES
POSTAL SERVICE « USPS.COM | GATEWAY | HELF | SIGN QUT
e
[ Y
>>J_| ’
Welcome Click here to view or change your business location.
Click here to view or change your MSP indicator.

You are enrolled in or are eligible to enroll in the program(s) below.

Bulk Proof of Delivery
Electronic Verification System
Parcel Return Service

Priority Mail Express Manifestin

Scan Based Payment

Figure 6.1 - Left Panel: Hidden icon
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6.2. Business Rules

6.2.1. Availability

The left panel is always available.

6.2.2. Required v. Optional Components

The Process Start Date will appear after completing the My Profile Survey for Shipping
Services and display the date the survey was completed.

6.3. Page Features
6.3.1. Functionality
Getting Started/My Profile link: Before completing the My Profile Survey, the ‘Getting

Started’ link appears in the top right of the panel. Once the My Profile Survey has been
completed, the link text changes to ‘My Profile’. This link opens the My Profile Survey.

User Information: The user information is displayed at the top of the Customer
Information Panel. This information includes the username, full name, company name,
full address of the main location associated to the user, the Master CRID for this
location, and the Process Start Date.

Filtering Criteria: Four checkboxes (Available Programs, Enrolled Programs, In Progress
Programs, and Unavailable Programs) are displayed below the general user information.
These checkboxes can be checked or unchecked to 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 list.

Program list: A list of filtered programs is displayed below the filtering criteria. The
Programs list is separated into three columns — Program Name, Type, and Status. The
Type column displays either ‘S’ for Shipping Services or ‘I’ for Incentive Program. The
Status column will display the program status (Unavailable, Available, In Progress, or
Enrolled).
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UNITED STATES
POSTAL SERVICE

sittesting040

dddzsdf

ddzsadf

DDZASDF WER

1234 Main 5t

Pacifica, CA 94044

us

20171997

Process Start Date: 11/18/2013

Filter Programs

¥ Available Programs
#| Enrolled Programs

! In Progress Programs
¥ Unavailable Programs

USPS.COM | GATEWAY | HELP | SIGN OUT

My Profile f:]

2ss location.
ndicator.

il in the program(s) below.

arliss)

Filter:|

Program Type Status

Bulk Proof of Delivery S AVAILABLE -
Electronic Verification System S IN PROGRESS
Parcel Return Service 5 IN PROGRESS
PC Postage g UNAVAILABLE
Priari i

# amgs?;'ﬁ{_':' SEE S AVAILABLE

Scan Based Payment 5 AVAILABLE
Shipping Partner S UNAVAILABLE
Tracking Only 5 UNAVAILABLE ~ A

6.3.2.

Figure 6.2 - Left Panel: Expanded display

Exceptions/Special Scenarios

o To display all programs, the user must select all checkboxes and select the Filter
button.

e Once a program link is selected on the panel, the Customer Information Panel
will automatically minimize.

e To minimize the panel without selecting a program, the user must click the ‘<<’

icon.
6.4. Help Desk Dependencies
N/A
6.5. Post-Enrollment Functionality

Same as pre-enroliment.
6.6. Pre-Prod Differences

No change in Pre-Prod functionality.
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7. My Profile Survey
7.1. General Purpose

Prior to starting the enrollment process in any Shipping Services program, the user must
complete the My Profile Survey to determine program eligibility.

Until the survey is complete, the user will be directed to the first unanswered question of the
survey when logging into Program Registration. In order to access the My Profile Survey
from the landing page, the user must first access the Customer Information Panel, which
can be identified by the ‘>>' symbol and then click the ‘Getting Started’ (becomes ‘My

Profile’ after completion) link located in its upper right corner. When opening the survey after
completion, the last question will display by default.

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

sittesting040 Getting Started i‘j
dddzsdf

ddzsadf

DDZASDF WER

1234 Main St 2ss location.
Pacifica, CA 94044 ndicator.
us

20171997 gible to enroll in the program(s) below. Select the program name for
Filter Programs
+| Available Programs
#| Enrolled Programs
#| In Progress Programs
¥| Unavailable Programs
Filter

|

Filter:

Program Type Status

Bulk Proof of Delivery S UNAVAILABLE
Caolor Print Jan 2015 | UNAVAILABLE
Earned Value 2015 for

S | UNAVAILABLE
Earned Value future | UNAVAILABLE
Earned Value_MNonSPLY | UNAVAILABLE
Earned Value_SPLY_YES | UNAVAILABLE

Electronic Verification System S UNAVAILABLE
|

Emeraina Tech 2015 UNAVAILABLE ™
Showing 1 to 18 of 18 entries

Figure 7.1 - My Profile Survey: Getting Started link
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UNITED STATES
POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN QUT

sittestingD40 w i‘f)
dddzsdf

ddzsadf

DDZASDF WER

1234 Main St

Pacifica, CA 94044

us

20171997

Process Start Date: 11/18/2013

Filter Programs

¥ Available Programs

¥| Enrolled Programs

! In Progress Programs

¢! Unavailable Programs
Filter

Save & Close Save & Continue

| It

Filter:

Program Type Status

Bulk Proof of Delivery S UNAVAILABLE
Color Print Jan 2015 | UNAVAILABLE
Earned Value 2015 for

Pastalone | UNAVAILABLE
Earned Yalue future | UNAVAILABLE
Earned Yalue_MNonSPLY | UNAVAILABLE
Earned Value_SPLY_YES | UNAVAILABLE

Electronic Verification System & IN PROGRESS
|

Emeraina Tech 2015 UNAVAILABLE ™
Showing 1 1o 18 of 18 entries

Figure 7.2 - My Profile Survey: Getting Started link becomes “My Profile”

when profile is Completed.

7.2

Business Rules

7.2.1. Required v. Optional Components

When the My Profile Survey is initially opened, it only displays the Customer Type tab,
and after that is answered and saved, it displays the Mail Category tab. The questions
on these tabs apply to all users and are independent of previous answers. The
remaining tabs will only display based on the user’'s answers to preceding questions.

7.3.

Page Features

7.3.1. Functionality

1/5/2017

e Save & Continue button: This button saves the selected answer for the current

guestion to the database and navigates the user to the next question.
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e Save & Close button: This button saves the selected answer for the current
guestion to the database and navigates the user out of the My Profile Survey to
the Program Summary tab.

e Question tabs: The question tabs can be clicked to navigate the user to the
selected question.

e Radio buttons: Answer options with radio buttons require the user to select only
one option.

e Checkboxes: Answer options with checkboxes allow the user to select multiple
options.

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

33|
,

R EEAAEEEEEEREEEEEEEE S ——————,
[ Y

My Profile Survey

Customer 1. Which Domestic Mail classes are you shipping? (Select one or more options)
Type | First-Class Mail
(Compleie) ¥! Priority Mail
Priority Mail Exprass
Mail Category USPS Marketing Mail
(Complete) Parcel Select
#| USPS Retail Ground
Library Mail
Media Mail
Mailing Type Bound Printed Matter
(Complete)
2. Do you want to use Priority Mail Open & Distribute (PMOD)?
Yes
® No
[séeorn"::]?;:} 3. Which USPS Returns mail classes are you shipping? (Select one or more options)

#| Parcel Return Service (PRS)
Priority Mail Return Service
First-Class Package Return Service

Payment Type | ¥ Ground Return Service

(Complete)
Save & Close Save & Continue
Program
Participation
(Complete)
Figure 7.3 - My Profile Survey: Display- Mailing Type
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UNITED STATES
POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN OUT

|
>>|

My Profile Survey

Customer 1. What services would you like to use?
'|'CVPe o [ registered Mail
(Complete) M certified Mail
|:| Insurance
Mail Category VI collect On Delivery (COD)
(Complete) [Inone
2. Do you want to purchase Return Receipt Electronic?
® ves
I/-'\I NO
P p—
Mailing Type
(Complete) 3. Do you want to sign-up for Bulk Proof of Delivery (BPOD) service?
Oves
®no
Servi 4. Users must pay additional fees for each record for Certified Mail, COD Mail, Insured Mail, or Registered
il Mail. See Pub B0 for details.
(Complete)
Save & Close ) ( Save & Continue
Payment Type
(Complete)
Program
Participation
(Complete)

Figure 7.4 - My Profile Survey: Display - Services

7.3.2. Exceptions/Special Scenarios

e The survey can be completed in pieces but will continue to have a status of
“Incomplete” until all required questions are answered.

e The Getting Started/My Profile link will navigate the user to first unanswered
guestion, if any are left unanswered. If all questions are answered, the link will
navigate the user to the last question of the survey.

7.4. Help Desk Dependencies

The Help Desk can view but cannot edit a user’'s My Profile Survey.

Program Registration External Online Enrollment User

1/5/2017 Guide v4.0

Page 41 of 104



7.5. Post-Enrollment Functionality

Once enrolled in a program, the user can edit survey responses whenever the change does
not affect the availability of the user’s currently enrolled program(s), with the exception of the
Tracking Only program. If a user is already enrolled in the Tracking Only program, changes
to the My Profile Survey are unrestricted and there is the possibility of enrolling in other
shipping programs. The Tracking Only enrollment status remains “Enrolled’.

7.6. Pre-prod Differences

No change in functionality for Pre-Prod.

. Program Summary

8.1. General Purpose

Prior to selecting the Begin Enrollment button for a selected program and beginning the
enrollment process, the Program Summary page provides users with a description of the
program. Once the Begin Enroliment button has been clicked, and enroliment is in progress,
the Program Summary page becomes the hub of the enroliment process, providing links to
other important pages and displaying the current status of each enrollment task.

8.2. Business Rules

8.2.1. Availability

The Program Summary page is always available.

8.2.2. Required v. Optional Components

All Shipping Programs are unavailable before completion of the My Profile Survey and,
as a result, the Program Summary will not display a ‘Begin Enroliment’ button for any of
them.
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UNITED STATES
POSTAL SERVICE USPS.COM | GATEWAY | HELP | SIGN OUT

>)

Tracking Only This program is not available for enrollment | Back to Enrollment Home
Frogram Tracking Only
Summary Overview

The Tracking Only Service is a program that provides tracking information through Confirmation Services for
mailers whao are not cerified customers of Electranic Verification System (eV'S), Parcel Return Service (FRS), or
Priarity Mail Express Manifesting (PMEM) programs.

Figure 8.1 - Program Summary: Begin Enrollment button not displayed for unavailable programs

After completing the ‘My Profile Survey’, one or more Shipping Programs become
available and the ‘Begin Enrollment’ button will appear.

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

»

Parcel Return Service (PRS) _ Begin Enroliment _Back to Enroliment Home
Program Parcel Retumn Service (PRS)
Summary Overview

The Parcel Return Service (FRS) provides businesses a convenient, economical salution for returning
merchandise. The service offers discount pricing when the returns are picked up in bulk at a returns delivery unit ar
at a return sectional center facility. Authorized agents also can pick up PRS packages from designated postal
facilities, helping reduce processing and fransporation expenses.

Figure 8.2 - Program Summary: Begin Enrollment button not displayed for unavailable programs

After the user has begun the enrollment process by clicking the ‘Begin Enrollment’
button, the Program Summary page displays the required enrollments tasks and their
statuses.
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UNITED STATES

POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN QUT
e e
.|
))j

Parcel Return Service (PRS) ‘Back to Enroliment Home
Program Parcel Return Service (PRS)
Summary Overview

The Parcel Return Service (FRS) provides businesses a convenient, econamical solution for returning
merchandise. The service offers discount pricing when the returns are picked up in bulk at a returns delivery unit or
at a return sectional center facility. Authorized agents also can pick up PRS packages from designated postal
facilities, helping reduce processing and transportation expenses.

Additional
Contact Enroliment Status - In Progress - 1 out of 5 steps completed
Information Please complete all of the steps below to enroll.
Complete
= Enroliment Steps (5)
Certification [ +] Additional Contact Information - Complete
Questionnaire [+]1 Certification Questionnaire - incompiete
incomplete [+] Manage Shipping Locations - Mot Available
[+] Manage Payment Accounts - Mot Available
[+]1 Help Desk Approval - Not Available
LEGAL ON USPSCOM ON ABOUT USPS.GOM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer
Terms of Use » Buy Stamps & Shop » Newsroon » Gateway »
FOIA » Print a Label with Postage » Mail Service Updates » Postal Inspectors »
MNo FEAR ActEEQ Data » Customer Service » Forms & Publications » Inspector General »
Site Index » Careers Postal Explorer »

Copyright® 2015 USPS. All Rights Reserved.

Figure 8.3 - Program Summary: enrollment tasks and status are displayed.

8.3. Page Features

8.3.1. Functionality

e Customer Task List: The statuses of the following tasks are links that will
navigate the user to pages with matching tab names. The customer is required to
complete these tasks (all other tasks are completed by USPS and, therefore, do
not have a corresponding page that requires customer input).

0 Additional Contact Information

Certification Questionnaire (if applicable)

Manage Shipping Locations *

BPOD Agreement (if applicable)

Certification Test Kit (if applicable) *

Manage Payment Accounts (if applicable)

Manage Clients (if applicable) *

O 00O 0O O0Oo
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* User can access and view task, but only Helpdesk can complete it

e Begin Enrollment: The Begin Enroliment button appears until a user has selected
it and begun enroliment. Clicking the Begin Enrollment button begins the
enrollment process. To successfully enroll in a program, a user must complete
all tasks listed as enrollment steps on the Program Summary page that appear
after clicking the Begin Enroliment button.

8.3.2. Exceptions/Special Scenarios

If a task is not applicable to the program enrollment based on the program or answers to
the My Profile Survey, the task will not appear. See specific task sections for more
information on when these tasks are available.

8.4. Help Desk Dependencies

Business Owner Approval, Credit Card Authorization, Certification Test Kit, and Help Desk
Approval, tasks appear as enroliment steps, but are managed and completed by the Help
Desk.

8.5. Pre-prod Differences

No change in functionality for Pre-Prod.

9. Additional Contact Information

9.1. General Purpose

The Additional Contact Information page displays the required and optional contact
information sections the user can provide to USPS. This tab can be accessed after the user
has selected the Begin Enrollment button for their chosen program.

9.2. Business Rules

9.2.1. Availability

The ‘Technical Contact Information’ section is required and the ‘Alternative Primary
Contact Information’ section is optional. For user’s convenience, the ‘Technical Contact
Information’ is automatically populated by the system. Users will still have the ability to
update these values if needed.
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9.2.2. Required v. Optional Components

For Shipping Services, each field, excluding Address 2, Fax Number and Phone number
extension, is required in the Technical Contact Information section to complete the task.

9.3.

Page Features

9.3.1. Functionality

1/5/2017

Country drop-down menu: User can select the appropriate country for their
contact.

Name text field: User can enter their contact’s first and last name.

Address 1 text field: User can enter their contact’s primary address.

Address 2 text field: User can enter their contact’'s secondary address.

City text field: User can enter their contact’s residing city.

State text field: User can enter their contact's residing state (province for
foreign countries).

ZIP/Postal Code text field: User can enter their contact’s zip or postal code.
Phone text field: User can enter their contact's phone number.

EXT text field: User can enter their contact’s phone number extension.

Email text field: User can enter their contact’s email address.

Fax text field: User can enter their contact’s fax number.

Save button: User can save inputted contact information. When the user
selects save, the system will store the included information in the Program
Registration database.

Program Registration External Online Enrollment User

Guide v4.0 Page 46 of 104



o
£

Electronic Verification System (eVS§) Back to Enrollment Home

Program Alternative Primary Contact Information (Optional)
Summary
Country: UNITED STATES v
[% MName:
dditional .
Contact Address 1:
Infermation Address 7
Complete
City:
Certification _
Questionnaire State: --Please Select a State-- v
Complete

ZIP/Postal Code:

Phone Mumber:

Manage
Shipping Ext:
Locations ]
Incomplete Email:
Fax Mumber:
Certification
Test Kit
Incomplete Technical Contact Information (Required)
Country:* UMITED STATES v
Manage -
Payment Name: Progreg Userg020
Accounts -
Incomplets Address 1: 99 ProgReq Street
Address 2:
Manage .
Clients City™* Washingtan
Incomplete
State™ DISTRICT OF COLUMBIA M
ZIP/Postal Code™ 20024
Phone Mumber:* 123-123-8020
Ext
Email:* email@email com
Fax Mumber:
Required fields are marked with * Save

Figure 9.1 - Additional Contact Information: Display for Shipping Services

9.3.2. Exceptions/Special Scenarios

Users cannot submit partial data for a contact and will be required to complete all
contact information at one time. If a user begins to complete the optional section, all
fields, excluding ‘Ext’ and ‘Address 2’, must be submitted.
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9.4. Help Desk Dependencies
The Help Desk is able to view all additional contact information.
9.5. Post-Enrollment Functionality

Users will be able to change the additional contact information after enrollment is complete.

9.6. Pre-Prod Differences

No change in functionality for Pre-Prod.

10. Certification Questionnaire

10.1. General Purpose

The Certification Questionnaire is a required step in the enrollment process for all the
Shipping Services. It collects information regarding the eDoc file transmissions between
USPS and the user, generation of barcoded labels, reporting from USPS to the user,
transmitted file formats, and other user preferences.

10.2. Business Rules
10.2.1. Availability
The Certification Questionnaire is available if the user is enrolling in a Shipping Service.
10.2.2. Required v. Optional Components

Each question displayed in the Certification Questionnaire must be answered and saved
in order for the task status to change to ‘Complete’.

10.3. Page Features
10.3.1. Functionality

e Save & Continue button: Users can save their answers and continue to the next
incomplete question.

e Save & Close button: Users can save their answers and return to the Program
Summary page.

¢ Navigation: The user may navigate between questions by selecting the
appropriate questions tab in the Questionnaire.
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10.3.2. Exceptions/Special Scenarios

If the user attempts to navigate away from a question before saving their answer, a pop-
up window displays informing the user if they would like to save their answer before
leaving the questionnaire.

10.4. Help Desk Dependencies

10.4.1. Help Desk view and edit capabilities

The Help Desk can view and edit specific questions in a user’s Certification
Questionnaire. Refer to the internal user guide for additional information.

10.4.2. Business Owner Approval

The Business Owner Approval task is only for those users who are enrolling in Scan
Based Payment (SBP). Once the user has completed the Additional Contact Information
task, they will not be able to continue enrollment until the Business Owner Approval task
has been marked “Complete” by the Help Desk or Program Office. Once the task is
marked complete, the remaining tasks for enrolling are enabled and the user can
continue the enroliment process.

10.5. Post-Enrollment Functionality

Once the user has successfully enrolled in a Shipping Service, the user will not be allowed
to modify their answers in the Certification Questionnaire. All their saved answers will be
locked in and the radio buttons for each question will be disabled. The user can request
changes to specific questions through the Help Desk.

10.6. Pre-Prod Differences

No change in functionality for Pre-Prod.

11. Manage Shipping Locations

11.1. General Purpose

The Manage Shipping Locations page allows the user to add shipping locations to a
Shipping Services program (eVS, PRS, PMEM, SBP, BPOD, or Tracking Only). The user
can search for specific shipping locations, register new locations in Customer Registration,
and add locations to the program.
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11.2. Business Rules

11.2.1.

Availability

The Manage Shipping Locations page is only accessible after the Certification
Questionnaire has been completed and does not display when the task on the Program
Summary page has a status of Not Available. Once the Certification Questionnaire has
been completed and the task status on the Program Summary page updates to
Incomplete, the tab appears with a status of Incomplete.

11.2.2.

11.8.

11.3.1.

1/5/2017

Required Components

Page Features

Functionality

e

Electrenic Verification System (eVS) Back to Enrollment Home
Program Below are vour current locations configured for Electranic Verification Systern (8WS). Ifyou would like a new Mailer
Summary ID, choose the location below and click the "Request New MID" button,

MID Owner CRID: 20174780

Request New MID

Additional

Ceontact Filter Locations Filter

Infoermation

Complete Show All -Select Categary- ¥ Per Page:[20 .
Certification — Showing 1 -1 of 1
Questionnaire | /| MID_ [MID User CRID| MID User Company | MID User Address | 6.digit MID| Certifications |
Complate | |cooo1452] 20174780 | AUTUMN COMP 276 | 276 CampusDr | - | D.of1 Complete |

Export options: SV | Excel | <ML | PDF

Manage
Shi ?n To add an existing MID to your Electranic Verification Systerm (8Y5) profile, select it below and click the "Link MID to
Locpa':ior?s Program" button. Ifyou do nat see one of vour existing MIDs below, it may not be eligible farthis program. Click
the "Request Mew MID" button to abtain a new, eligible MID
Incompliete
Link MID to Program

Certification Showing 0-00f0
'{95' K"t! ‘ | MID | MID User CRID MID User Company Program Name |
ncomplete

& ‘ Mothing found to display. |
Manage
Payment
Accounts Looking for a location that is not displayed above? Click the "Add Locations” hutton Add Locations
Incompiete

Figure 11.3.1 - Manage Shipping Locations - Data table displays

Program Registration External Online Enrollment User
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In order for the task to be marked as Complete, the user must have at least one
shipping location fully certified (if certification is applicable).
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.

Data Tables: The two data tables display different information. The top table
displays shipping locations that the user has added to the program and the
bottom table displays the search results returned from the Search for Locations
page. It is important to note that the shipping locations in the top table are not
fully registered to the program. Registration is only complete after locations have
been assigned a MID and applicable label and file certifications are complete.
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o Request New MID button: The Request New MID button allows the user to
request a MID for a shipping location in the top table. The MID populates in the
MID column of the table, as shown below. Requesting a MID activates the
certification process, when applicable, by triggering the label and file certification
statuses to change from “N/A” to “Incomplete.”

UNITED STATES

POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN OUT
———————————————————————————————————————————————————————— e —————
e —
>3

Electronic Verification System (eVS) Back to Enrollment Home |

Program Below are your current locations configured for Electronic Verification System (eV3). If you would like a new Mailer
Summary 1D, choose the location below and click the "Request New MID” button.

MID Owner CRID: 701049

Additional __Request New MID
Contact Filter Locations: Filter |

Information

Complete Show All --Select Category-- - Per Page: 20 -

Certification  oniy one MIDAocation for each MID User CRID can be selected at a time Showing 1-10of 1

Questionnaire - —

Complete MID MID User CRID MID User Company | MID User Address |Linked MID | Certifications

[] |153854488 701049 Toronto Raptors | 295 Forest Hill Rd - 1 of 1 Complete

Export options: CSV | Excel | XML | PDF

Manage

Shlpp_lng To add an existing MID to your Electronic Verification System (eV3) profile, select it below and click the "Link MID to

Locations Program” button. If you do not see one of your existing MIDs below, it may not be eligible for this program. Click the

Complete "Request New MID" button to obtain a new, eligible MID.

1 -

Certification Link MID to Program |

Test Kit Showing 0-0 of 0

Complete EREDN MID User CRID MID User Company Program Name

MNothing found to display.

Manage

Payment

Accounts

Complete Looking for a location that is not displayed above? Click the “Add Locations” button ___ Add Locations

Figure 11.3.2 - Manage Shipping Locations: Request New MID button

e Linked MID column: The Linked MID column is populated if the Help Desk has

associated a 6-digit MID with the shipping location. If no 6-digit MID is associated
with the location, a “-" appears in the column.
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UNITED STATES

POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN QUT
Py
33|
Electronic Verification System (eVS) Back to Enrollment Home
Program Below are your current locations configured for Electronic Verification System (eV'3). If you would like a8 new Mailer
Summary ID, choose the location below and click the "Request Mew MID” button.
MID Owner CRID: 701049
Additional __Request New MID |
Contact Filter Locations ~Filter
Infermation
Complete Show All --Select Category-- « er Page: 20 -
Certification  only one MID/Aocation for each MID User CRID can be selected at a time. Showing 1-1 of 1
Questionnaire -
Complete MiD MID User CRID MID User Company | MID User Address |Linked MID [ Certifications
[7] 153854488 701049 Toronto Raptors | 295 Forest Hill Rd - 1 of 1 Complete
Export options: CSV | Excel | XML | PDF
Manage
Shlpp_lng To add an existing MID to your Electronic Verification System (eV3) profile, select it below and click the "Link MID to
Locations Program” butten. If you do not see one of your existing MIDS below, it may not be eligible for this program. Click the
Complete "Request New MID” button to obtain a new, eligible MID
1

Certification Link MID to Program

Test Kit Showing 0-0of 0
Complete EREDY MID User CRID MID User Company Program Name

Nothing found to display.

Manage

Payment

Accounts

Complete Looking for 3 location that is not displayed above? Click the "Add Locations™ button. ___Add Locations

Figure 11.3.3 - Manage Shipping Locations: Linked MID column not populated

o Filters: The filters allow the user to filter the top table by address, CRID,
Company, MID, or 6-digit MID. To filter by any category, the user should select
the category from the drop down menu, enter a valid keyword or number to
search by, and select the “Filter” button. For example, if the user wants to filter by
the address 123 Main Street, they would enter “123 Main Street” in the textbox,
select Address from the category drop-down and select the “Filter” button.
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UNITED STATES

POSTAL SERVICE= USPS.COM | GATEWAY | HELP | SIGN QUT
[0y
>3]

Electronic Verification System (eV$5) Back to Enrollment Home |
Program Below are your current locations configured for Electronic Verification System (eV3). If you would like a new Mailer
Summary ID, choose the location below and click the "Request New MID" button.

MID Owner CRID: 701049
Additional . __Request New MID
Contact Filter Locations " Filter
Information
Complete Show Al —Select Category—flz] Per Page: 20 -
--Select Catego
Certification  only one MiDAocz .éa?[;ess RID can be selected at a time. Showing 1-10f 1
uestionnaire
gomp\ete MID User Company | MID User Address [Linked MID| Certifications |
] 153854458 701049 Toronto Raptors | 295 Forest Hill Rd | - [ 1.0f 1 Complete |
Export options: CSV | Excel | XML | PDF
Manage
Shlpplng To add an existing MID to your Electronic Verification System (eVS) profile, select it below and click the “Link MID to
Locations Program” button. If you do not see one of your existing MIDs below, it may not be eligible for this program. Click the
Complete "Request New MID" button to obtain a new, eligible MID
1 -
Certification .Link MID to Program |
Test Kit Showing 0-0of 0
Complete IEREE MID User CRID MID User Company Program Name |
Mothing found to display. |
Manage
Payment
Accounts )
Complete Looking for a location that is not displayed above? Click the "Add Locations” button ___Add Locations
1
Manaae

Figure 11.3.4 - Manage Shipping Locations: Filter display

Certifications: The Certifications column displays a link that navigates the user to
the Manage Certifications page. The link shows the number of Certification types
that have completed the certification process out of the total number of
certifications (i.e.: 2 of 3 Complete for users who have 2 certifications complete of

3 totals).
UNITED STATES
POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN QUT
o
>3]

Electronic Verification System (eV8) Back to Emollment Home |
Program Below are your current locations configured for Electronic Verification System (eVS). If you would like a new Mailer
Summary ID, choose the location below and click the "Request New MID" button

MID Owner CRID: 701049
Additional Request New MID
Contact Filter Locations " Filter
Information
Complete Show Al --Select Category-- = PerPa -
Certification  oniy one MID/ocation for each MID User CRID can be selected ata time. Shofg 1-1 of 1
uestionnaire
gomplm [ [ w0 TwiDuUsercCRID ) [ MID User Company [ MID User Address [Linked MID| Certifications |
[[C]|13854483] 701049 | Toronto Raptors |295 ForestHilRd | - [10f 1 Complete |
Export options: CSV | Excel | XML | PDF
Manage
Shipping To add an existing MID to your Electronic Verffication System (eVS) profile, select it below and click the “Link MID to
'(-:Waf'?“s Program” buttan. If you do not see ane of your existing MIDs below, it may not be eligible for this program. Click the
omplete

"Request New MID” button to obtain a new, eligible MID

Certification Link MID to Program |

Test Kit Showing 0-00f0
Complete [0 ] mo] MID User CRID MID User Company Program Name

‘ Mothing found to display. |

Manage

Payment

Accounts

Complete Looking for a location that is not displayed above? Click the "Add Locations™ button. Add Locations
1

Manaue

Figure 11.3.5 - Manage Shipping Locations: Certifications Link
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Link MID to Program: The bottom data table displays MIDs available to import to

the program. The MIDs available will display on the bottom table. By selecting
the checkbox next to the MID to be imported and clicking the “Link MID to
Program” the MID would be imported to the program.

2|

Electronic Verification System [eV5)

Back to End ollinent Homme

Pregram Below are your current locations configured for Elactranic Verification System (eVS). Hyou would like & new Mailer
Summary 1Dy, chaose the lacation below and click the "Request New MID® button
MID Cwenes CRID: TO104% £
Mlllliﬂl'l:l HequesT Neéw MIL
Contact Filter Lacations: Filltier
Infermation
Camplate Show Al --Select Category-- = Per Page: 20 -
Certification  Only one MIDAzcalion for each MID User CRID can be sdected at atime Showing 1-1af1
Questionnaire MIN | MID Lsar CRINA) | MIN Liser Company | MID Lser Address |Linked MID|  Cortifications
Ll |1s3seassa | 7ot049 Toronte Raptors | 206 Farest Hill Rd 101 Comphta
Exzort options: CSV | ML |POF
Manage ; " -
Shipping To add an sdasting MID o your Electronic Verification Systerm (8VE) prafile, select it belw and cic Lirk WID 10
Lacations Frograny . W y0u 40 not See one of your sdsting MIDS Delow, il ray not be eligitle Tor hisg Click
Icompiate the "Req ew WID" bution to obiain 3 new, aligible MID.
Link MID to Program
Certification Shawing 1-1 611
':'“ﬂm D MID User CRID | MID User Company Program Name
RCOnmEHele
900014657 Electronic Venfication System (eV'S)
Expon options: CSV | Excel | XML | POF
Manage
Paymeant
fgi:g::: Loaking for 4 localion Bat is not displayed above? Clickthe "8dd Locations” bution, Add Locations

Figure 11.3.6 - Manage Shipping Location: Link MID to Program

e Add Locations: The user can search for shipping locations that are not already
listed in the top table. Selecting the “Add Locations” button directs the user to the
Search for Locations screen described below.
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UNITED STATES

POSTAL SERVICE »

USP3.COM | GATEWAY | HELP | SIGN QUT

N
=)

N

Electronic Verification System (eVS$)

Program
Summary

Additional
Contact
Information
Complete

Certification
Questionnaire
Complete

Manage
Shipping
Locations
Complete

Certification
Test Kit
Complete

Manage
Payment
Accounts
Complete

1
Manadge

Back to Enrellment Home |

Below are your current locations configured for Electronic Verification System (eV3). If you would like a new Mailer
D, choose the location below and click the "Request New MID" button.

MID Owner CRID: 701049

__Request New MID |

Filter Locations: Filter

Show All

--Select Category— ~ PerPage: 20 -

Cnly one MIDdlocation for each MID User CRID can be selected at a time. Showing 1-10f1

MID MID User CRID MID User Company | MID User Address |Linked MID | Certifications
[] 1153854488 701049 Toronto Raptors | 295 Forest Hill Rd - 1 of 1 Complete

Export options: C5V | Excel | XML | FDF

To add an existing MID to your Electronic Verification System (eV'S) profile, select it below and click the "Link MID to
Program” button. If you do not see one of your existing MIDs below, it may not be eligible for this program. Click the
"Request Mew MID™ button to obtain a new, eligible MID.

Link MID to Program |

Showing 0-00of 0
Program Name

| mio | MID User CRID MID User Company |

Mothing found to display.

Looking for a location that is not displayed above? Click the "Add Locations™ button. Add Locations

Figure 11.3.7 - Manage Shipping Location: Add Locations button

Search for

Locations screen: The user can search for an individual location by

filling out the fields displayed under the “Search for Shipping Location” heading.
All fields, except Address 2, are required to search for a shipping location. The
user can bulk import multiple locations by browsing for a file to import. A link to
the appropriate template is provided.

Search for Location by CRID : The user can search for a specific CRID within the

Program Registration application. If found, it will follow the same process of
adding the location if the user had searched by an address or bulk uploaded a list
of addresses.
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UNITED STATES

POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN OUT
e e o |
 ——
>3
Electronic Verification System (eV5) Back to Enrollment Home
Program Search for Shipping Location by Company
Summary
The fields required to search for an existing location by company are noted below. If your location is not found, it
will be added to the list of locations on the previous page.
Company Name:*
Additional .
Contact Country: UNITED STATES -
Information Address 1*
Complete

Address 2

Certification City:*
Questionnaire

Complete State” --Please Select a State-- -
ZIPiPostal Code:*

Manage Search

shippin _ . .

._.,c';’t’i,,,?s Search for Client Location by MID User CRID

Complete

- MID User CRID:

Certification

" Search
Test Kit A . ’
Complete Bulk Impert Shipping Locations Download Template
Please note that processing files with a large number of records takes time. During this process, you can
continue to work in the application. Records will become available as they are processed. Return to this page to
Manage see the overall progress of your upload.
Payment ]
Accounts File MName: Browse... | No file selected.
Complete
1 __Import
Manage
Clients
Complete Showing 0-0of 0
1| M usercrID MID User Company MID User Address | Status | Action

1 Mothing found to display.

© Add Locations

Figure 11.3.8 - Manage Shipping Locations: Search for Locations screen

The search results will display in the bottom table of the main Manage Shipping
Locations page with a status of Found (i.e., the location already exists in
Customer Registration), Multiple Found (i.e., multiple location matching the
search criteria exist in Customer Registration), or Not Found (i.e., the location
does not exist in Customer Registration). Under the Action column, the user can
select the “Edit” link to return to the Search for Locations screen to edit search
criteria.

e Add Locations button: The Add Locations button allows the user to add a location
from the search results to the top table by selecting the checkbox next to the
location and clicking the button. If the location has a status of “Not Found” in the
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bottom table, the location will be registered in Customer Registration upon
selecting the button.

Business Verification screen: Once a new location is submitted and successfully
added to our records, the user may be prompted with a new screen in which user
is asked to select a business location from our existing records. This information
is used by USPS while verifying user's business name and address. The
selected choice will not impact user’'s mailing address.

UNITED STATES

POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN CUT
e
| Y
==
Electronic Verification System (eV5) Back to Enroliment Home

Program Business Verification
Summary . o

Your company information is successfully added fo our records.

MNow, please help us verify your business name and address. Making a selection will not impact your mailing

address.
Additional
Contact .
e Existing Records
Complete COMPANY NAME ADDRESS LINE1 CITY STATE ZIp

+ | Accenture 901D St Washington DC DC 20016
Certification Booz 901 C St Washington DC DC 20016
Questionnaire JuanPT3 Company 10 June St. Alexandro VA 23223
Complete
MNone of the abaove
OK

Manage
Shipping
Locations

Incomplete

Figure 11.3.9 - Manage Shipping Location: Business Verification
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e Export options: The Manage Shipping Locations page allows the user to export
the data in the tables to CSV, Excel, or XML format by clicking the respective link

underneath each data table.

UNITED STATES
POSTAL SERVICE»

Electronic Verification System (eVS)

USPS.COM | GATEWAY | HELP | SIGN OUT

Back to Enrolliment Home

Program Below are your current locations configured for Electronic Verification System (eVS). If you would like a new Mailer
Summary ID, choose the location below and click the "Request New MID™ button.
MID Owner CRID: 701049

Additional __Request New MID

Contact Filter Locations: Filter

Information

Complete Show All --Select Category-- = Per Page: 20 -

Certification  only one MID/ocation for each MID User CRID can be selected at a time. Showing 1-1of 1

Questionnaire - —

Complete MID MID User CRID MID User Company | MID User Address |Linked MID | Certifications

[] 1153854488 701049 Toronto Raptors | 295 Forest Hill Rd - 1 of 1 Complete

Export options: C5V | Excel | XML | PDF

Manage

Shipping To add an existing MID 1o your Elactronic Verification System (2V) profile, selact it below and click the "Link MID to

Locations Program” button. If you do not see one of your existing MIDs below, it may not be eligible for this program. Click the

Complete "Request New MID” button to obtain a new, eligible MID.

Certification Link MID to Program

Test Kit Showing 0-00of0

Complete EREDN MID User CRID MID User Company Program Name

Nothing found to display.

Manage

Payment

Accounts

Complete Looking for a location that is not displayed above? Click the "Add Locations™ button. Add Locations

1
Manage

Figure 11.3.10 - Manage Shipping Locations: Export options

e Pagination: The user can adjust the number of shipping locations displayed per
page with the Per Page drop-down menu. The page can display 20, 40, 80, or
100 shipping locations per page. A <Next> link appears when there is another
page of shipping locations and a <Previous> link appears when there is a
previous page of shipping locations.

11.3.2.

1/5/2017

Exceptions/Special Scenarios

o Select All checkbox: The select all checkbox is at the top of the checkbox

column. When the select all checkbox is selected, only the shipping locations on

the

page displayed are selected, not all the shipping locations.

o Saving File and Label Certification: When the user updates the status of either

the

file or label certification status for a shipping location, the change must be
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saved by the user. The user must select the checkbox of the shipping location,
change the statuses as desired, and select the “Save” button in order to save the
changes made.

o Select Category for filters: The user will receive an error message without
selecting a category when filtering.

e Bulk Import file format: The format of the data imported must match the template
format; otherwise the file will not be imported.

o Removing Added Locations: After adding a shipping location to the program,
neither the user nor the Help Desk can remove the location from the program.

o Page is updated for SBP and PRS programs with new instructions.

11.4. Help Desk Dependencies

11.4.1. File and Label Certification

If the Help Desk approves the certification submitted, the external user will see the
status of “Complete” on the Manage Shipping Locations page for both file and label
certification. Completion of the file and label certification for a shipping location
effectively adds that location to the program.

11.5. Post-Enrollment Functionality

After enrollment into a program, the user can search for and add shipping locations to the
program. As is the case prior to successful enrollment, neither the user nor the Help Desk
can remove a shipping location from a program once it has been added.

11.6. Pre-Prod Differences

Much of the Manage Shipping Locations functionality is disabled in the Pre-Production
environment. New MIDs cannot be created in Pre-Prod, and therefore, the “Request MID”
button is removed in the Pre-Prod environment. If an additional MID is required, new MIDs
created in the Production environment will display in the second table. Existing Production
MIDs can be linked to your Pre-Prod enrollment by selecting the MID from the second table
and select the “Link MID to Program” button in Pre-Prod.

In addition to disabling the Create MID functionality, new business locations cannot be
added in Pre-Prod. The “Add Locations” button is removed in the Pre-Prod environment.
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12. Manage Certifications page

12.1. General Purpose

The Manage Certifications page allows the user to maintain their certification profiles for a
given Shipping Services program (eVS, PRS, PMEM, SBP, BPOD or Tracking Only). The
user can view certification process and update File and Label Certification statuses.

12.2. Business Rules

12.2.1.  Availability

The Manage Certifications page is only accessible after a MID has been requested
within the Manage Shipping Locations or Manage Clients task. Access to the Manage
Certifications page is available via the link in the “Certifications” column on the Manage
Shipping Locations or Manage Clients page.

12.2.2. Required Components

In order for Overall Certification to be marked as Complete, the user must have at least
one certification type fully certified (if certification is applicable).

12.3. Page Features
12.3.1. Functionality

o Data Table: The table displays the Certification Type (determined by various
answers to the My Profile Survey and Certification Questionnaire), Label
Certification, File Certification, and the Overall Certification status.

e Label/File Certification drop-downs: The Label and File Certification drop-down
menus will initially display “Incomplete” for a MID. If the Help Desk updates the
Certification Test Kit task to “Complete”, these drop-downs will display “Pending”.
From either “Incomplete” or “Pending”, the customer can change the drop-down
to “Submitted” to signify that they have submitted the Test Kit for approval. Once
the Help Desk has received the Test Kit, they will mark the Label and File
Certification statuses as “Approved” or “Rejected”. If “Rejected”, the customer is
able to set the status to “Resubmitted”.

Manage Certifications

CRID 700208, MID 808114515

Showing 1-1of1
Certification Type Label Cert. File Cert. Overall Cert Status

7 01 - Tracking and Postage Complete || Complete | »| Complete

/50 Export options: CSV | Excel | XML

Save Close



Figure 12.1 - Manage Certifications: Label and File Cert columns

Overall Cert Status: Initial value for a MID Certification is “Pending”. Once the
Label/File certifications are complete, the overall Cert Status for that MID
Certification will be set to “Complete”. A Help Desk may update the overall Cert
Status to “Inactive” whenever that MID Certification is no longer being used.

Certification Type Label Cert. File Cert. Overall Cert Status

01 - Tracking and Postage Complete ¥ Complete v Inactive

Figure 12.2 - Manage Certifications: Label and File Cert columns

Save Button: The Save button is used to save any Certification Status changes
that are made. For instance, if the customer updates the Label Status from
Pending to Submitted, they must select the checkbox and click the Save button.
Close Button: The Close button navigates the customer back to the Manage
Shipping Locations page

12.4. Help Desk Dependencies

12.4.1.

1/5/2017

File and Label Certification

The completion of the file and label certification for a certification profile requires
action from both internal and external users. The certification process begins with
the completion of the Certification Questionnaire. Upon completion of the
guestionnaire, the Certification Test Kit status automatically changes from “Not
Available” to “Pending” if label and file certification are required. The Help Desk
must complete the Certification Test Kit task before the external user can submit
file or label certifications. If the user requests a MID for a shipping location before
the Help Desk completes the Certification Test Kit task, the file and label
certification statuses changes from “N/A” to “Incomplete.”

Once the Certification Test Kit task is complete, the external user can change the
“Incomplete” status of the file and label certifications to “Submitted.” After the file
and label certification have been submitted, the Help Desk is responsible for
rejecting or approving the certifications. The Help Desk updates the status to
“Pending” after receiving the files from the external user.

If the Help Desk rejects the certification submitted, the external user will see the
status of “Rejected” on the Manage Shipping Locations page for both file and
label certification. The external user can re-submit certification by selecting “Re-
submitted” from the drop down menus. Upon re-submission, the Help Desk can
either reject or approve the file and label certification.
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o If the Help Desk approves the certification submitted, the external user will see
the status of “Complete” on the Manage Shipping Locations page for both file
and label certification. Completion of the file and label certification for a shipping
location effectively adds that location to the program.

12.5. Pre-Prod Differences

No change in functionality in Pre-Prod.

13. Manage Payment Accounts

13.1. General Purpose

The purpose of the Manage Payment Accounts page is to link a permit, USPSCA, or
Federal Agency account to the program. The type of payment account depends on the
selected program or service.

Additionally, customers of certain Shipping services (eVS, PRS, and SBP) can use the
Manage Payment Accounts page in order to create new permits and/or CAPS accounts,
which may be required for participation in those services.

13.2. Business Rules
13.2.1. Availability

e The task is available for eVS, PRS, PMEM, and SBP after the Certification
Questionnaire, if applicable, is complete.
o The task is not available for Tracking Only enrollment.

13.2.2. Required v. Optional Components

The task is required for all programs/services for which it is available.
13.3. Page Features

13.3.1. Functionality for eVS, PRS, and SBP

o Checkboxes: Allow the user to select one or multiple permits.

e Link button: Allows the user to link selected permit to program.

e Unlink button: Allows the user to unlink selected permit from program.

o Filter button: Filters results based on filter textbox and category (CAPS Account,
Permit type, CRID, Status).
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Sorting: User can sort the table by any of the columns. The first time the column
header is selected, the results are sorted alphanumerically. The next time the
header is selected, the results are sorted reverse alphanumerically.

Pagination: The page displays the number of results being displayed in the
format ‘Showing 1-20 of 45’. The user is able to select a different amount of
records to display be selecting 20, 40, 60, 80, or 100 in the drop-down menu.
The <Previous and Next> links appear when additional pages of records exists.
Table display: The table will display the Permit number, the CRID associated to
the permit, the link status (Linked or Not Linked), the type of permit, the
ZIP/Postal Code of the permit, and the CAPS account associated with the permit.
For Pl accounts “Shipping Products Permit” will be populated with “Yes"/”"Ng”
indicator.

Create Permit: The “Create Permit” button allows customers to create a new
permit automatically via an electronic interface with PostalOne!_Customer can
reguest Shipping Product Pl account or Regular Pl account. When Shipping
Product Pl account is requested, optional “Return Account” tab is automatically
completed. (Figure 13.1.0).

Create CAPS Account: The Create CAPS Account functionality allows the user
to have the CAPS Admin group link existing CAPS accounts to their permit or
create a new CAPS account electronically through ACH Online, another USPS
application that is linked directly from Program Registration. After creating a new
CAPS account in ACH Online, users are directed back to Program Registration
where their new account information is displayed. (Figure 13.1.0)

Only MR Permit Type can be requested/ linked for SBP program (Figure 13.1.1).\
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UNITED STATES
POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN QUT
e —.
B
Electronic Verification System (eVS) _Back to Enrollment Home
Program
Summary Both a permitand CAPS (Centralized Account Processing System) account are required for participation in the
Electronic Verification System (e%'S). Packages shipped under this program will bear a permit imprint indicia to
indicate that postage has been paid. A permitis required to use this type of postage evidencing.
Payment for postage will be deducted at the time of mailing from your CAPS account. CAPS provides business
Additional mailers a centralized, convenient, and cost-effective way to pay for USPS products and services. USPS currently
Contact supports online creation of ACH Dehittype CAPS accounts.
Information ) )
Complete . Link 1 Unlink
e - Show All | - - v -
Certification Select Category _ Per Page:
Questionnaire Filter Permits: __ Filter | 20 v
Complete
Showing 1-10f1
Permit Account Permit Shipping Products Permit -
Manage CRID Number Type Permit Number | PErmitZIP|Status
Shlpp_lng e |20428314 97296 (CAPS) Pl Yes 2055 202600846 |Linked
Locations
’ .
B ‘What kind of Permit would you like to request?
— - Shipping Products Permit Imprint that can be used for out-bound and in-bound (Returns) Domestic
.
?1“;'(??“““ Parcels Only. No fees apply.
es I
Incomplete Regular Permit Imprint that can be used for out-bound mail only including Letters, Flats and Parcels.
Fees apply.
Create Permit
To open a new CAPS account to use for this program, select a Permit from the table above and the option below
Manage that describes the CAPS account you want to use for this program.
Payment i
Accounts ) I have a CAPS account number | would like to use for this program:
incormpiste
0K
Manage @) I need a new CAPS account:
Clients -
[ncomplste Create CAPS Account
Returns
Account
Complete
1
LEGAL ON USPS.COM ON ABOUT USPS.COM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer
Terms of Use » Buy Stamps & Shop » Newsroom Gateway »
FOIA » Print a Label with Postage » Mail Service Updates » Postal Inspectors »
No FEAR Act EEQ Data Customer Service » Forms & Publications » Inspectar General ;
Site Index » Careers s Postal Explorer
Copyright® 2016 USPS. All Rights Reserved.

Figure 13.1.0 - Manage Payment Accounts: eVS, PRS display
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E UNITED STATES
POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN OUT

‘

Back to Enrollment Home |

Scan Based Payment (SBP)

Program
Summary A permitis required for paricipation in Scan Based Payment (SBF). Packages shipped under this program will
bear return services (for return shipments) indicia to indicate that postage has been paid. A permit is required to
use this type of postage evidencing. Annual permit fee and account maintenance fee for Return Services permits
are waived for customers shipping at least one item per year.
Additional Payment for postage will be deducted at the time of mailing from your CAPS account. CAPS provides business
Contact mailers a centralized, convenient, and cost-effective way to pay for USPS products and services. USPS currently
Information supports online creation of ACH Debit type CAPS accounts.
Complete )
Link I Unlink
Certification Show All | —-Select Category-—- v -
Questionnaire Sl _ _ Per Page"
Complete Filter Permits: _ Filter 20
Showing 1-2 of 2
Manage Permit Account Permit Shipping Products Permit -
Shipping CRID @ Number Type Permit Number | PermitZIP| Status
B KT 20428314| 22676516 MR N/A 686001 |202600845| Not
Incomplete Linked
20428314 972596 (CAPS) Pl Yes 2065 202600846 .N ot
Manage ' Linked
Payment
Accounts To create a new permit, select the "Create Permit” button.

. :
Incomplete

,(::reate Permit

To apen a new CAPS account to use for this program, select a Permit from the table above and the option below
that describes the CAPS account you want to use for this program.

| have a CAPS account number [ would like to use for this program:

OK
| need a new CAPS account:

Create CAPS Account

Figure 13.1.1 - Manage Payment Accounts: SBP display

13.3.2. Functionality for PMEM

o Textbox: The user enters an USPSCA or Federal Agency account number in the
textbox.

e Drop-down menu: The user selects USPSCA or Federal Agency from the drop-
down menu.

e Validation errors: Appendix A contains the validations run against the textbox and
drop-down menu for PMEM.
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Filter button: Filters results based on the filter textbox and category (Account
Number, Account Type, or Status).

Sorting: User can sort the table by any of the columns. The first time the column
header is selected, the results are sorted alphanumerically. The next time the
header is selected, the results are sorted reverse alphanumerically.

Pagination: The page displays the number of results being displayed in the
format ‘Showing 1-20 of 45’. The user is able to select a different amount of
records to display be selecting 20, 40, 60, 80, or 100 in the drop-down menu.
The <Previous and Next> links appear when additional pages of records exists.
Table display: The table will display the Account Number, the account type
(USPSCA or Federal Agency), and the link status (Pending, Approved, or
Rejected).

Priority Mail Express Manifesting (PMEM) Unenroll | | Back to Enrollment Home

Program Enter USPS Corporate or Federal Agency Account(s)
Summary
123456 USPS Corporate Account ¥ Save

Additional Filter Accounts: Filter

Contact ) Per Page:| 20
Information Show All | --Select Category-—- ¥

Complete Showing 1-2of 2

v

PMEM Account Number Status Type
Contact 123 Approved Federal Agency
Information 123456 Pending USPS Corporate Account
Complete

Certification
Questionnaire
Complete

Manage
Shipping
Locations
Complete
1

Certification
Test Kit
Complete

Manage
Payment
Accounts
Complete

Figure 13.2 - Manage Payment Accounts: PMEM display

13.3.3. Exceptions/Special Scenarios

1/5/2017

For PMEM, when a payment account is added, its status is ‘Pending’ until the
Help Desk approves or rejects it. At least one payment account must be in the
status Approved for the Manage Payment Accounts task status to be Complete.
For SBP, only Permit Imprint (Pl) and Merchandise Return (MR) permits are able
to be used.
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13.4. Help Desk Dependencies

e The Help Desk is able to link and unlink payment accounts for eVS, PRS, and SBP
programs.

e For PMEM, the Help Desk must approve each USPSCA or Federal Agency account
added to the PMEM program through the ‘PMEM Pay Account’ task.

13.5. Post-Enrollment Functionality

o For eVS, PRS, and SBP, permits cannot be unlinked from the program after
enrollment. However, permits can be linked to the program after enrollment.

¢ For PMEM, payment accounts cannot be unlinked from the program after enroliment.
However, payment accounts can be linked to the program after enroliment.

13.6. Pre-Prod Differences

The Pre-Production Manage Payment Accounts functionality is similar to Production.
Production permits will not be useable in Pre-Prod, but Pre-Prod permits can be created
using the same “Create Permit” functionality that exists in Production. New Pre-Prod permits
can be linked in the same way permits are linked in Production. One key difference between
Pre-Prod and Production is CAPS Accounts cannot be created in Pre-Prod, therefore the
“Create CAPS” functionality does not display in Pre-Prod.
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14.

1/5/2017

UNITED STATES

POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN OUT
e —————————————
>3)

-

You are in the Preproduction Environment for Mailers
Parcel Return Service (PRS) Back to Enrollment Home

Program

Summary Both a permit and CAPS (Centralized Account Payment System) account are required for participation in Scan
Based Payment (SEP). Packages shipped under this program will bear a permit imprint (for outbound shipments) or
merchandise return (for return shipments) indicia to indicate that postage has been paid. A permit is required to use
this type of postage evidencing. Permit imprints require a one-time application fee to setup this indicia. Merchandise
Return permits require an annual permit fee and annual account maintenance fee

Additional

Contact Payment for postage will be deducted at the time of mailing from your CAPS account. CAPS provides business

Information mailers a centralized, convenient, and cost-effective way to pay for USPS products and services. We provide two
Complete account options - Prepaid (Trust) and ACH Debit.

Link Unlink
Certification

Questionnaire Show All[--Select Category— v/ Per Page:

EOmpl Filter Permits: | | Filter Iﬂl

Manage Showing 1-1 of 1
Shipping CRID Permit Account Number Permit Type Permit Number | Permit ZIP | Status

Locations @ | 507135 5423413419 Pl 914103 53859 Linked
Complete

1 i - e
To create a new permit, select the "Create Permit” button

Certification

Test Kit .

Complete Create Permit

Manage
Payment
Accounts
Complete

Figure 13.3 — Pre-Prod Manage Payment Accounts page

Manage Clients

14.1. General Purpose

The Manage Clients page allows the external MSP user to add client locations to a
Shipping Services program (eVS, PRS, PMEM, SBP, or Tracking Only). The user can
search for a specific client location, register new locations in Customer Registration, and

add locations to the program.
14.2. Business Rules

14.2.1. Availability

e The Manage Clients page is only available to users who designated themselves
as mail service providers (MSPs) in Customer Registration. Users may update
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14.2.2.

their MSP status by clicking on the link stating “Click here to view or update your
MSP indicator” on the Enrollment Home page.

The Manage Clients page is only accessible after the Certification Questionnaire
has been completed and does not display when the task displays on the Program
Summary page has a status of Not Available. Once the Certification
Questionnaire has been completed and the enroliment task status on the
Program Summary page updates to Incomplete, the tab appears with a status of
Incomplete.

Required Components

In order for the task to be marked as ‘Complete’ the user must have at least one
client location fully certified (if certification is applicable).

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 By/For MID has
been requested for at least one client location.

14.3. Page Features

14.3.1.

1/5/2017

Functionality

Data Tables: The two data tables display different information. The top table
displays client locations that the user has added to the program and the bottom
table displays the search results returned from the Search for Locations page. It
is important to note that the client locations in the top table are not fully registered
to the program. Registration is only complete after locations have been assigned
a MID and applicable label and file certifications are complete.

Request New MID

Filter Locations: Filter
Show Al --Select Category-- PerPage: 20 -
Only one MIDflocation for each MID User CRID can be selected at a time. Showing 1-2 of 2

MID MID User CRID MID User Company| MID User Address |Linked MID | Certifications

- 123456789 MNA 445 Cork Harbour Cir - 0 of 0 Complete
102610355 123456789 MA 445 Cork Harbour Cir - 1 of 1 Complete

Export options: CSV | Excel | XML | PDF

To add an existing MID to your Electronic Verification System (eVS) profile, select it below and click the "Link MID to
Program” button.

Link MID to Program
Showing 0-0of0

| MID | MID User CRID MID User Company Program Name

MNothing found to display.

Figure 14.1 - Manage Clients - Data table displays

Program Registration External Online Enrollment User

Guide v4.0 Page 69 of 104



1/5/2017

e Export options: The user can export the data in the tables to CSV, Excel, or XML
format by clicking the respective link underneath each data table.

e Pagination: The user can adjust the number of shipping locations displayed per
page with the Per Page drop-down menu. The page can display 20, 40, 80, or
100 shipping locations per page. A <Next> link appears when there is another
page of shipping locations and a <Previous> link appears when there is a
previous page of shipping locations.

e Request New MID button: The Request New MID button allows the user to
request a MID for a shipping location in the top table. The MID populates in the
MID column of the table, as shown below. Requesting a MID activates the
certification process, when applicable, by triggering the label and file certification
statuses to change from “N/A” to “Incomplete.”

Request New MID @
Filter Locations: Filter

Show Al --Select Category—- Per Page: 20 -

Only one MIDfAocation for each MID User CRID can be selected at atime. Showing 1-2 of 2
MID MID User CRID MID User Company| MID User Address |Linked MID| Cenrtifications

- 123456789 MNA 445 Cork Harbour Cir - 0 of 0 Complete

102610355 123456789 MA 445 Cork Harbour Cir - 1 of 1 Complete

Export options: CSV | Excel | XML | PDF

To add ap exgsting MID to your Electronic Verification System (eV'3) profile, select it below and click the "Link MID to
Program@ buston.

Link MID to Program

Showing 0-0of0
| MID | MID User CRID MID User Company Program Mame
Mothing found to display.

Figure 14.2 - Manage Clients: Request New MID button

o Linked MID column: The Linked MID column is populated if the Help Desk has
linked another MID with the shipping location. If no MID is linked with the
location, a “-" appears in the column.
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Request New MID

Filter Locations: Filter

Show All --Select Category—- -

Only one MIDflocation for each MID User CRID can be selected at a time.

PerPage: 20

Showing 1-2 of 2

MID MID User CRID MID User Company | MID User Address |Linked MID| Certifications
| - 123456789 MNA 445 Cork Harbour Cir - 0 of 0 Complete
7] (102610355 123456789 A 445 Cork Harbour Cir - 1 of 1 Complete

Export options: CSV | Excel | XML | PDF
To add an existing MID to your Electronic Verification System (eVS) profile, select it below and click the "Link MID ta
Program” button.
Link MID to Program

Showing 0-00of0
Program Name

01 [ mip | MID User CRID MID User Company

MNothing found to display.

Figure 14.3 - Manage Clients: Linked MID column not populated

Filters: The filters allow the user to filter the top table by address, CRID, or MID.
To filter by any category, the user should select the category from the drop down
menu, enter a valid keyword or number to search by, and select the “Filter”
button. For example, if the user wants to filter by the address 123 Main Street,
they would enter “123 Main Street” in the textbox, select Address from the
category drop-down and select the “Filter” button.

Request New MID

Filter Locations: Filter

Show All --Select Category——[| PerPage: 20 -

Only one MIDfAocz ,égil[r]ess RID can be selected at a time. Showing 1-2 of 2
MID MID User Company| WMIDUser Address |Linked MID| Certifications

(] - 123456739 MA 445 Cork Harbour Cir - 0 of 0 Complete

[7] 1102610355 123456789 MA 445 Cork Harbour Cir - 1 of 1 Complete

Export options: C5V | Excel | XML | FDF
To add an existing MID to your Electronic Verification System (eVS) profile, select it below and click the "Link MID to
Program” button.
Link MID to Program

Showing 0-0of 0
Program Name

MID User CRID MID User Company

1 | w |

MNothing found to display.

Figure 14.4 - Manage Clients: Filter display

o Certifications: The Certifications column displays a link th vigates the user to

the Manage Certifications page. The link shows the numb
that have completed the certification process out o
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certifications (i.e.: 2 of 3 Complete for users who have 2 certifications complete of

3 total).
Only one MID/location for each MID User CRID can be selected at a time. Showing 1-2of 2
MID MID User CRID MID User Company| MID User Address (Linked MID| Certifications
- 123456789 NA 445 Cork Harbour Cir - 0 of 0 Complete
102610355 123456789 MA 445 Cork Harbour Cir - 1 of 1 Complete

Export options: CSV | Excel | XML | PDF
To add an existing MID to your Electronic Verification System (eV'S) profile, select it below and click the "Link MID to
Program” button.
Link MID to Program

Showing 0-00of D
| MID | MID User CRID MID User Company Program Name
Nothing found to display.

Looking for a location that is not displayed above? Click the "Add Locations™ button. Add Locations

Figure 14.5 - Manage Clients: Certifications Link

e Add Locations Button: The user can search for (and add) client locations that are
not already listed in the top table. Selecting the “Add Locations” button directs the
user to the Search for Locations screen (described below).

e Search for Client Locations screen: The user can search for an individual location
by address (Address 2 field not required) or by MID User Crid.

e The user can bulk import multiple locations by browsing for a file to import. A link
to the appropriate template to use is provided.
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Search for Client Location

The fields required to search for an existing location by company are noted below. If your location is not found, it
will be added to the list of locations on the previous page.

Company Name:*

Country:* UNITED STATES M
Address 1%

Address 2

City:*

State:” --Please Select a State-- v

ZIP/Postal Code:®

Search

Search for Client Location by MID User CRID
MID User CRID:
Search
Bulk Import Shipping Locations Download Template

Please note that processing files with a large number of records takes time. During this process, you can
continue to work in the application. Records will become available as they are processed. Return to this page to
see the overall progress of your upload.

File Name: Browse... | No file selectad.

Import

Showing 0-0 of

[1] mpusercriD MID User Company MID User Address | Status | Action

Mothing found to display.

Add Locations

Figure 14.6 - Manage Clients: Search for Client Locations screen

The search results will display in the bottom table of the main Manage Clients
page with a status of Found (i.e., the location already exists in Customer
Registration), Multiple Found (i.e., multiple location matching the search criteria
exist in Customer Registration), or Not Found (i.e., the location does not exist in
Customer Registration). Under the Action column, the user can select the “Edit”
link to return to the Search for Clients screen to edit search criteria.

e Add Locations button: By selecting the checkbox of a location, and clicking the

Add Locations button, the user can add a location from the search results to the
top table of the previous screen. If the location has a status of “Not Found”, the
location will be registered in Customer Registration upon selecting the button.

e Business Verification screen: Once a new location is submitted and successfully

added to our records, the user may be prompted with a new screen in which the
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user is asked to select a business location from our existing records. This
information is used by USPS while verifying user’s business name and address.
The selected choice will not impact user’s mailing address.

UNITED STATES
POSTAL SERVICE » USPS.COM | GATEWAY | HELP | SIGN OUT
e
N |
>>]
Electronic Verification System (eVS$) Back to Enrollment Home
Program Business Verification
Summary ) .
Y our company information is successfully added fo our records.
Mow, please help us verify your business name and address. Making a selection will not impact your mailing
address.
Additional
Contact .
Information Existing Records
Complete COMPANY NAME ADDRESS LINE1 CITY STATE ZIp
= | Accenture 901 D 5t Washington DC oc 20016
Certification Booz 901 C St Washington DC DC 20016
Questionnaire JuanPT3 Company 10 June St. Alexandro VA 23223
Complete
Mone of the above
OK
Manage
Shipping
Locations
Incomplete

Figure 14.7 - Manage Clients: Business Verification

14.3.2. Exceptions/Special Scenarios

1/5/2017

e Select All checkbox: The select all checkbox is at the top of the checkbox

column. When the select all checkbox is selected, only the client locations on the
page displayed are selected, not all the client locations.

e Saving File and Label Certification: When the user updates the status of either

the file or label certification status for a shipping location, the change must be
saved by the user. The user must select the checkbox of the client location,
change the statuses as desired, and select the “Save” button in order to save the
changes made.

e Select Category for filters: The user will receive an error message without

selecting a category when filtering.

¢ Bulk Import file format: The format of the data imported must match the template

format; otherwise the file will not be imported.

¢ Removing Added Locations: After adding a client location to the program, neither

the user nor the Help Desk can remove the location from the program.
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14.4. Help Desk Dependencies

14.4.1.

File and Label Certification

The completion of the file and label certification for a shipping location requires
action from both internal and external users. The certification process begins with
the completion of the Certification Questionnaire. Upon completion of the
guestionnaire, the Certification Test Kit status automatically changes from “Not
Available” to “Pending” if label and file certification are required. The Help Desk
must complete the Certification Test Kit task before the external user can submit
file or label certification. If the user requests a MID for a shipping location before
the Help Desk complete the Certification Test Kit task, the file and label
certification statuses changes from “N/A” to “Incomplete.”

Once the Certification Test Kit task is complete, the external user can change the
“Incomplete” status of the file and label certifications to “Submitted.” After the file
and label certification have been submitted, the Help Desk is responsible for
rejecting or approving the certifications. The Help Desk updates the status to
“Pending” after receiving the files from the external user.

If the Help Desk rejects the certification submitted, the external user will see the
status of “Rejected” on the Manage Shipping Locations page for both file and
label certification. The external user can re-submit certification by selecting “Re-
submitted” from the drop down menus. Upon re-submission, the Help Desk can
either reject or approve the file and label certification.

If the Help Desk approves the certification submitted, the external user will see
the status of “Complete” on the Manage Shipping Locations page for both file
and label certification. Completion of the file and label certification for a shipping
location effectively adds that location to the program.

14.5. Post-Enrollment Functionality

After enrollment into a program, the user can search for and add client locations to the
program. As is the case prior to successful enrollment, neither the user nor the Help Desk
can remove a client location from a program once it has been added.

14.6. Pre-Prod Differences

The Manage Clients tab Pre-Prod functionality has the “Create MID” and “Add Location”
functionality disabled like the Manage Shipping Locations tab. The “Request MID” and “Add

Locations”

1/5/2017

buttons are removed in Pre-Prod.
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15. BPOD Agreement
15.1. General Purpose

The BPOD Agreement task is a required step in the enroliment process for Bulk Proof of
Delivery.

UNITED STATES

POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN OUT
B
Tees———————_————
T
:-:_-f.l

BPOD Agreement

Signature 1. How would you like to receive your Bulk Proof of Delivery (BPOD) Records?

Receipt @ signature Extract File
(Complate) ® oo

- Save & Close Save & Continue
Signature

Parsing
(Complete)

Mail Service
Provider
(Complete)

Payment
Options
(Complete)

Final
Signature
(Complete)

Figure 15.1 - BPOD Agreement
15.2. Business Rules

15.2.1. Availability

e The BPOD Agreement is available if the user is enrolling in BPOD. It is not
available if the user is enrolling in any other program.

15.2.2. Required v. Optional Components

Each question displayed in the BPOD Agreement must be answered and saved in order
for the task status to change to “Complete”.

1/5/2017 Program Registration External Online Enrollment User

Guide v4.0 Page 76 of 104



15.3. Page Features
15.3.1. Functionality

e Save & Continue button: Users can save their answers and continue to the next
incomplete question.

e Save & Close button: Users can save their answers and return to the Program
Summary page.

e Navigation: The user may navigate between questions by selecting the
appropriate questions tab in the agreement task.

15.3.2. Exceptions/Special Scenarios

If the user attempts to navigate away from a question before saving their answer, a pop-
up window displays informing the user if they would like to save their answer before
leaving the questionnaire.

15.4. Help Desk Dependencies

15.4.1. Help Desk view and edit capabilities

The Help Desk can view and edit specific questions in a user's BPOD information via
the BPOD tab on the MID Certification task.

15.5. Post-Enrollment Functionality

Once the user has successfully enrolled in a Shipping Service, the user will not be allowed
to modify their answers in the BPOD Agreement. All their saved answers will be locked in
and the radio buttons for each question will be disabled. The user can request changes to
specific questions through the Help Desk.

15.6. Pre-Prod Differences

No change in functionality in Pre-Prod.

16. Transition Locations

16.1. General Purpose

The Transition Locations task is a required step in the enrollment process for Transition to
IMpb. This task allows the customer to opt to transition their MIDs with legacy certification
types to IMpb (Intelligent Mail package barcodes) certification types.
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R RRERPRPPPERRES——————————
[N

=)

i

Transition to IMpb Back to Enrollment Home
Program
summary In order to transition to an IMpb file for the MIDs in the table below, click the Transition to IMpb button. Transitioned
MID's will require certification.
Showing 1-3aof3
T ——— CRID Program MID 6-digit MID | Transition to IMpb | Certifications
Locations 700210 Parcel Return Semnice (PRS) 194235714 - Complete Certifications
Incormplete 700210 Tracking Only 869184980 - Pending Certifications
700210| Electronic Verfication System (eWS) 900000243 - Pending Certifications
Profile ,:Transition to IMph |
Updates
Complete

UNITED STATES
POSTAL SERVICE « USP3.COM | GATEWAY | HELP | SIGN OUT

Figure 16.1 - Transition Locations task

16.2. Business Rules

16.2.1.

Availability

The Transition Locations task is available within the Transition to IMpb program,
whenever the Transition to IMpb program is available: when a customer has at least one
MID with a legacy certification type.

16.2.2.

Required v. Optional Components

The task is required for the Transition to IMpb program.

16.3. Page Features

16.3.1.

1/5/2017

Functionality

Data table: The table displays Master MIDs for each program where the Master
MID or any child MID has a legacy Certification type. The “Transition Status”
column will display a “-“before the transition process has begun. Once the
process is started, the status will be “Pending” until all MIDs are certified, at
which time the status is “Complete”.

Transition button: Allows the customer to opt to transition their MIDs.
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16.3.2. Exceptions/Special Scenarios

If the user has already opted to transition their MIDs for one program to IMpb, and they
then receive MID(s) for another program, they will need to click the Transition Locations
button again to transition the new MIDs.

16.4. Help Desk Dependencies
16.4.1. Help Desk view and edit capabilities

The Help Desk is able to do the same process for transitioning MIDs that the customer is
able to do via the View/Edit Customer screen and the Transition Locations task.

16.5. Post-Enrollment Functionality
N/A
16.6. Pre-Prod Differences

No change in functionality for Pre-Prod.

17. Update Profile

17.1. General Purpose

The Update Profile task is a required step in the enrollment process for Transition to
IMpb. This task allows the customer to change their My Profile Survey answers for Malil
Classes and Additional Services. These questions will appear on the Update Profile
page and save to the My Profile Survey.
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UNITED STATES
POSTAL SERVICE » USPS.COM | GATEWAY | HELP | SIGN OUT

B = §
>3]

Program 1. Which Domestic Mail classes are you shipping? (Select one or more r.:ptir.:ns]
Summary First-Class Mail

[T priority Mail

[ priority Mail Express
Transition [l usps mMarketing Mail
Locations [ Parcel select
Complete )

[l usps Retail Ground

[ Library Mail
Profile [ vedia mail
Updates "I Bound Printed Matter
Incomplete

2. What services would you like to use?

USPS Tracking

[[usps signature

[ registered Mail

[ certitied Mail

|:| Insurance

[T collect on Delivery (COD)

DNone

Save & Continue

Figure 17.1 - Profile Updates task

17.2. Business Rules

17.2.1. Availability

The Update Profile task is available within the Transition to IMpb program, whenever the
Transition to IMpb program is available: when a customer has at least one MID with a
legacy certification type.

17.2.2. Required v. Optional Components

The task is required for the Transition to IMpb program.

17.3. Page Features

1/5/2017

17.3.1. Functionality

Save & Continue button: Users can save their answers and continue to the Program
Summary page.
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17.3.2. Exceptions/Special Scenarios

If the answers the user select makes additional questions necessary, these questions
will display on the page and the user must answer these before completing the task.

17.4. Help Desk Dependencies
17.4.1. Help Desk view and edit capabilities
The Help Desk is able to view the My Profile Survey answers on the “Survey Results”.
17.5. Post-Enrollment Functionality
N/A
17.6. Pre-Prod Differences

No change in functionality in Pre-Prod.
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18. PMEM Contact Task

18.1. General Purpose

The PMEM Contact Task is specific to the program and serves an electronic way to submit
information contained in page 4 of the PS 5550 form.

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

00—~
_
3|

Company Company Contact Information
Contact B Company Mame:*
Infermation
Incormplete Address Line 1:*
Address Line 2:
Post Office .
Contact City:
Incamplete State* |- Please Select a State |Z|
ZIP Code™
District Phone Number:*

Business Mail

FPh Mumber Ext:
Entry Contact one Numaer

Incomplete Email:*
EMCA Number?®
Customer Monthly Projected
Relations Valume-*
Contact
Incarmplete Required fields are marked with *
USPS Sales Save & Continue Save & Close
Contact
Optional

Figure 18.1 — PMEM Contact Task

18.2. Business Rules
18.2.1. Availability
The PMEM Contact Task becomes available upon beginning enrollment.
18.2.2. Required
This task is required to complete PMEM enrollment.
18.3. Page Features
18.3.1. Functionality

The page displays 5 tabs containing the tabs listed below. Each tab contains the
following fields: Name, Address 1, Address 2, City, State, ZIP Code, Phone Number,
Phone Number Ext, and Email.
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¢ Company Contact (Required)
Additional Fields:

0 USPSCA Number
= This field is required if an USPSCA number does for the CRID
does not currently exist in Program Registration.

o0 Monthly Project Volume
= The value for this data is emailed to a USPS representative who
collects this information.
e Post Office Contact (Required)
e District Business Mail Entry Contact (Required)
¢ Customer Relations Contact (Required)
e USPS Sales Contact (Optional)

18.4. Help Desk Dependencies

The PMEM Contact Task is available for the Help Desk to modify or enter PMEM contact
information. It can be modified by the Help Desk in two places, listed below.

18.4.1. MID Certification Task - PMEM Contact Information tab

For each PMEM MID Certification task, there exists a PMEM Contact Information Tab.
The tab contains the same fields as listed in 9.3.1. Any changes made in the MID
Certification Task only apply to the MID.

18.4.2. PMEM Contact Task — Stand alone

In addition to the MID Certification Task PMEM Contact tab, there is also a standalone
PMEM Contact Task available to the Help Desk. Any changes made to the PMEM
Contact Task will apply to all of the MIDs linked to the customer’'s PMEM program.

*The PMEM Contact data does not get sent to external systems.
18.5. Post-Enrollment Functionality
N/A
18.6. Pre-Prod Differences

No change in functionality in Pre-Prod.
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19. One-Click Enrollment

19.1. General Purpose

“One-Click Enrollment” is a simplified sign-up process that assigns default settings to an
eligible customer’s My Profile Survey and Certification Questionnaire and uses their primary
contact information as the technical contact information. When the customer chooses to
enroll in a program that is one-click eligible, the Survey, Questionnaire, and Alternate
Contact Information tasks are already complete upon entry into Program Registration.

When using One-Click Enrollment to CNSB Pro™ user will have to complete Right-Sizing
Software screen first:

CNSBE PRO
Enrolliment RIGHT-SIZING YOUR POSTAL SOFTWARE

Let the Postal Service® help you choose the right software for your shipping needs:

Click-N-Ship Business Pro is for small to medium size businesses shipping a minimum of 50 pieces
or 50 pounds.

1. Click-N-Ship Business Pro™
Ifyou are a business customer shipping 2 minimum of 50 pieces or 50 pounds (approximately 20 pieces)
in a typical mailing then Click-N-Ship Business Pro™ may be the solution for you. Click-N-Ship Business
Pro™ is free manifesting software from USPS®& which can create domestic and international shipping
labels paid for with your USPS® CAPS (ACH-Debit) account.

During the Click-N-Ship Business Pro™ enrollment process a Permit will be automatically assigned to
your account. This Permit is used to make sure your account is billed correct. To assign your accountthe
correct permittype, please select the statement that best describes your shipping plans.

I plan to ship (outbound) domestic parcel products and receive (inbound returns) domestic parcel
products only, using a Shipping Product Permit Imprint. No permit fees apply.

I plan to ship (outbound) domestic parcel products only, including Letters and Flats. Permit fees
might apply
To continue with your Click-N-Ship Business Pro™ enroliment, please enter your projected shipping

volume and click the "Continue” button to continue enroliment.

Continwe | Back )

Online Postage is for small businesses shipping a few packages and who do not require a manifest.

a

Online Postage

Ifyou are looking for easier way to ship with the USPS® including creating shipping labels with your
computer, paying for with credit card, or with PayPal account, then Cnline Postage may be the solution for
you. Oceasional shippers, small or home office shippers and even large business can meet their shipping
needs with easy-to-use USPSE COnline Postage applications, such as Click-N-Ship. For more information
on all the USPS Cnline Postage products, please visit hitp fwwww usps com

Figure 19.1 — CNSB Pro™ Right-Sizing Software screen
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Upon a one-click enrollment program for the first time, the customer will be directed to the
One-Click Confirmation page, which allows him or her to review the defaulted settings.

5

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

>

Congratulations, you are now enrolled in Electronic Verification System (eVS).

Az part of your enrollment in this program, you are able to take advantage of many service options offered by USPS.

The tables below will provide you with more information

Your Profile

Customer type: s Other

Letters/PostcardsiFlats
Domestic Packages

Mail type:

: . . + First-Class Mail
Domestic mail classes: « Priority Mail
Priority Mail Open & Distribute (PMOD): « Mo

Delivery Confirmation

Senvicss: « Signature Confirmation
Bulk Proof of Delivery (BPOD) semvice: * No
Payment method: « Permit Imprints
eVs: + Yes
. Edit Profile
Certification Questionnaire
Electronicfile fransmission: * Yes

Secured File Transfer - A52
Printing Your Own Labels

Transmission method:

Barcoded label generation method:

Software vendor: * Mo
Electronic File Version 1.6 - EDI Transaction 215

File format:

Trarkina andinr nnctana infarmatinn mathnd Sarirad Fila Trancfar - 429

Figure 19.2 — One-Click Confirmation Page

Now, users can download Client Application directly from the enroliment screen

1/5/2017

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

el
>3

Click-N-Ship | Business Pro™ . Program Settings _Back to Enrolliment Home
Program

Surl?ma To access the client application for this program, use the button below to save the install file to your computer. After

4 the download is complete, run the install file, and follow the on screen prompts to complete the installation.
Howto Ship:
(Be sure to disable Test Printing Mode under Edit - Preferences within software)
s telitiznc 1. Enterthe destination address
Contact i 2. Specify package details: Mail Class, Services and Weight
Information 3. Printyour label
Complete 4. When all ofthe day’s packages are labeled and ready to ship, submit the shipment for postage payment by
going to Tools and clicking Submit Manifest
Ma_naq_e Note: Upon successful download, you will need to do a one-time configuration using your profile information. By
Shlpp_"‘ﬂ default, the software will begin printing test labels only
Locations
Complete i A A
2 ] Download Client Application
Manage
Payment
Accounts
Complete
1

Download
Client
Application
Available
Patirne hd

Figure 19.3 — CNSB Pro™ download Client Application page

Program Registration External Online Enrollment User
Guide v4.0

Page 85 of 104



19.2. Business Rules
19.2.1. Availability

e One-Click Enrollment is only available for new customers (i.e. those with
incomplete My Profile Surveys)

e One-Click Enrollment is available only for Click-N-Ship Business Pro (CNS BPro)
and eVS as of June 2014.

e There are two ways to access one-click enrollment:

o Direct link: To enroll in a one-click program, the customer may be able to
click the “Go To Service” link on the BCG for CNS BPro or eVS. If one-
click is enabled and the direct link is configured to point to Program
Registration the customer will be automatically enrolled through the
Certification Questionnaire step.

Click-N-Ship Business Pro™ more info> [0 T0 sERvicE |
Figure 19.2: Direct link to a one-click program

0 One-Click Enrollment Landing Page: Customers may also enroll in a
program using the one-click method by selecting the one-click enabled
program from the dropdown menu on the One-Click Enrollment Landing
Page. Selecting a non-one click program or the “I don’t know” button will
take the user directly to the My Profile Survey or the Enroliment
Homepage, respectively.

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

Y
Select the applicable program and mailer type below to begin enrollment.
Program: | Electronic Verification System (eV'S) v | [_Idon't know

Continue

Figure 19.4: One-click landing page

19.2.2. Required v. Optional Components

e CNS BPro customers are required to use one-click enrollment.
e ¢eVS customers can enroll using the one-click method or via the standard
enrollment process.
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19.3. Page Features
19.3.1. Functionality

e One-Click Landing Page

o0 Program Dropdown: Users can select which program they want to enroll
in, if known.

0 Continue button: Users can submit their program selection.

o | don’t know button: Users can bypass the program selection option if
they are unsure of what they want to enroll in or what they are eligible to
enroll in.

¢ One-Click Confirmation Page

o Edit Profile button: Direct link to the My Profile Survey so that customers
can update their profile information.

o Edit Questionnaire button: Direct link to the Certification Questionnaire so
that customers can update their profile information.

0 Continue: Users can continue into Program Registration without making
any changes.

19.3.2. Exceptions/Special Scenarios

o Users will be able to edit their profiles if any of the default settings do not apply to
them. The only exception to this is CNS BPro, where customers are not allowed
to update their profiles.

e The one-click enrollment process for CNS BPro also includes auto-request and
auto-certification of a MID and auto-creation of a new permit specifically for CNS
BPro use.

19.4. Help Desk Dependencies

19.4.1. Help Desk view and edit capabilities

The Help Desk is able to modify the default settings for each program’s My Profile
Survey and Certification Questionnaire. The updated defaults will apply to any future
customers who enroll in the program via the one-click process.

19.5. Post-Enrollment Functionality
N/A
19.6. Pre-Prod Differences

One Click enroliment functions similarly in Pre-Prod. As mentioned in section 3, the “Online
Enrollment” link from the Production “Pre-Prod Environment” tab will redirect a user to the
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Pre-Prod One Click Landing page. The Pre-Prod One-Click Landing page functions the
same as the Production One Click Landing page.

20. Returns Account

20.1. General Purpose

The purpose of the Returns Account page is to allow a user to enroll in SBP Returns with
his/hers eVS, CNSB Pro, and PC Postage.

Additionally, customers can use the Returns Accounts page in order to create new MR
permits and/or CAPS accounts, which may be required for participation in those services.

20.2. Business Rules

20.2.1. Availability

e The task is available for CNSB Pro and PC Postage after the Certification
Questionnaire is complete

e The task is available for eVS after the Certification Questionnaire is complete and
the user has answered “USPS Returns Packages” to the “What type of mail do
you want to ship” question in the My Profile Survey

20.2.2. Required v. Optional Components

The task is optional for all programs/services for which it is available.
20.3. Page Features
20.3.1. Functionality for eVS, CNSBPro and PC Postage

o RadioButtons: Allow the user to select a permit.
Note: When selecting a Pl permit from this page, a message shows up under the
Link/Unlink buttons. See examples in Figure 20.1.0 and Figure 20.1.1. The
message in Figure 20.1.0 displays for any program other than CNSBPro. The
message in Figure 20.1.1 only displays for CNSBPro.

e Link button: Allows the user to link selected permit to program.
Note: PI permits cannot be linked from this page. For CNSBPro, you will be
directed to contact the Help Desk if linking is required. For any other program,
you will be directed to the Payment Accounts tab to link such permits.

e Unlink button: Allows the user to unlink selected permit from program.
Note: PI permits cannot be unlinked from this page. For CNSBPro, you will be
directed to contact the Help Desk if unlinking is required. For any other program,
you will be directed to the Payment Accounts tab to unlink such permits.
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Filter button: Filters results based on filter textbox and category (CRID, Permit
Account Number, Permit Number, Permit Type, Status)

Sorting: User can sort the table by any of the columns. The first time the column
header is selected, the results are sorted alphanumerically. The next time the
header is selected, the results are sorted reverse alphanumerically.

Pagination: The page displays the number of results being displayed in the
format ‘Showing 1-20 of 45’. The user is able to select a different amount of
records to display be selecting 20, 40, 60, 80, or 100 in the drop-down menu.
The <Previous and Next> links appear when additional pages of records exists.
Table display: The table will display the Permit number, the CRID associated to
the permit, the link status (Linked or Not Linked), the type of permit, “Shipping
Product Permit” indicator, the ZIP/Postal Code of the permit, and the CAPS
account associated with the permit.

Create Permit: The “Create Permit” button allows customers to create a new
permit automatically via an electronic interface with PostalOne!_Both MR and
existing Shipping Pl accounts can be linked to the program.

Create CAPS Account: The Create CAPS Account functionality allows the user
to have the CAPS Admin group link existing CAPS accounts to their permit or
create a new CAPS account electronically through ACH Online, another USPS
application that is linked directly from Program Registration. After creating a new
CAPS account in ACH Online, users are directed back to Program Registration
where their new account information is displayed.
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UNITED STATES

POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN OUT
e —————
>)

Electronic Verification System (eVS) Unenroll | .:Back to Enrollment Home |

Program

Summary Both a permit and CAPS (Centralized Account Processing System) account are required for participation in eVv's
Returns. Packages shipped under this program will bear a return services indicia to indicate that postage has
been paid. A permitis required to use this type of postage evidencing. Annual permit fee and account
maintenance fee for Return Services permits are waived for customers shipping at least ane item per year.

Additional Payment for postage will be deducted at the time of mailing from your CAPS account. CAPS provides business

Contact mailers a centralized, convenient, and cost-effective way to pay for USPS products and services. USPS currently

Information suppaorts online creation of ACH Debit type CAPS accounts.

Complete

Link  J(  Unlink

Certification To Link or Unlink Shipping Products Permit, please use Manage Payment Accounts tab
Questionnaire

Complete Show All | -Select Category— v . Per Page:
Filter Permits: . Filter 20 v
Manage Showing 1-2of2
Shipping Permit Account Permit Shipping Products Permit s
(i CRID & Number e Permit Number |PermitZIP| Status
Complete Not
20476984 22682085 MR NIA 711001  |202600846| .

13 Linked
Certification ® |20476984| 97255 (CAPS) Pl Yes 2099 202600846| Linked
Test Kit
Complete To create a new permit, select the "Create Permit” button.

_@:rea‘te Permit)

Manage ) ) )
Payment Creation of new CAPS Account is restricted to CRIDs that do not have any CAPS account.
Accounts
Complete : a a

1 C
Returns IR 3
Account S '
Complete

1 eed anew CAPS 2

Figure 20.1.0 — Returns Account
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UNITED STATES

POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN OUT
e
 —
==

Click-N-Ship | Business Pro™ ~ Program Settings | | Back to Enrollment Home

Program
Summary Both a permit and CAPS (Centralized Account Processing System) account are required for participation in Click-

M-Ship Business Pro (CNS BPro) Returns. Packages shipped under this program will bear a return services

indicia to indicate that postage has been paid. A permit is required to use this type of postage evidencing.

Payment for postage will be deducted at the time of mailing from your CAFS account. CAPS provides business
Additional mailers a centralized, convenient, and cost-effective way to pay for USPS products and services. USPS currently
Contact supports online creation of ACH Debittype CAPS accounts.
Information ) .
Complete _ Link J__ Unlink

To Link or Unlink Shipping Products Permit, please contact the Help Desk
Manage ) .
Shipping Show All | -Select Category- ¥ . Per Page:
Locations Filter Permits: Filter | 20 v
Incomplete '

Showing 1-20f2
Manage CRID Permit Account Permit Shipping Products Permit Permit (o oo
Payment Number Type Permit Number ZIp
gccolut“ts 701015 226200 MR NJA 408294 20260 |Linked
e , Lo [701015] 21033 (CAPS) Pl Yes B77504 20260 |Linked
Manage ) ) " -
Clients To create a new permit, selectthe "Create Permit” button.
Incomplete Create Permit
Creation of new CAPS Account is restricted to CRIDs that do not have any CAPS account.
Returns
Account To apen a new CAPS accountto use for this program, selecta Permit from the table above and the option below
Complete that describes the CAPS account you want to use for this program
.1 o AP o =1 e

Figure 20.1.1 — Returns Account

20.4. Help Desk Dependencies
e The Help Desk is able to link and unlink MR payment accounts
20.5. Post-Enrollment Functionality

e MR permits cannot be unlinked from the program after enrollment. However, permits
can be linked to the program after enrollment.

20.6. Pre-Prod Differences

The Pre-Production Manage Payment Accounts functionality is similar to Production.
Production permits will not be useable in Pre-Prod, but Pre-Prod permits can be created
using the same “Create Permit” functionality that exists in Production. New Pre-Prod permits
can be linked in the same way permits are linked in Production. One key difference between
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Pre-Prod and Production is CAPS Accounts cannot be created in Pre-Prod, therefore the
“Create CAPS” functionality does not display in Pre-Prod.

UNITED STATES
POSTAL SERVICE« USPFS.COM | GATEWAY | HELP | SIGN OUT
Fe e s
[ Y
>=|
You are in the Pre-Production Environment for Mailers
Electronic Verification System (eV5) Back to Enrollment Home
Program
Summary Both a permit and CAPS (Centralized Account Payment System) account are required for paricipation in the
Electronic Verification System (eV'S). Packages shipped under this program will bear a permit imprint indicia to
{l»._-,J indicate that postage has been paid. A permitis required to use this type of postage evidencing.
Payment for postage will be deducted at the time of mailing from your CAPS account. CAPS provides business

Additional mailers a centralized, convenient, and cost-effective way to pay for USPS products and services. USPS currently
Contact supports online creation of ACH Debit type CAPS accounts.
Information i -
Complete : Link /I Unlink

L= { ) g .
Certification Show All | -Select Category v . Per Page:
Questionnaire Filter Permits: _ Filter | 20 v
Complete

Showing 1-1af1
CRID Q Permit Account Number Permit Type | Permit Number | Permit ZIP Status
Manage « | 805134 None Pl 592671 20260 | Not Linked
Shipping
Locations . .
Complete To create a new permit, select the "Create Permit” button.
1 ) ;

Manage Create Permit,
Payment
Accounts

Incomplete

Returns
Account
Ciptional

Figure 20.2 — Pre-Prod Returns Accounts

21. Manage API Home Page

21.1. General Purpose

The Manage APl Home Page displays a list of USPS Application Programming Interfaces
(APIs) for which the customer is able to sing up. The page shows all of the available APIs
with corresponding statuses for a user.
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UNITED STATES
POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN OUT
_— — —
N |
[ Y
>

v

The following Application Programming Interfaces (APIs) allow integration of USPS data into customer's software
MANAGE APIS g or system application. The two systems can exchange data without a user manually entering data inta their
system.

Select the API below that you would like to use.

[+] Commercial Package Intercept APl - ENRCLLED

Figure 21.1 — Manage APl home page

21.2. Business Rules

21.2.1. Availability

The Manage APl Home Page is always displayed upon clicking the “Manage APIs” link
from the BCG. Additionally, the user can click the “Return to Enroliment Home” button on
any screen to return to the Home Page.

21.2.2. Required v. Optional Components

N/A
21.3. Page Features
21.3.1. Functionality

e Upon first entering Manage APIs, a list of APIs is displayed, with status
“AVAILABLE".

e A “+” symbol next to each APl name will expand and display a detailed
description of the API.

e Clicking on the APl name link will take the user to the APl Summary Screen and
display the sign up steps.

21.4. Help Desk Dependencies

N/A
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21.5. Post-Enrollment Functionality
Same as pre-enroliment.
21.6. Pre-Prod Differences

NA

22. APl Summary

22.1. General Purpose

APl Summary page provides users with a description of the API, API Enrollment status and
Enroliment steps. The API Summary page is the hub of the enrollment process, providing
links to other important pages and displaying the current status of each enroliment task.

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

.__________________________________________________________________|
>3)

Commercial Package Intercept API _:Back to Enrolliment Home |
Program Commercial Package Intercept API
Summary Overview
CPI APl is an Application Programing Interface (AFPI) that automates USPS Package Intercept requests for PC
Postage vendors and commercial customer's in-house systems without accessing the online user interface on

BCG.
Select Enrollment Status - In Progress - 0 out of 2 steps completed
Location Flease complete all of the steps below to enroll.
Incomplete
Enrollment Steps (2)
[+] Select Location - lncomplete
[+] APl Manage Payment - Mot Available
LEGAL ON USPS.COM ON ABOUT.USPS.COM (OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer
Terms of Use » Buy Stamps & Shop » Newsroom » Gateway »
FOIA Print a Label with Postage » Mail Service Updates » Postal Inspectors »
Mo FEAR Act EEO Data » Customer Service » Forms & Publications » Inspector General »
Site Index » Careers » Postal Explorer »

Copynight® 2015 USPS. All Rights Reserved.

Figure 22.1 —API Summary home page — new enrollment .
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UNITEDSTATES
POSTAL SERVICE » USPS.COM | GATEWAY | HELP | SIGN OU°

I EEEEE———————_——_—_—_—_—_—_—_—_—_—_—_—_—_—_—____—_—_—___________—_——_—_———_—~—~—~————~———~—~—~——~—~————~——————————————————""""""""""""..
>3
/

Back to Enrollment Home |

Commercial Package Intercept API

Program Commercial Package Intercept API

5ummar!,- Overview
CPI APl is an Application Programing Interface (AFI) that automates USFS Package Intercept requests for FC
Postage vendors and commercial customer's in-house systems without accessing the online user interface an

BCG.
Select Enroliment Status - Enrolled - 2 out of 2 steps completed
Location Congratulations! You are enrolled in the AP
Complete
Enroliment Steps (2)
[+] Select Location - Complete
APl Manage [+] APl Manage Fayment - Complete
Payment
Complete
LEGAL ON USPS.COM ON ABOUT USPS.COM OTHER USPS SITES
Privacy Policy » Government Senvices » About USPS Home » Business Customer
Terms of Use » Buy Stamps & Shop » MNewsroom » Gateway »
FOIA » Print a Label with Postage » Mail Service Updates » Postal Inspectors »
No FEAR Act EEQ Data » Customer Service » Forms & Publications » Inspector General »
Site Index » Careers » Postal Explorer »

Copyright® 2015 USPS. All Rights Reserved.
Figure 22.2 —APlI Summary home page — Complete enrollment.

22.2. Business Rules
22.2.1. Availability
The Program Summary page is always available.
22.2.2. Required v. Optional Components
NA

22.3. Page Features
22.3.1. Functionality

e Customer Task List: The statuses of the following tasks are links that will
navigate the user to pages with matching tab names. The customer is required to
complete these tasks to completely enroll.

0 Select Location
o API Manage Payment
¢ Clicking on “+" sign will expand and display description of the task.
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UNITED STATES

POSTAL SERVICE » USPS.COM | GATEWAY | HELF | SIGN CUT
e
™

Back to Enrollment Home:

Commercial Package Intercept API

Program Commercial Package Intercept API

5ummaw Overview
CPl APl is an Application Programing Interface (API) that automates USPS Package Intercept requests for PC
Postage vendors and commercial customer's in-house systems without accessing the online user interface on

BCG.
Select Enroliment Status - In Progress - 0 out of 2 steps completed
Location Flease complete all of the steps below to enrall.
Incomplete
Enroliment Steps (2)
[-] Select Location - Incomplete
The Select Location task allows the user to select a CRID for enrolimentin a given AFPL
[+] APl Manage Fayment - Mot Available
LEGAL ON USPS.COM ON ABOUT.USPS.GOM OTHER USPS SITES
Privacy Policy » Government Services » About USPS Home » Business Customer
Terms of Use » Buy Stamps & Shop » Newsroom » Gateway »
FOIA » Print a Label with Postage » Mail Service Updates » Postal Inspectors »
Mo FEAR Act EEO Data » Customer Service » Forms & Publications » Inspector General »
Site Index » Careers» Postal Explorer »

Copyright® 2015 USPS. All Rights Reserved.

Figure 22.3 —API Summary home page.

22.3.2. Exceptions/Special Scenarios

List of tasks might be different for different APIs. For CPIl API there are two tasks: Select
Locations and API Manage Payment, which will need to be completed in order to start
using the service..

22.4. Help Desk Dependencies

NA

22.5. Post-Enrollment Functionality

User may go back through enrollment steps to review and update all sign up settings.
22.6. Pre-prod Differences

NA
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23. Select Locations

23.1. General Purpose

The Select Locations page allows user to select a CRID from a list of all affiliated locations
available to use for the API. The user can also add a business location by selecting the
‘Add Location’ button.

23.2. Business Rules
23.2.1. Availability
The Select Locations page is always accessible when registering for CPI API.

23.2.2. Required Components

In order for the task to be marked as “Complete”, the user must have at least one
affiliate location with at least one active Pl permit.

23.3. Page Features
23.3.1. Functionality

e The data table will display a list CRIDs (affiliated locations) that are available to
the user and have at least one active PI permit and CAPs account.

e User must select one location and click “Confirm” button to complete the step.

e User can access BCG site to add additional locations, as needed.

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

]
™

>
.

b

Commercial Package Intercept API Back to Enrollment Home |

Program Below are your affiliate locations configured for CPI API. Please select a location.
summary To confirm the location, select the Confirm button.

Showing 1-10of1

CRID Company Name Address
) 20171997 DDZASDF WER 1234 Main St Pacifica, CA 94044

Select
Location ___Add Locations  |{  Confirm

Incomplete

Figure 23.1 - Select Location - Data table displays — enroliment in progress
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UNITED STATES
POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN OUT

|

Commercial Package Intercept API _Back to Enroliment Home
Program Below are your affiliate locations configured for CPI APL Please select a location.
Summary To confirm the location, select the Confirm button.

Your currently selected affiliate location CRID is: 20227920
Ifyou would like to change the location, please select a different CRID.
Showing 1-10f1

Select CRID Company Name Address
Location e | 20227920 SITCOMPANY 1220 1220 SIT STREET ALEXANDRIA, AL 31220
Complete -

Add Locations | Confirm
APl Manage
Payment
Complete

Figure 23.2 - Select Location - Data table displays — review/update completed enroliment

23.3.2. Exceptions/Special Scenarios

o Affiliated Locations without active Pl permit will not be displayed in the data table.

23.4. Help Desk Dependencies
NA
23.5. Post-Enrollment Functionality

After enrollment into a CPI API, the user can change and add locations.
When new Location is selected to use API, all API calls with original location will be rejested.

23.6. Pre-Prod Differences
NA
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24. APl Manage Payment Page

24.1. General Purpose

The APl Manage Payment Page will allow the user to select which PI permit / CAPS
account to use for CPI API. If the PI Permit / CAPS account are not available they can be
requested on this particular page.

24.2. Business Rules

24.2.1. Availability

The APl Manage Payment page is accessible after Select Location task is completed.

UNITEDSTATES
POSTAL SERVICE s USPS.COM | GATEWAY | HELF | SIGN QUT
e e e, e e
| Y
==
Commercial Package Intercept API Back to Enrollment Home
Program Below are your affiliate locations configured for CPI AP Please select a location.
summary Ta confirm the location, select the Confirm button.
Your currently selected affiliate location CRID is; 201719497
Ifyou would like to change the location, please select a different CRID.
Showing 1-10f1
Salect CRID Company Name Address
Location . 20171997 DDZASDF WER 1234 Main St Pacifica, CA 94044
Complete -
Add Locations | Confirm
APl Manage
Payment
Incomplete

Figure 24.1 — After Completing Select Location Task, APl Manage Payment task is displayed.

24.2.2. Required Components

e In order for the task to be marked as “Complete” (Figure 24.4), the user must
have at least one affiliate location with at least one active PI permit and
CAPS account.
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24.3. Page Features

24.3.1.

Functionality

e The data table will display a list of active Pl permits and CAPS accounts for
selected CRID, if available.

e User must select one PI permit / CAPS account to complete the step (Figure
24.3).
e User can request to create new Permit by clicking on “Create Permit” button
(Figure 24.3).
o If there is an active Pl permit and CAPS account for a CRID, this step gets
automatically completed, but user still has an option to create new accounts
(Figure 24.3).
UNITED STATES =
POSTAL SERVICE« USFS.COM | GATEWAY | HELP | SIGN OUT
e
N |
>3]
=
Commercial Package Intercept API Back to Enfollment Home
:Lungnrfam Both a Pl permit and CAPS (Centralized Account Payment Systam) account are required for access to Commercial
Y FPackage Intercept AP
Permit imprints require a one-time application fee to setup this indicia.
Salect — Filter Options
Location Show All --Select Category-—- ¥
Complete )
Value . Filter
APl Manage | _peppit st
Payment
Incomplete Per Page: | 20 T
Showing 0-00f0
| CRD® | PermitNumber |  AccountNumber | PermitType [ PermitZIP
Maothing found to display.
To creata a new permit, press the "Craate Parmit” button.
_(::reate Permit
To open a new CAPS account, select a Permit from the table above and press the "Create CAPS Account” button.
Create CAPS Account
Figure 24.2 — no permits /CAPS accounts available.
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UNITED STATES
POSTAL SERVICE « USPS.COM | GATEWAY | HELP | SIGN QUT
re——————eeeeeeee
>
Commercial Package Intercept API ,:Back to Enroliment Home
Program . ) . ) )
Summary Both a Pl permit and CAPS (Centralized Account Payment System) account are required for access to Commercial
Package Intercept APL
Permit imprints require a ane-time application fee to setup this indicia.
select — Filter Options
Location Show All -Select Category- ¥
Complete
Value Filter
APIManage | oot st
Payment
Incomplete Per Page: | 20 v
Showing 1-10f1
CRID &) Permit Number Account Number Permit Type Permit ZIP
. 20171997 943 22669676 PI 202600846
To create a new permit, press the "Create Permit” button.
_(:reate Permit
To open a new CAFS account, select a Permit from the table above and press the "Create CAFS Account” button.
Create CAPS Account
Figure 24.3 — Screen after user requested to create a permit.
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UNITED STATES
POSTAL SERVICE« USPS.COM | GATEWAY | HELP | SIGN QUT

-—
>

Back to Enrollment Home

Commercial Package Intercept API

Program
Summary . I . . .
Congratulations! All the requirements for enrollment in this APl have been
satisfied and your enrollment has been completed.
Select Both a Fl permit and CARS (Centralized Account Payment System) account are required for access to Commercial
Location Package Intercept AP
Complete
Fermit imprints require a ane-time application fee to setup this indicia.
— Filter Options
API Manage Show All -Select Category— ¥
Payment
Complete Value Filter
— Permit List
Per Page: | 20 v
Showing 1-2 of 2
CRID &) Permit Number Account Number Permit Type Permit ZIP
. 20227920 631 2641587 PI 202600846
20227920 630 99550 (CAPS) Pl 202600846

To create a new permit, press the "Create Permit” button.
_treate Permit
To open a new CAFS account, select a Permit from the table above and press the "Create CAPS Account” button.

Create CAPS Account

Figure 24.4 — APl Manage Payment is complete.

24.3.2. Exceptions/Special Scenarios

e The user will be directed to the ACH site, when clicking on “Create CAPS
account” button.
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[/ unmepsTaTes - ACH Online

~ | POSTAL SERVICE ®

Create a CAPS Debit Account

The undersigned hereby (1) authorizes the U.S. Postal Service to originate debit
and credit entries via the Automated Clearing House to the account indicated
below; and (2) authorizes the Depository Financial Institution named below to
accept and to debit or credit the amount of such entries to the account from the
date of this authorization.

This authorization will remain in effect until written notification of termination has
been given by the Customer and that notification has been received by the
Manager, CAPS Service Center, U.S. Postal Service. The U.S. Postal Service, at
its discretion, may terminate the customer's ability to participate in the Electronic
Funds Transfer (EFT) system. Termination will take effect only after all entries
originated by the U.S. Postal Service have been honored by the bank.

Authorized Contact Information

CRID *
20227920

Company Name *

SITCOMPANY1220

Address Line 1~
1220 SIT STREET

Addrace |ina 9

Figure 24.5 — ACH screen to create new CAPS account.

24.4. Help Desk Dependencies

NA
24.5. Post-Enrollment Functionality

After enrollment into a CPI API, the user can change and add locations and permits.
When new Location is selected to use API, all API calls with original location will be rejected.

24.6. Pre-Prod Differences
NA
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Appendix A: External Error Messages by Page

Page Error Message Trigger
Please enter a valid Name. User clicks Save button and the Name
field is blank.
Please enter a valid Address. User clicks Save button and the Address
1 field is blank.
Please enter a phone number in the | User clicks Save button and the Phone
Additional form (555)555-5555. field is blank or in an incorrect format.
Contact
Information Please enter an email address in the | User clicks Save button and the Email
form user@domain.com. field is blank or in an incorrect format.
Please enter a fax number in the User clicks Save button and the Fax
form (555)555-5555. Number field is blank or in an incorrect
format.
Manage Please enter text and select a filter No text entered in the filter text box or a
Shipping category. category is not selected from the filter
Locations drop-down menu.

Manage Client

Please enter text and select a filter
category.

No text entered in the filter text box or a
category is not selected from the filter

Locations
drop-down menu.
Please enter a 6 digit EMCA account | User enters non-numeric text or more or
number. less than 6 characters, selects EMCA
from the drop down menu and clicks
Save.
Manage Please enter a 3 digit Federal User enters non-numeric text or more or
Payment Agency account number. less than 3 characters, selects EMCA
Accounts from the drop down menu and clicks
Save.
Please enter text and select a filter No text entered in the filter text box or a
category. category is not selected from the filter
drop-down menu.
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