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1.0 Introduction

1.1 FAST Origin Entry Background

Facility Access and Shipment Tracking (FAST) Origin Entry is an addition to the existing FAST system to
enable the scheduling of Origin Entry postal-verified, customer-transported appointments. The main
objective of FAST Origin Entry is to support the USPS Service Performance Measurement initiative by
capturing appointment arrival times and other valuable data to be used in measuring service
performance.

FAST Origin Entry provides natification to Surface Visibility and uses scan data from Surface Visibility to
automatically close and track appointments. FAST Origin Entry also integrates with other USPS systems,
such as the Facilities Database (FDB) and Transportation Information Management Evaluation System
(TIMES), for a more streamlined data maintenance and distribution process. The Origin Entry functionality
is incorporated into the existing FAST system via a FAST Origin Entry module that may be accessed from
the Welcome to FAST page.

1.2 About This Guide

This guide describes how to use the FAST Origin Entry functions. It provides a detailed explanation of
creating and managing Just In Time (JIT) One-Time appointments, JIT Recurring appointments, and
viewing closeout information. The guide also explains how to create and access reports, and it contains
important notes about security in the Origin Entry application.

This section includes:

1.1.1 Icons
1.1.2 User Guide Font Indicators

111 lcons

Several icons are used in this guide to aid the user in quickly locating specific information. The icons and
their associated references are shown below:

Look for the magnifying glass icon to identify where page descriptions begin. Page
descriptions provide explanations of the search fields and buttons found on each
new page.

N
= Look for the computer mouse icon to identify where step-by-step instructions begin. These
= @, steps detail the action the user must take to complete search fields.

—-_— Look for the paper and pen icon to identify additional notes. These notes provide reminders,
-_— alternative options, and helpful tips for using FAST Origin Entry.
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1.1.2 User Guide Font Indicators

Throughout this guide, the user will see several instances where selected words are bolded. These words
are bolded to bring user attention to the key phrases.

Italicized words are used for all section and page titles, where no action is required by the user.

Additionally, capitalized words represent an action the user may take within the application. Some
examples of capitalized words are ‘CLICK,” ‘SELECT,” and ‘ENTER.’

1.3 Common Application Features

There are several tools and processes that are common across the FAST Origin Entry application.
This section includes:

1.3.1 Procedures
1.3.2 Fields and Buttons
1.3.3 Error Messages

1.3.1 Procedures

Navigation

There are several ways to navigate through the FAST application. The Top Navigation Links allow the
user to enter the USPS Home area, to enter the FAST Home area, and to sign out of the FAST
application. The Left Navigation Bar allows the user to choose any functional area within the entire FAST
application, as well as to navigate between sections within the functional area. The Go> button directs the
user to the appropriate page. The Back button allows the user to return to the previous page. More
detailed information about navigation is located on the following pages.

Top Navigation Links

The Top Navigation Links allow the user to enter the USPS Home area, to enter the FAST Home area,
and to sign out of the FAST application. The Top Navigation Links are displayed below.

UNITED STATES
PDST}:[L SEMEa Home | Sign Out

Facility Access and Shipment Tracking (FAST)

e CLICK the USPS logo or the Home link to open the United States Postal Service website:
USPS.com.

e CLICK the Facility Access and Shipment Tracking (FAST) link to return to the FAST Home
area.

e CLICK the Sign Out link to exit the FAST application.

Note:
The Sign Out link is only displayed once the user is logged into FAST.

________________________________________________________________________________

Left Navigation Bar

The Left Navigation Bar allows the user to choose any functional area within the FAST application, as
well as to navigate between sections within the functional area. The name of the page that the user is
currently on will be highlighted on the Left Navigation Bar. If there is more than one option under a menu

R30.0v1.0 Page 6
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choice in the Left Navigation Bar, each choice will be listed. In this example, the user is on the FAST
Origin Entry Landing page and the Origin Entry link is highlighted on the Left Navigation Bar. The Left
Navigation Bar is displayed below.

a UNTED STATES
POSTAL SERVICE « Home | Sqe.0ut

Pacilsy Accass snd Shipmant Track FAST

Becarics f““““‘“mm‘ : M Facility Access and Shipment Tracking (FAST)
Facilicies

Profiles FAST Origin Entry

FAST Qngla Enyy cOMEng one-lime appointmant managemant, récumng appoinmment
Mmanagemant, ana rapoming Capabikties for Crigin Entry apportmants. Faciily and reaourcs
nformafion & also avallable

cos

¥ JIT One.Time Appointment
Displays the Justin Time (IT) Ona-Tims Appointment Ianding pags 5

b JIT Recurring Appomstment

Displays the Justin Time {IT) Recwring Appaintmant inding page Go>
Customer ! Supplier » Manage Closeout iformation
Agreements Displays the Manage Clezacut informadon page Co>
IEM

» Repons
Displays the Reports landing page Go>

» Faciities
Displays the Faciity Prefile landing page Go>

b Resources
Dizplays the Resources landing page. Go>

44e Mag Coatovaer Semvce tomy Creeny Prvygons Pt Yerras o Uny Pearess Cigiomgs Sapwes

e 100 yobh ol o e LBEAR e,

Left Navigation Bar options for each of the FAST Origin Entry functional areas are listed below:

e The JIT One-Time link directs the user to the following sub-links: Create New JIT One-Time
Appointment and Manage Existing JIT One-Time Appointment.

e The JIT Recurring link directs the user to the following sub-links: Create New JIT Recurring
Appointment and Manage Existing JIT Recurring Appointment.

e The Manage Closeout Information link directs the user to the following sub-link: Manage
Closeout Information.

e The Reports link directs the user to the following sub-links: Facility Schedule Report — Origin
Entry, Appointment Status Report — Origin Entry, and Closeout Data Report — Origin Entry.

e The Facilities link directs the user to the following sub-link: Facility Profile.

¢  The Resources link directs the user to the following sub-link: Reference Documents.
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Go> Buttons

A Go> button is displayed to the right of each functional area on the FAST Landing pages that advances
the user to the appropriate page. Use the Go> button and other navigation tools described in this section

instead of using the Internet browser’s Back and Forward buttons. Using the Internet browser buttons

may result in incorrect information.

In the example shown below, the user is on the FAST Origin Entry Landing page. Clicking the Go>

buttons advances the user to the corresponding pages.

Facility Access and Shipment Tracking (FAST)

FAST Origin Entry

infarmation is also available.

p JIT One-Time Appointment
Displays the JustIn Time (JIT) One-Time Appointment landing page.

p JIT Recurring Appointment
Displays the JustIn Time (JIT) Recurring Appointment landing page.

» Manage Closeout Information
Displays the Manage Closeout Information page.

» Reports
Displays the Repors landing page.

» Facilities
Displays the Facility Profile landing page.

p Resources
Displays the Resources landing page.

FAST Qrigin Entry contains one-time appointment management, recurring appointment
management, and reporting capahilities for Origin Entry appointments. Facility and resource

" Go>’

" Go>

R30.0v1.0
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Back Button

FAST Origin Entry displays a Back button at the top and/or bottom of the pages to return the user back to
the last page viewed.

Use the Back button and the other navigation tools described in this section instead of using the Internet
browser’s Back and Forward buttons. Using the Internet browser buttons may result in incorrect
information.

In the example shown below, the user is on the JIT One-Time Appointment Time Selection page, as
indicated by the title. Clicking the Back button returns the user to the Create New JIT One-Time page,
which will contain the search criteria previously entered.

UNITED STATES
POSTAL SERVICE = Home | Sign Qut

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

JIT One-Time Appointment Time Selection

Selected Criteria

Scheduler ID: 200242198002
Scheduler Name: FAST SCHED 2

USPS Origin Entry Facility: SPRINGFIELD BMC
NASS Code: 012
Mail Class(es): First-Class

Please select your requested appointment time.
2 resuliz

Da Houwr Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Heur Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour
¥ ] 1 2 3 4 5 L] 7 ] 9 w o n 2 1 W 15 1’ 17T 18 19 N N

Wednesday AlAIATAIATAIAIA|A|AIAIALA
04/28/2008
Thurzday 4
04/30/2009

Ix
|1

Friday A LA A
05/01/2008
3 results

Ix
I¥
Ix
¥
Ix
I
Ix
Ix
I¥
Ix
[
Ix
I
Ix
Ix
I¥
Ix
¥
Ix
¥
Ix

Note:
Any data that was entered on a previous page is available when the user
clicks the Back button.

________________________________________________________________________________
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Tables

Sorting Data

Each table displayed within FAST Origin Entry allows the user to sort data. Data may be sorted by
clicking the column headers, with the first click sorting in ascending order and the second click sorting in
descending order. All column headings that are underlined may be sorted in this manner.

Sorting Data

By 1. CLICK the heading of the column by which data is to be sorted. This function sorts data in
@, ascending order. An example is shown below.

Facility Access and Shipment Tracking (FAST)
Search Existing JIT Recurring Appointment Information

Choose Search Criteria
Please selectthe search method and enter the required
Then click Search to locate the appointment.(* Rzauirzd £

peintment infermation.

* Search By:| Origin Entry Facility | ( Submit>
State: | MA + | [ View Cities > NASS Search >
Code
City: | SPRINGFIELD v || _Search >
= Qrigin Entry _ =
Facility 01Z - SPRINGFIELD BMC B
Scheduler D A
* Wail Class:
A
[First-Class
[ standard
[ Package Senices
[ Periodicals
< Cancel Search >

Existing JIT Recurring Appointment Summary

Below is a summary of your existing recurring appointments. Please select an appointment
1o access the contentinformation you would like to viewledit

S results
Sequence Ll - Locale Scheduling Effective Effective Mail
Humbera| MY Time S Fcquency StartDate EndDate Class SIS
Eacility
SPRINGFIELD | 18:00 V22551 Every - |Cancelled
BMC MONDAY
TUESDAY
ISPRINGFIELD | 18:00 V22551 Every 04/28/2009|04/28/2999|First-  |Open
BMC WEDNESDAY, Class
THURSDAY
SPRINGFIELD | 20:00 V22551 Every 04/22/2008
BMC MONDAY
TUESDAY,
WEDNESDAY,
THURSDAY
SPRINGFIELD | 18:00 V22581 Ev Open
BMC
YWEDNESDAY
ISPRINGFIELD | 21:00 | V22551 Every MONDAY |04/28/2008|04/30/2009 First- | Open
BMC Clazs
S results:

2. CLICK the heading of the column by which data is to be sorted a second time to sort data
in descending order. An example is shown below.

R30.0v1.0 Page 10
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Facility Access and Shipment Tracking (FAST)

Search Existing JIT Recurring Appointment Information

Choose Search Criteria
Flease seect the search mathod and entar the required sppaintmant informaton
Then chex Saarch 1 locate 19 appointment (* Recured Fiale )

“SearchBy: Orign Enlry Faciity

State: NY
Cty: NEW YORK

Facity, 100" NEW YORK

* Customer -
Regatration I0: Mailer 1 - 4433047

* Mail C1ass:
1] An
I7]Fust.Class
|7} stancsara
[7] Package Sennces
[Tl Periodicats

[ < Conzed

Existing JIT Recurring Appointment Summary

Below s a summary of yeur exstng recurmng appomntments. Please selectan
Fppointment by access e contentinfomsation you would liks 1o awldit

NEV/ 100 VIBIGD Every  OSZSI003 0S2525%9 Frst. Opes
YoRK SUNDAY, Cess

NEV 2300 V1916) tvery ORTH2007 0BRHTIEG Prst. Oper
YORK VONDAY, Cass
WEONESORY
—

Note:

A sort on a particular column includes any data that is located on a different
page due to pagination.

NS mm— -

R30.0 v1.0 Page 11
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Pagination

FAST Origin Entry may provide more data than can be displayed on one page. When this occurs, the
user has the ability to view the other pages of data. The total number of available results will be displayed
at the bottom of the table. An example of pagination is
shown below.

Using Pagination

\
N
3| @ 1. CLICK the First link, Prev link, Next link, or Last link to navigate to multiple pages.

CLICK the hyperlinked page number in order to advance to the page. The page number
that the user is currently on, number 1 in the example, displays as a bold number. In the
example shown below, the user may CLICK the
number 2 to display the data on that page.

Facility Access and Shipment Tracking (FAST)

Appointment Status Report - Origin Entry
Selected Criteria

Appointment Status: Cancelled, Open, Closed, Rejected, No Show
Origin Facility Name; MEW YORK
Origin Facility NASS: 100
Date Range: 03/01/2009 - 04/08/2009
Mail Class: First-Class, Package Senices, Periodicals, Standard
Status Legend: CA = Cancelled, CL = Closed, NS = No Show, O = Open, R = Rejected
Mail Class Code Legend: FC-First-Class, PS-Package Services, PER-Feriodicals, STD-Standard

For best results, download this report into Excel and print in ‘Landscape’ mode.

Origin Faciity 209N Appointment Arrival Unload Start  Unload End
Facility — Status Mail Class
Hame HASS Date Time | Date || Time | Date |Time | Date | Time
NEW YORK 100 Q FC 03/20/2008 10:00
NEW YORK 100 Q STD 03/21/2008 06:00
NEW Y ORK 100 a STD, PER, 03/21/2008 10:00
33
NEW Y ORK 100 a Ps 03/23/200% 16:00
NEW YORK 100 a STD, PER, 03/24/2008 10:00
]
NEW YORK 100 0 PER 03/24/2008 13:00
NEW YORK 100 Q Ps 04/02/200% 05:00
NEW YORK 100 Q STD 04/02/2008 10:00
NEW YORK 100 Q Ps 04/02/200% 12:00
NEW YORK 100 0 PER 04/02/2008 17.00
[First | Prev | Page 1, 2 3% | Next | Last Total (13 results)

For best results, download this report into Excel and print in 'Landscape’ mode.

< Back

R30.0v1.0 Page 12
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Viewing a Printable Version and Printing

The user has the ability to print information in the FAST Origin Entry application. The user may view a
printable version that removes the navigation bars and displays all the data that the report contains.

Facility Access and Shipment Tracking (FAST)

Facility Profile Selection

Choose Search Criteria

There are three options to search for facilities: by facility, by district or by area.

v | Submit >

* Search By: | District

* District ID: |‘IDD-NewYork Vl

Exclude Delivery Units
O Only Show BMEU Facilities

< Cancel Search >

o]

NASS Facility Pacilty e\ pistrict L2%31®  pgdress ity State ZIP Code

Code Name Type Key Mam
BROMX Annex Mo Hew 0042348 815 BROMNX NY 104851818
HASP ork HUTCHINSON
RIWER PEY
MOUNT  Plant  No Hew V18877 2815 BRONX NY 104815853
VERNON ork PONTON
AVE
100 NEW Plant Mo Hew W18160 341 §TH AVE HNEW  NY 101585704 Vinn
YORK ork R 1022 WORK Turz

BROMX  Plant No Mew W1230%5 558 GRAND BRONX WY 1045155858 Rand
ork CONCOURSE aldor

& e e

|

Viewing a Printable Version and Printing

By 1. CLICK the View Printable Version link. There are two links for View Printable Version,
7 located above and below the report table.

A new window will appear, displaying a version suitable for printing. An example of a printable version is
displayed below.

R30.0v1.0 Page 13
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UNITED STATES

POSTAL SERVICE = B print
JIT Recurring Appointment Audit Information

Selected Criteria

Recurring Sequence ID: 90003
Entry Type: Crigin Entry
USPS Origin Entry Facility: 012 - SPRINGFIELD BMC
Locale Key: V22551
Scheduler ID: 999999999950 - Mailer 1
Status Code Legend : CA = Cancelled, O = Open

Mail Class Code Legend : FC-First-Class, PS-Package Senices, PER-Pericdicals, STD-Standard
*Please note: An audit row in the report may appear unchanged, due to appointment updates that do not affect any of the displayed data in the report (2.0, comments)

*Flease note: Wire Containers, Hampers, and APC/ERICS are included in Rolling Stock

For best results, download this report into Excel and printin ‘Landscape’ mode.
Rolling Stock Containing Pallets Bedloaded Units

status 55050000 Appt [Letter|Lefier Letier| . Letter|Letter Letter] o, Letier Letter|Letter| . - wall updsteg L2351
S5 Frequency Time [Trevs |Trevs [Travs | B2 |porcels|sacks Bundies Travs [Trays [Trays | 2! |Parceis |sacks Bundles Travs |Trevs [Trays | %2 |Parcels |sacks [Bundles Glass By p efms
1 | (21 ey RS | (21 ey FreYS 10 | @1 |enamy ¥
o Every 20:00 0 0 0 0 0 0 0 1 0 0 0 0 0 0 0 0 0 0 0 0 0 FC Not
Monday, Avaiable
Tussday,
day,
Thursday,
Friday

For best results, download this report into Excel and printin ‘Landscape’ mode.

< Back

The user has two options for printing the report.

To Print using the Print Hyperlink

- 1. CLICK the Print hyperlink.
- 4

To Print according to the Settings on the Individual Computer

1. CLICK File from the Internet browser menu bar.

v

2. SELECT Print from the File menu and print according to the settings on the individual
computer.

Edit View Favorites Toals Help

Ctrl+T
Cirl+1
Ctrl+0
Edit with Microsaft Office FrontPage
Save As...
Close Tab Cirl+w
Page Setup...

Send 3
Import and Export. ..

Properties
Waork Offline
Exit

R30.0v1.0 Page 14
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The printed page is almost identical to what is seen online in the printable version, with just two
differences. First, the printed page does not show the Internet browser bar that is visible online. Second,
the page prints in a clear format that does not display row shading.

Note:

If the printed report does not fit on a portrait page, change the print format
to landscape by clicking the File menu, selecting Page Setup, and
selecting the Landscape radio button.

Downloading to Excel

Several FAST Origin Entry pages allow the user to download information shown on the page into
Microsoft Excel in order to manipulate and save data.

Facility Access and Shipment Tracking (FAST)

Facilitv Profile Selection
Choose Search Criteria

There are three options to search for facilities: by facility, by district or by area.

* Search By | District V| Submit >

*Distict 1D: [ 100 - New York ~|

Exclude Delivery Units
I only Show BUEL Facilities

< Cancel Search >
| &
NASS Facility Facility gyey, pyoprjes LOSAIE pygons  City  State ZIP Code
Code Name TIype Key Nam
BRONX Amnex Mo Mew 004348 815 BROMX MY 102851818
HASP Vork HUTCHINEON
RIVER PRIV
MOUNT  Plant  Ho  Mew 18877 2619 BRONX WY 10251988
VERNON York PONTON
AVE
100 MEW  Plant MNe  New V19180 341STHAVE NEW Nv 101383704 Vinn
rORK York RIM1042  YORK Turz
BRONX Plant Ho  New V12305 SS8GRAND BRONX NY 104518998 Rand
York CONCOURSE Maldor
=]

[l
v

Note:

Download into Excel includes any data that is on a different page due to
pagination.
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1. CLICK the Download into Excel link. There are two links for Download into Excel,
above and below the table. An example is shown below.

2. A new window appears, prompting the user to either open the Excel file in a new window
or save it.
a) CLICK Open to access a new window and display the data in an Excel spreadsheet.

b) CLICK Save to select a directory on the computer to save the Excel spreadsheet.

File Download (x|

Do you want to open or save this fle?

@ j Mame: FacilityscheduleContent, xls
Hl Tupe: Microsoft Excel Worksheet

From: S&.224.61.111

Jdpen H Save ]l Cancel |

Always azk before opening this type of file

l--"‘-l While files from the Internet can be uzeful, zome files can potentially
\a harm your computer. IF you do not trust the source, do not open or
= zave this file. What's the risk?

If the user decides to save the file, the Save As window opens, prompting him/her to select a location on
the computer in which to save the Excel spreadsheet. The Save As window is displayed below.

Save As E]
) ¥ 0fE
Y BMV Docurnents
i :) j My Computer
ty Recent ‘-JMV Metwork Places
Documents | |G Data Folder
?[ &Network and Dial-up Connections
Desktop
My Documents
Iy Computer
Q File name: |Iac:lhtySchedule[}ontent.xls ~ | [ Save ]
B
My Network Save as tupe: | Microsoft Excel Worksheet v| [ Cancel ]

R30.0v1.0 Page 16
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1.3.2 Fields and Buttons

Select Date

Many pages require the user to choose a date as one of the search criteria. All dates must be entered in
the MM/DD/YYYY format.

Using the Date Picker

W

&
- 4

CLICK the Calendar icon to access the Date Picker window. The current date will be
highlighted on the calendar by default. The Calendar icon is displayed below.

=

VERIFY that the current month corresponds to the desired Date Range criteria.

If not, CLICK the arrows on either side of the month field. The left arrows shift the
calendar to the previous month and the right arrows shift the calendar to the next month.
The calendar shifts in chronological order when using these arrows, meaning that the
year automatically changes when navigating from December of one year to January of
the next year. The Date Picker window is displayed below.

Start Date

« »

Close Window >

4. VERIFY that the current year corresponds to the desired Date Range criteria. If not,
select the year to be entered in the Date field by CLICKING the arrows next to the month.
5. SELECT the desired day by CLICKING the number of the day to be entered into the Date
field. Once the date is clicked, the full month, day, and year selected will display in the
Date field.
R30.0v1.0 Page 17
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Drop-Down Boxes

Several pages in the FAST application use drop-down boxes to provide choices for search criteria. Drop-
down boxes show all available options for a particular field. The user is limited to one selection for each
drop-down box. Below, the Search by drop-down box is used to choose only one of the following:
Appointment ID, Customer Registration ID, Scheduler ID, Area, District, or Facility.

| Home | Sign Qut

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria

Flease selectthe search method and enter the required appointment infarmation.
Then click Search to locate the appointment. * Reguirsa Fizlas )

* Search by: | -- Select One - w | | Submit >
— SelectOne —

Appointment D
Customer Registration ID
Scheduler ID

Area

District

Facility

Using Drop-Down Boxes

1. CLICK the arrow on the right side of the box. This will display all available choices for the
v drop-down box.

2. Place the cursor over the desired word or phrase so it is highlighted and CLICK to select.
The selection then displays in the field.

In addition to the Search by drop-down box, there are numerous drop-down boxes located in the FAST
Origin Entry application.
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Search Button

FAST Origin Entry displays a Search button on the selection pages. The Search button is used to
retrieve information corresponding to the selected search criteria. It may be located next to a drop-down
box, next to a text box, or at the bottom of a page. In the example displayed below, the user is on the
Manage Closeout Information page.

Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria

Praais seled Ma Search memod and endée e (AGuirdd appoimmsnt indemaben,
Than click Search to locats the appaintmant { * Requies Fieid |

“Search by. Facity v [ Sobei »
There are two cgtions to search for 3 faciity.

1 Search for the tackity using s "Stass” andor "City" $91d. Select 3 state ana dick
View Cies”. Glies and Facifies wihin $e seleded state wil be available for
SedaCion in thair raspactive ropdowns ITtha city Is own, sedact the City and dlick
"Search”. Faalties within the selected iy wil be avatlabie for selection in e faciity
HOopaown

2 Enterthe NASS Code for the fagiRy. If he NASS Code Is not imown, use ogtion 1

Stale: NY v | Visw Citves » NASS Code Search
Cty. Al Ces v | Seach >
*Fauity. - SelectOne -~ v
Customer

Regetration 10,
* Salect Date Rarvp~. 10/09/2009 2 1o 10/09/2009 5%

St Fan
Open
| Closed
Cancalga
Unscheduled Arrval
o Show
|Rejactsg

Lo Search »

Submit Button

FAST Origin Entry displays a Submit button on the selection pages. The Submit button is used to
retrieve information corresponding to the selected search criteria or to save new data entered into FAST.
It may be located next to a drop-down box, next to a text box, or at the bottom of a page. In the example
below, the Manage Closeout Information page is displayed.
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Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria

Flease selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Reguirsd Fislds |

* Search by:| -- Select One -- A |
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Cancel Button

FAST Origin Entry displays a Cancel button on the selection pages. The Cancel button is used to return
to the associated Landing page. It is located at the bottom of the page.

In the example below, the Manage Closeout Information page is displayed. Clicking the Cancel button on
the bottom of the page returns the user to the Manage Closeout Information Landing page.

Facility Access and Shipment Tracking (FAST)
Manage Closeout Information

Choose Search Critaria

Praass seledt the Search memad and enlée the raguired appoiniment indoemabon
Than dick Search to locate the 2ppointmant | * Requies Fisid )

" Search by. Fachity - Sabwit »
There are two cgtions to search for a faclity.

1. Saarch for the faciity using 1w “State” anddor "City" 1910 Select 3 slate and dick
View Qties™. Qlies and Faclfes wihin e selected state wil be availabie for
S80aCion inthair ragpactive ropdowns ITHNa city I8 own, Sefact the city and cick
"Search”. Fadities within the selecied oy will be avatlable for selecthion in $3e faclity
dopaoan

2 Enterthe NASS Code for e fadiy. If he NASE Cade 15 not inown, use cgtion 1

Stale: NY v | Wiew Gives » MASS Code Soarch
City. AlCnes v | Search >
* Fadilty. - SclectOne - .
Customer

Regstration IO
* Saled Dale Ranps. 10/09/2009 3 1o 10/09/2008 5

St T
{ OpeEn
Closed
Cancelad
Unchedulad Arrnval
No Show
Rejactec

Soseeh>

Note:
When the user clicks the Cancel button, all previously entered data is lost.
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Facility Search Area

FAST Origin Entry displays a Facility search area on many of the selection pages. The Facility search
area allows the user to search for a Facility by State/City or NASS Code.

To search for a Facility by State/City, the user must first select a State from the State drop-down box.
After clicking the View Cities button, the City drop-down box refreshes to display the Cities within the
selected State. The user may then select a City from the City drop-down box. After selecting a City and
clicking the Search button, the Facility drop-down box refreshes to display the Facilities within the
selected City. The user may then select the appropriate Facility from the Facility drop-down box.

If the user knows the NASS Code of the Facility, it may be entered in the NASS Code field located in the
Facility search area. After clicking the Search button, the Facility drop-down box refreshes to display the
Facility corresponding to the selected NASS Code. The Facility search area is shown below.

State: | MD w || View Cities > MASS Code: Search >
City: | All Cities w || Search >
* Facility: | 212 - BALTIMORE v
1.3.3 Exror Messages

Throughout the FAST Origin Entry application, error messages may be displayed when the user enters
incomplete or erroneous data. For more detailed error message information, please reference the
corresponding module.

1.4 Helpful Hints

e The user will receive a warning message after five minutes of inactivity. The user will be logged
out of FAST after ten minutes of inactivity.

e * Asterisks on a selection page designate a required field. In the example below, the user is on
the Search Existing Appointment Information page. The required fields on this page are Search
for and Search by.

Facility Access and Shipment Tracking (FAST)

Search Existing Appointment Information

Choose Search Criteria

Flease selectthe search method and enter the required appointment information
Then click Search to locate the appointment.( * Reguirsd Fislds §

*Search for:| Appointment v ( Submit>
“ISearch by: | Appointment ID ~ | (_Submit>

Appointment 1D:

Cancel Search >
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2.0 Pre-Login

The user has several processes they may exercise before logging into the FAST application. Origin Entry
Pre-Login section includes:

2.1 Reports
The FAST Pre-Login Welcome Page is displayed below:

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Facilities
Reports
Resources

Origin Entry Welcome to FAST

FAST is a Postal Service™ initiative that improves the drop shipment and Origin Entry
appointment scheduling processes through allocating appointment availability and
decreasing dock wait times. FAST is designed to interface with other postal applications and
systems to enable ongoing transformation to an environment where the Postal Service and
customers have end-to-end visibility of the mail product from entry to delivery.

p Facilities

Faciliies contains functionality to view physical and operating characteristics of g5
USPS Facilities. ’ '

» Reports

Reports contains functionality to obtain information about facilities, schedules, “Go»
appointments, and performance. ’ '

» Resources

Resources contains functionality to download and link to various resources such | Go > |
as the Drop Shipment Product files and the Domestic Mail Manual. In addition,
Resources provides links to the Message Board and What's New.

» FAST Origin Entry

FAST Qrigin Entry contains one-time appointment management, recurring " Go>
appointment management, and reporting capabilities for Origin Entry
appointments. Facility and resource information is also available.

To register for FAST or CSA:
Please navigate to the

2.1 Reports

The Reports section describes the following processes:

2.1.1 Closeout Data Report — Origin Entry.

2.1.1 Closeout Data Report — Origin Entry
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The Closeout Data Report — Origin Entry displays the appointment information for the entered
appointment IDs. The Closeout Data Report — Origin Entry section describes the processes for viewing
the Closeout Data Report — Origin Entry.

The Closeout Data Report — Origin Entry is accessible from two points in FAST, from the Login page (pre-
login) and from the Reports Landing page (post-login). A pre-login user begins the process from the
FAST Login page. The user CLICKS on Origin Entry link located on the sidebar and then selects the
Reports link also located on the side bar, or the associated Go> button. The user is taken to the Reports
Landing page (described in module 4.0 - Landing pages) where the user may select the Go> button
associated to the Closeout Data Report — Origin Entry link.

The fields and buttons on the Closeout Data Report — Origin Entry Selection page are
described below. A snapshot of the page is displayed after the field description.

*Search By:

Drop-down box containing two methods to retrieve reports: Appointment ID or
facility.

Submit button

Retrieves the search option to create a closeout data report.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the appointments’ closeout information.

A snapshot of the Closeout Data Report — Origin Entry Selection page is displayed below.

E UNITED STATES
POSTAL SERVICE » Homs

Facility Access and Shipment Tracking (FAST)
el Facility Access and Shipment Tracking (FAST)
Reports
Resources Closeout Data Report - Origin Entry

Origin Entry

b
Choose Search Criteria

Please select the search method and enter the required appointment

information

* Search by - Select One - v [ Submit>

Cancel Create

ntment ID

The fields and buttons on the Closeout Data Report — Origin Entry Selection page are

described below when searching by appointment ID. A snapshot of the page is displayed
after the field description.
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*Search By: facility.

Drop-down box containing two methods to retrieve reports: Appointment ID or

Appointment ID appointment IDs can be entered.

Provides a field for the user to enter the desired Appointment ID(s). Up to 10

Cancel button Displays the Reports Landing page.

Create button Retrieves the appointments’ closeout information.

The Closeout Data Report Selection page is displayed below.

UNITED STATES
POSTAL SERVICE Home

Facility Access and Shipment Tracking (FAST)

marsemell  Facility Access and Shipment Tracking (FAST)
Reports
Resources Closeout Data Report - Origin Entry
Origin Entry

Choose Search Criteria

Please selectthe search method and enter the required appointment
information

To view appointment data enter the Appointment Number or Shipper Appointment
Request (SAR) ID and click the Create button. ( * Required Fields )

* Search by. Appointment v [ Submit>

Appointment ID:
Appointment ID.
Appointment ID:
Appointment ID
Appointment 1D
Appointment ID
Appointment ID
Appointment ID:
Appointment 1D

Appointment ID;

Cancel Create

‘Copright® 2009 USP'S. All Rights Reserved. 1o FEAR Act EEQ Da

PyTH

\
:\ ? The user may view closeout information by performing the following steps:
Z

1. ENTER Appointment ID in the field next to the first Appointment 1D
2. REPEAT until the desired number of Appointment IDs are entered
3. CLICK Create
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The Closeout Information Report- Origin Entry page opens, displaying the closeout
information for the specified Appointment IDs. The fields and buttons on the Closeout Data
Report — Origin Entry Selection page are described below. A snapshot of the page is

displayed after the field description.

Appointment ID

The Appointment ID for which you wish to view closeout information.

Status

The Appointment Status
CA = Cancelled

CL = Closed

NS = No Show

O = Open

R = Rejected

Facility Name

The Facility Name associated with the appointment.

NASS Code

The NASS Code associated with the facility name.

Appointment Date
and Time

The Scheduled Appointment Date and Time.

Arrival Data and
Time

The Actual Arrival Date and Time.

Unload Start Date
and Time

The Unload Start Date and Time.

Unload End Date

The Unload Start Date and Time.

and Time
Mail Integrity One or multiple irregularities associated with the load.
Content The difference between the scheduled volume and the actual volume.

Discrepancy

Surface Visibility
Placard Scans

Identifies if content in the appointment was scanned by Surface Visibility.

Closed by Surface
Visibility

Indicates if Appointment was closed by Surface Visibility.

Scheduled Pallet
Count

Identifies the number of pallets expected to arrive on an appointment.

Actual Pallet
Count

Identifies the actual number of pallets recorded at closeout of an appointment.

Scheduled
Bedload Count

Identifies the number of bedloaded mail pieces/units expected to arrive on an
appointment.

Actual Bedload
Count

Identifies the percentage of actual to scheduled bedloaded mail pieces/units
recorded at closeout of an appointment.
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A snapshot of the Closeout Data Report- Origin Entry page is displayed on the following page.
UNITED STATES
POSTAL 5

L Home | Sign Qut

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Closeout Data Report - Origin Entry
Selected Criteria

USPS Origin Entry Facility: NEW YORK
MASS Code: 100
Locale Key: V19160
Date Range: 05/31/2011 to 058/31/2011
Status Code Legend : CA = Cancelled, CL = Closed, NS = Mo Show, O = Open, R = Rejected

Mail Integrity Code Legend : AF = Altered Required Field on Form, B = Broken Pallets, C = Container Counts Do
Mot Match Form, D = Damaged Mail, |A = Incorrect Appointment Type, IM = Incorrect
Class of Mail, IO = Incorrect Entry Office, IP = Incorrect Processing Category, L =
Load Unsafe, M = Mailings Mot Separated by Destination, MF = Missing Required
Mailer Field on Form, ML = Multiple Appts Associated to Load, M3 = Missing Origin
Signature andfor Round Stamp, NF = Mo Form with Shipment, NN = Missing
Appointment Mumber, O = Other, P = Pallets Too Tall, PD = Pastin Home Date, PS
= Photo Copy of PS Form, VS =Vehicle Size

Mail Class Code Legend : FC-First-Class, P3-Package Senvices, PER-Periodicals, STD-Standard

For best results, download this report into Excel and print in ‘Landscape’ mode.

Export options: Download into Excel | E View Printable Version

UsSPs
Appointment Scheduler Scheduler Mail Mail Publication Origin NASS Locale APPpoi
Status RID
(1]} 1D Name ner Preparer Name Entry Code Hey
Facility Date
510551332 o 20024 ETRTEST 10001215 MN/& MiA, NIA NEW 100 V19180 05/31/2C
YORK
Export options: Download into Excel | E View Printable Version
< T | 3
For best results, download this report into Excel and print in 'Landscape’ mode.
(< Back )
Site Map Customer Service Forms Gov't Services Carssrs Privacy Policy Temms of Use Business Customer Gatewar

Copyright® 2010 USPS. All Rights Reserved. Mo FEAR Act EEQ Data  FOIA

2.1.1.2 Create Report by Facility
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A user can also view the closeout data of all appointments

The fields and buttons on the Closeout Data Report — Origin Entry Selection page are
described below when searching by facility. A snapshot of the page is displayed after the
field description.

*Search By: Drop-down box containing Appointment ID and Facility.

Submit Refreshes the Closeout Data Report Search Criteria page with the appropriate fields.
State Drop-down box containing state options.

View Cities Retrieves all cities within the selected state that have a facility and populates the
button cities in the City drop-down box.

City Drop-down box containing the cities within the specified state that have a facility.

Search button

Retrieves the facilities located in the selected state and city and displays them in the
table.

*Facility

Drop-down box containing facilities for a selected city.

NASS Code

Textbox to input the NASS Code of the requested facility.

Search button

Retrieves the facility associated with the NASS Code and displays it in the results
table.

Cancel button

Displays the Reports Landing page.

Create button

Retrieves the closeout information.

The Closeout Data Report - Origin Entry Selection page is displayed on the following page.
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UNITED STATES
POSTAL SERVICE » Home

Facility A and Shipment Tracking (FAST

Baewomell  Facility Access and Shipment Tracking (FAST)
Reports

Resources Closeout Data Report - Origin Entry
Origin Entry

»

Choose Search Criteria

Please select the search method and enter the required appointment
information

There are two options to search for a facility.

1. Search for the facility using the "State™ and/or "City” field. Select a state and
click "View Cities". Cities and Facilities within the selected state will be
available for selection in their respective dropdowns. If the city is known,
select the city and click “Search”. Facilities within the selected city will be
available for selection in the facility dropdown

2. Enter the NASS Code for the facility. If the NASS Code is not known, use
option 1
* Search by Facility v: (Submit>
State: SelectOne — v NASS
View Cities > Code:  Search >
City.
* Origin Entry
Fadility:
SelectDate hara2010 B+ To: 022412010 BB
ange
* Mail Class
Cal}
First-Class
Standard
Package Senvices
Periodicals
Cancel Create

@ To view by facility, search for a facility by one of the following two ways:
4

To search by state and city:

1. SELECT a state from the State drop-down box

2. CLICK the View Cities button

3. SELECT a city from the City drop-down box

4. CLICK the Create button to populate the table with the retrieved facilities

To search by NASS Code:

1. ENTER the three to five character NASS Code in the NASS Code textbox
2. CLICK the Search button

3. CLICK the Create button to populate the table with the retrieved facilities

R30.0v1.0
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The Closeout Information Report - Origin Entry page opens, displaying the closeout information for the
specified facilities. The fields and buttons on the Closeout Data Report — Origin Entry Selection page are

described below. A snapshot of the page is displayed after the field description.

Appointment ID

The Appointment ID associated with the selected criteria.

Status

The Appointment Status
CA = Cancelled

CL = Closed

NS = No Show

O = Open

R = Rejected

Facility Name

The Facility Name associated with the selected criteria.

NASS Code

The NASS Code associated with the facility name.

Appointment Date
and Time

The Scheduled Appointment Date and Time.

Arrival Data and Time

The Actual Arrival Date and Time.

Unload Start Date
and Time

The Unload Start Date and Time.

Unload End Date and
Time

The Unload End Date and Time.

Mail Integrity

One or multiple irregularities associated with the load.

Content Discrepancy

The difference between the scheduled volume and the actual volume.

Surface Visibility
Placard Scans

Indicates if the appointment had containers that were scanned by Surface
Visibility.

Scheduled Pallet
Count

Identifies the number of pallets expected to arrive on an appointment.

Actual Pallet Count

Identifies the actual number of pallets recorded at closeout of an appointment.

Scheduled Bedload
Count

Identifies the number of bedloaded mail pieces/units expected to arrive on an
appointment.

Actual Bedload Count

Identifies the percentage of actual to scheduled bedloaded mail pieces/units
recorded at closeout of an appointment.

R30.0v1.0
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3.0 Login/Logout
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When the user opens the FAST application, the first page that displays is the Welcome to FAST page.
From the Welcome to FAST page, the user can access the Business Customer Gateway page by clicking
the Login to FAST link located in the Left Navigation Bar or the Business Customer Gateway link
located at the bottom of the page. Alternatively, the user may navigate directly to the Business Customer
Gateway to login. The Username and Password are entered on this page and then verified by the system
upon clicking the Sign In button. Upon login, the Business Customer Gateway page displays.

3.1 Logging In/Logging Qut of FAST

In order to access most of the processes available in FAST, the user must login to the application. The
Business Customer Gateway page will verify the Username and Password information entered.

This section includes:

3.1.1 Logging into FAST
3.1.2 Logging out of FAST

3.1.1 Logging into FAST

The user may begin the login process two ways. First, the user may navigate to the Welcome to FAST
page by accessing https://fast.usps.com/ . From there, the user will be directed to the Business Customer
Gateway page upon clicking the Login to FAST link located in the Left Navigation Bar or the Business
Customer Gateway link located at the bottom of the page.

Alternatively, the user may navigate directly to the Business Customer Gateway page to login. Once the
Business Customer Gateway page is reached, the user may enter a Username and Password. Upon
verification, the user will be logged into the Business Customer Gateway. The user may access FAST by
clicking the Schedule a Mailing Appointment (FAST) hyperlink located in the Mail & Transport section
of the page.

The fields and buttons on the Welcome to FAST page are described below. A screenshot of
the page is displayed after the field description.

Field/Button Description

Login to FAST

h . Directs the user to the Business Customer Gateway page.
yperlink

Business Customer

Gateway hyperlink Directs the user to the Business Customer Gateway page.
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E UNITED STATES
POSTAL SERVICE Home

saa—--8 Facility Access and Shipment Tracking (FAST)

Resources Welcome to FAST

Facility Access and Shipment Tracking (FAST)

Eacilities
Reports

FAST iz a Postal Service ™ initiative that improves the drop shipment and Origin Entry
appointment scheduling processes through allocating appointment availakility and
decreasing dock waittimes. FAST is designed to interface with other postal applications and
systemns to enable ongeoing transformation to an environment where the Postal Service and
customers have end-to-end visihility of the mail product from entry to delivery.

» Facilities
Facilities contains functionality to view physical and operating characteristics of [ gg 5
USPS Facilities. ' '

» Reports

Reports contains functionality to obtain information about facilities, schedules, “Bos
appeointments, and perfermance. ’ )

» Resources
Reszources contains functionality to download and link to various resources such [ Go s |
as the Drop Shipment Product files and the Domestic Mail Manual. In addition,
Resources provides links to the Message Board and What’s Mew.

To register for FAST or CSA:
Flease navigate t-:nthe!?.:— ness Customer Gatewa

The fields

and buttons on the Business Customer Gateway page are described below. A

screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Username

Field where the user enters his/her Username.

Password

Field where the user enters the Password for the associated Username.

| forgot my password
hyperlink

Allows the user to begin the process of resetting his/her password.

Sign In button

Allows the user to access the Business Customer Gateway page after the
correct entry of the Username and Password.
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a UMTED STATES
POSTAL SERVICE « USPS COM| GATEWAY | HELP

Business Customer Gateway 'Login
Shipping and Mailing for Your Business

Please 81 in the follkorwing
information:
[ * Requred case senstue feics )

Walcoma 1o the new Busingss Customar
Galeway! The Business Customes
Gateway ghves pou 3 single, unfied
landng paintto access the Fostad
SErACE's onkne Dusiness offenngs
These channels consisi of the products
that suppoet Intalbgent Nall Ful Sence

Naiing This indludes Pestalons!, FAST | forged sty paaseriid
(Facify Access and Shipment Trackng), Sygo fa >
CLDS (Customer Laal Distribution
. N u
Sratam), a3 Maier IDs (WD) B
ngister now for USPS online
Bervices, and create a buxinexx
user account.
Sygn Up >
Design & Prepare 'Mall & Transport Track & Report | | Customer Support
Inteligent Nall Serdces * Cantralzed Account © ADVRICE = Natonal Customee Suppon
= Maper 1D f,[‘:z’;la'"a Systom - Detvers Confematon Center - RIEBSS
= : - Manags Making acrety | T SE03 Undas
- Qustomer Lassl . oPubwaich
Orstritution System * Froduc Ferfarmance
(cLos) Repoats = Business Senice Network
(B3N) eSanice
- CustomenSuppher Track & Confrm )
Agreamants (C3As) = Gateway Help Dest
- Elecroric Dals = News & Infoematon
Exchange (PostalOne’) UserResgonsitiiy
- Scheduls a Malng Agraement (POF) (DOCH
Agpaintmant (FAST)

e M [ Faers ot Sacees Camany Paiasy Fafe Tarms 2t Shee RaAnsas Surtaorar Gaseaws

Copropis 2010 USPS. AR s Reservad [ FEAR ASEEO Dae  EOW | aeyiees £ ety vy

ngging into FAST

N
3 @ From the Welcome to FAST page, the user may access the Business Customer Gateway
4

— page by performing the following step:

-

1. CLICK the Login to FAST link in the Left Navigation Bar.
OR:
CLICK the Business Customer Gateway link at the bottom of the page.

\
:\ From the Business Customer Gateway page, perform the following steps to access the FAST
= @/ application:
1. CLICK the Username field and ENTER the Username.
2. CLICK the Password field and ENTER the Password.
3. CLICK the Sign In button to login to the Business Customer Gateway.
4. CLICK the Schedule a Mailing Appointment (FAST) link in the Mail & Transport section.
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Business Customer Gateway Login Difficulties

If the user login is unsuccessful, an error message is displayed.
3.1.2 Logging Out of FAST

On each page of the FAST application there is a Sign Out link in the right corner of the Top Navigation
Bar.

UNITED STATES

POSTAL SERVICE» Home |gnom

Facility Access and Shipment Tracking (FAST

Logging out of FAST

\S
N To exit the FAST application, perform the following step:

~ Q
- @l 1. CLICK the Sign Out button.

A successful logout brings the user to the Business Customer Gateway page. To return to the FAST
application, re-sign in to the Business Customer Gateway.

3.2 Message Board Pop-Up

Messages are created by administrators in the FAST system to display Facility-specific and general
information to FAST users. Messages are displayed to the user via the Message Board pop-up window.

Upon accessing the FAST application, the Message Board pop-up window is automatically displayed.
The user may also access the Message Board from the Welcome to FAST page by clicking on the
Resources link on the Left Navigation Bar or its associated Go> button, followed by clicking on the
Message Board link on the Left Navigation Bar or its associated Go> button. If there is a new message
posted to the Message Board, the user will see a new message alert at login.

The FAST Message Board pop-up window is below.

Facility Access and Shipment Tracking (FAST)

FAST Message Board Close Windaw

Facilitr Messages
wiew Printable Version
General Messages

Facility Messages:

Ho Facility Messages Available

General Messages:
Mo General Messages Available

Bacl:to Top
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4.0 Landing Pages

The FAST Origin Entry functionality may be accessed by using the Landing pages.

The Landing Pages module includes:

4.1 Welcome to FAST Page — Describes how to access the FAST application modules.

4.2 FAST Origin Entry Page — Describes how to display the Just In Time (JIT) One-Time Appointment,
JIT Recurring Appointment Information, Manage Closeout Information, Reports, Facilities, and Resources

Origin Entry Landing pages.

4.3 Just In Time (JIT) One-Time Appointment Page — Describes how to create or manage a JIT One-
Time appointment.

4.4 JIT Recurring Appointment Information Page — Describes how to create or manage a JIT
Recurring appointment.

4.5 Manage Closeout Information Page — Describes how to view Origin Entry appointment closeout
information.

4.6 Reports Page — Describes how to display the Appointment Status Report — Origin Entry and the
Closeout Data Report — Origin Entry.

4.7 Facilities Page — Describes how to display the Facility Profile Selection page.
4.8 Resources Page — Describes how to display the Origin Entry Reference Documents page.
The user may access the processes associated with the above sections from the Welcome to FAST page

by clicking on the Origin Entry link on the Left Navigation Bar or the Go> button associated with FAST
Origin Entry.
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4.1 Welcome to FAST Page

The Welcome to FAST Landing page lists all FAST related functions accessible to the user. The user has
the following options to choose from:

Appointments

Recurring Appointments
Facilities

Profiles

Reports

Resources

FAST Origin Entry

The fields and buttons on the Welcome to FAST Landing page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Go> (Appointments) | Directs the user to the Appointments Landing page.

Go> (Recurring

Appointments) Directs the user to the Recurring Appointments Landing page.

Go> (Facilities) Directs the user to the Facilities Landing page.
Go> (Profiles) Directs the user to the Profiles Landing page.
Go> (Reports) Directs the user to the Reports Landing page.
Go> (Resources) Directs the user to the Resources Landing page.
Go> (FAST

Origin Entry) Directs the user to the FAST Origin Entry Landing page.

Business Customer

Gateway hyperlink Directs the user to the Business Customer Gateway page.
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Facility Access and Shipment Tracking (FAST)

Welcome to FAST

FAST is a Postal Service™ initiative that improves the drop shipment and Origin Entry
appointment scheduling processes through allocating appointment availability and
decreasing dock wait imes. FAST is designed to interface with other postal applications and
systems to enable ongoing transformation to an environment where the Postal Service and
customers have end-to-end visibility of the mail product from entry to delivery.

b Appointments

Appointments contains functionality to create and manage appointments. o>

» Recurring Appointments

Recurring Appointments contains functionality to request and manage recurring | gg s
appointments. ' i

} Facilities

Facilities contains functionality to view physical and operating characteristics of | ggs”
USPS Facilities. ' '

» Profiles

Profiles contains functionality to view corporate and scheduler profile information | gg s
such as name, address, and contact information. ' i

b Reports

Reports contains functionality to obtain information about facilities, schedules, “Go>
appointments, and performance. ' i

} Resources

Resources contains functionality to download and link to various resources such | Go >
as the Drop Shipment Product files and the Domestic Mail Manual. In addition,
Resources provides links to the Message Board and What's New.

¥ FAST Origin Entry

FAST Qrigin Entry contains one-time appointment management, recurring " Go>
appointment management, and reporting capabilities for Origin Entry
appointments. Facility and resource information is also available.

p Test Environment for Mailers (TEM)

Test Environment for Mailers (TEM) TEM is a testing environment for mailers

who will be participating in Full-Service. TEM provides mailers with awaytotest | Go»
appointment scheduling via Mail XML. For additional information, please

reference the Postal Service Mail XML Technical Specification for Appointment
Scheduling (FAST) located here.

To register for C5A:
Flease navigate to the Business Customer Gateway.

For customer care:

Flease contactthe USPS Help Deskvia email fast@usps.com
ortelephone 1-877-569-6614.

Click on the Facilities link to access 24-hour facility contact information.
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4.2 FAST Origin Entry Page

The FAST Origin Entry Landing page lists all Origin Entry related functions accessible to the user
depending on user access levels. The user has the following options to choose from:

JIT One-Time Appointment
JIT Recurring Appointment
Manage Closeout Information
Reports

Facilities

Resources

The fields and buttons on the FAST Origin Entry Landing page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Go> (JIT One-Time

Appointment) Directs the user to the Just In Time (JIT) One-Time Appointment Landing page.

Go> (JIT Recurring

Appointment) Directs the user to the JIT Recurring Appointment Information Landing page.

Go> (Manage

Closeout Directs the user to the Manage Closeout Information Landing page.
Information)

Go> (Reports) Directs the user to the Reports Landing page.

Go> (Facilities) Directs the user to the Facilities Landing page.

Go> (Resources) Directs the user to the Resources Landing page.
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Facility Access and Shipment Tracking (FAST)

FAST Origin Entry

FAST Qrigin Entry contains one-time appointment management, recurring appaintment
management, and reporting capabilities for Grigin Entry appointments. Facility and resource
information is also available.

b JIT One-Time Appointment
Displays the Justin Time (JIT) One-Time Appointment landing page. “Bo>

¢ JIT Recurring Appointment
Displays the JustIn Time (JIT) Recurring Appointment landing page. " Bas

» Manage Closeout Information

Displays the Manage Closeout Information page. B>
» Reports

Displays the Repaorts landing page. B>
» Facilities

Displays the Facility Profile landing page. " Bax

b Resources
Displays the Resources landing page. “Go>

4.3 Just In Time (JIT) One-Time Appointment Page

The Just In Time (JIT) One-Time Appointment Landing page contains creation and management
functionality for providing advance notification information for Origin Entry postal-verified, customer-
transported appointments. The user has the following options to choose from:

e Create New JIT One-Time Appointment
e Manage Existing JIT One-Time Appointment
e Manage JIT Stand-Alone Content

To access the Just In Time (JIT) One-Time Appointment Landing page, the user clicks on the Left
Navigation Bar link or the associated Go> button for JIT One-Time Appointment. From the Just In Time
(JIT) One-Time Appointment Landing page, the user may access the Create New JIT One-Time
Appointment page and the Search Existing JIT One-Time Appointment Information page.

The fields and buttons on the Just In Time (JIT) One-Time Appointment Landing page are
described below. A screenshot of the page is displayed after the field descriptions.

Description
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Go> (Create New
JIT One-Time Directs the user to the Create New JIT One-Time Appointment page.
Appointment)

Go> (Manage
Existing JIT One-
Time Appointment)

Directs the user to the Search Existing JIT One-Time Appointment Information
page.

Go> (Manage
Existing JIT Stand- Directs the user to the Search Existing Stand-Alone Content page.
Alone Content)

Facility Access and Shipment Tracking (FAST)

Just In Time (JIT) One-Time Appointment

Just In Time Appointment contains creation and management functionality far providing
advance notification infarmation far Origin Entry loads.

p Create Hew JIT One-Time Appointment
Displays the Create Mew JIT One-Time Appointment page.

" Go>
p Manage Existing JIT One-Time Appointment
Displays the Manage Existing JIT One-Time Appointment page. Bas
p Manage Existing JIT 5tand-Alone Content
Displays the Manage Existing JIT Stand-Alone Content page. “Bo»
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4.4 JIT Recurring Appointment Information Page

The JIT Recurring Appointment Information Landing page contains creation and management
functionality for providing advance notification information for Origin Entry loads that occur on a recurring
basis. The user has the following options to choose from:

e Create New JIT Recurring Appointment
e Manage Existing JIT Recurring Appointment

To access the JIT Recurring Appointment Information Landing page, the user clicks on the Left
Navigation Bar link or the associated Go> button for JIT Recurring Appointment. From the JIT
Recurring Appointment Information Landing page, the user may access the Create New JIT Recurring
Appointment page and the Search Existing JIT Recurring Appointment Information page.

The fields and buttons on the JIT Recurring Appointment Information Landing page are
described below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Go> (Create New
JIT Recurring Directs the user to the Create New JIT Recurring Appointment page.
Appointment)

Go> (Manage
Existing JIT Directs the user to the Search Existing JIT Recurring Appointment Information
Recurring page.

Appointment)

Facility Access and Shipment Tracking (FAST)

JIT Recurring Appointment Information

JIT Recurring Appointment Information contains creation and management functionality for
praviding advance notification informatian for arigin entry loads that occur on a recurring
hasis.

p Create New JIT Recurring Appointment
Displays the Create Mew JIT Recurring Appointment page. " Gos)
» Manage Existing JIT Recurring Appointment

Displays the Manage Existing JIT Recurring Appointment page. o)
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4.5 Manage Closeout Information Page

The Manage Closeout Information Landing page contains closeout information for destination entry and
Origin Entry appointments. The user has the following option:

e Manage Closeout Information

To view closeout information, the user clicks on the Left Navigation Bar link or the associated Go> button
for Manage Closeout Information to display the Manage Closeout Information Landing page.

The fields and buttons on the Manage Closeout Information Landing page are described
below. A screenshot of the page is displayed after the field description.

Field/Button Description
Go> (Manage
Closeout Directs the user to the Manage Closeout Information page.
Information)

Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Manage Clogeout information contains appointment closeout functionality for destination
and Crigin Entry appointments.

p Manage Closeout Information

Displays the Manage Closeout Information page. " Gas

_________________________________________________________________________________

Note:

The Manage Closeout Information module is shared with the FAST
destination entry appointment closeout module.
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4.6 Reports Page

The Reports Landing page contains the available Origin Entry reports. The user has the following options
to choose from:

e Appointment Status Report — Origin Entry
e Closeout Data Report — Origin Entry

To access the Reports Landing page, the user clicks on the Left Navigation Bar link or the associated
Go> bhutton for Reports. From the Reports Landing page, the user may access the Appointment Status
Report — Origin Entry page and the Closeout Data Report — Origin Entry page.

The buttons on the Reports Landing page are described below. A screenshot of the page is
displayed after the field descriptions.

Field/Button Description

Go> (Appointment

Status Report — Directs the user to the Appointment Status Report — Origin Entry page.
Origin Entry)

Go> (Closeout Data

Report — Origin Directs the user to the Closeout Data Report — Origin Entry page.
Entry)

Facility Access and Shipment Tracking (FAST)

Reporis

Flease selectthe type of repart to view from the repont list below which gives a brief
description of each report.

If you would like to return to pages previously viewed within a repornt, please use the upper
navigation kar or the "Back™ button found in the lower left of each level of a generated report.

p Appointment Status Report - Origin Entry

Displays appointments for a designated facility or scheduler by the ‘Go>
specific appointment status type and time period.

p Closeout Data Report - Origin Entry
The Closecut Data Report allows users to enter appointment or ‘Go>

recurring appointment Id's and view those appointments closeout
infarmation.

4.7 Facilities Page

The Facilities Landing page contains contacts and Facility operating characteristics for USPS Origin Entry
Facilities. The user has the following option:
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e Facility Profile

To access the Facilities Landing page, the user clicks on the Left Navigation Bar link or the associated
Go> button for Facilities. From the Facilities Landing page, the user may access the Facility Profile
Selection page.

The fields and buttons on the Facilities Landing page are described below. A screenshot of
the page is displayed after the field description.

Field/Button Description

Go> (Facility Profile) | Directs the user to the Facility Profile Selection page.

Facility Access and Shipment Tracking (FAST)

Facilities
Facilities contains contact and facility operating characteristics for USPS Qrigin Entry
Facilities.

»  Facility Profile
Displays the Facility Profile page. &%
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4.3 Resources

The Resources Landing page contains functionality to access Origin Entry documents such as PS Forms
and manuals. The user has the following option:

e Reference Documents

To access the Resources Landing page, the user clicks on the Left Navigation Bar link or the associated

Go> button for Resources. From the Resources Landing page, the user may access the Origin Entry
Reference Documents page.

The fields and buttons on the Resources Landing page are described below. A screenshot of
the page is displayed after the field description.

Field/Button Description
Go> (Reference Directs the user to the Origin Entry Reference Documents page.
Documents)

Facility Access and Shipment Tracking (FAST)

Resources

Resources contains functionality to access Origin Entry documents such as PS Forms and
manuals.

b Reference Documents

Displays the Reference Documents page. " Ba>]
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5.0 Facilities

The Facilities module describes how a user may access Facility contact and NASS Code information that
is maintained within FAST. Facility address information, which is maintained in the Facilities Database
(FDB), may also be viewed

The Facilities module includes:

5.1 Facility Profile — Describes how a user may view an Origin Entry Facility Profile.

Users may access the above functionality in FAST from the FAST Origin Entry page by clicking on the

Facilities navigation link or the associated Go> button, which takes the user to the Origin Entry Facilities
page. From the Facilities page, a user may select the Go> button for Facility Profile.

5.1 Facility Profile

Origin Entry Facility Profiles consists of contact information, NASS Code information, and address
information for a selected Origin Entry Facility. All users may view the information for any Origin Entry
Facility.

This section includes:

5.1.1 Viewing Origin Entry Facility Information

5.1.1 Viewing Origin Entry Facility Information

To view Origin Entry Facility information, the user clicks the Go> button for Facility Profile on the
Facilities Landing page. The user is taken to the Facility Profile Selection page where he/she may search
by Area, District, or Facility. Only Facilities that are associated with the entered search criteria are
displayed in the Facility Profile search results.

Searching for Facility Profile Information by Area

The fields and buttons on the Facility Profile Selection page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description
*Search By Drop-down box listing what a user may search by: Area, District, or Facility.
Submit button Refreshes the page and displays the Area ID drop-down box.
*Area 1D Drop-down box containing Area IDs.

Exclude Delivery

. Check box to exclude delivery units from the Facility Profile search results.
Units check box

Only Show BMEU Check box to only show Business Mail Entry Unit Facilities in the Facility Profile
Facilities check box search results.

Cancel button Directs the user to the Origin Entry Facilities page.

Search button Refreshes the page and displays the Facilities located in the selected Area.
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Facility Access and Shipment Tracking (FAST)

Facility Profile Selection

Choose Search Criteria

There are three options to search for facilities: by facility, by district or by area.

* Search By: | Area w Submit >
“ArealD: | 44 - Mew York Metro (A) w
[1Exclude Delivery Units

[C1only Show BMEU Facilities

< Cancel Search >

Searching for Facility Profile Information by Area

~ To search for Facility Profile information by Area, perform the following steps on the Facility
@ Profile Selection page:

. SELECT “Area” from the Search By drop-down box.
CLICK the Submit button.

SELECT an Area from the Area ID drop-down box.
CLICK the Exclude Delivery Units check box, if applicable.
CLICK the Only Show BMEU Facilities check box, if applicable.

o u A WN =

. CLICK the Search button to display the search results.
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Searching for Facility Profile Information by District

The fields and buttons on the Facility Profile Selection page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button

Description

*Search By

Drop-down box listing what a user may search by: Area, District, or Facility.

Submit button

Refreshes the page and displays the District ID drop-down box.

*District ID

Drop-down box containing District ID options.

Exclude Delivery

Unit check box

Check box to exclude delivery units from the Facility Profile search results.

Only Show BMEU

Facilities check box search results.

Check box to only show Business Mail Entry Unit Facilities in the Facility Profile

Cancel button

Directs the user to the Origin Entry Facilities page.

Search button

Refreshes the page and displays the Facilities located in the selected District.

Facility Access and Shipment Tracking (FAST)

Facility Profile Selection

Choose Search Criteria

There are three options to search for facilities: by facility, by district or by area.

* Search By: | District w | |_Submit >

* District1D: | 006 - Caribbean A

[ Exclude Delivery Units
O Only 3how BMEU Facilities

< Cancel Search >
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Searching for Facility Profile Information by District

W

3 To search for Facility Profile information by District, perform the following steps on the
> @? Facility Profile Selection page:

. SELECT “District” from the Search By drop-down box.

« CLICK the Submit button.

. SELECT a District from the District ID drop-down box.

1

2

3

4. CLICK the Exclude Delivery Units check box, if applicable.

5. CLICK the Only Show BMEU Facilities check box, if applicable.
6

. CLICK the Search button to display the search results.

Searching for Facility Profile Information by Facility

The fields and buttons on the Facility Profile Selection page are below. A screenshot of the
page is displayed after the field descriptions.

Field/Button Description
*Search By Drop-down box listing what a user may search by: Area, District, or Facility.
Submit button Refreshes the page and displays the Facility search area.
State Drop-down box listing State options.

Retrieves Cities within the selected State and populates the Cities in the City
View Cities button drop-down box. Only Cities with Postal Facilities that are Origin Entry active and
show in FDB will be returned.

City Drop-down box listing all Cities within the selected State.

Search button (City) Retrieves the Facilities located in the selected State and City.

NASS Code Field in which a valid three to five character NASS Code may be entered.

Search button

(NASS Code) Retrieves the Facility associated with the NASS Code.

Cancel button Directs the user to the Origin Entry Facilities page.
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Facility Access and Shipment Tracking (FAST)

Facilitv Profile Selection

Choose Search Criteria
There are three options to search for facilities: by facility, by district or by area.
There are two options to search for a facility.
1. Search forthe facility using the "State” field. If the "City” field is not populated, all city
names for the state will be availakle inthe drop down. Once a city is identified, all

facilities associated with the city name will be availahle for selection.
Enter the MASS Code for the facility. Ifthe MASS Code is not known, use option 1.

[

* Search By: | Facility w | [ Submit >
State: | -- Select One - ~ | [_View Cities > | | NASS Code: Search >
City:
< Cancel

Searching for Facility Profile Information by Facility

3 To search for Facility Profile information by Facility, perform the following steps on the Facility
@, Profile Selection page:

1. SELECT “Facility” from the Search By drop-down box.
2. CLICK the Submit button.

3. SEARCH for a Facility by one of the following two ways:
To search for a Facility by State and City:

a. SELECT a State from the State drop-down box.
b. CLICK the View Cities button.
c. SELECT a City from the City drop-down box.

d. CLICK the Search button to display the search results.
To search for a Facility by NASS Code:

a. ENTER a three to five character ID in the NASS Code field.

b. CLICK the Search button to display the search results.
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Facility Profile Results Table

After performing the search by Area, District, or Facility, the page refreshes to show a Facility Profile
summary table at the bottom.

The fields and buttons in the summary table are described below. A screenshot of the page is
displayed after the field descriptions.

Field/Button

Description

NASS Code

Displays the three to five character NASS Code for each Facility.

Facility Name

The name of the Facility.

Facility Type Displays the type of Facility: NDC, Plant, Delivery Unit, or Annex.
BMEU Specifies whether the Facility is a BMEU Facility.

District Displays the District in which the Facility is located.

Locale Key The USPS Facility identifier used in FAST.

Address The street address of the Facility.

City The City where the Facility resides.

State The two character State code where the Facility resides.

ZIP Code The nine-digit ZIP Code where the Facility resides.

Facility Coordinator Contact Information

NOTE: The information listed below will be populated if the Facility is already active in FAST. Facility
Coordinator Contact information is shared between the FAST Facility Profile page and the FAST Origin
Entry Facility Profile page.

Name The name of the Facility Coordinator.
Phone The phone number of the Facility Coordinator.
E-Mail The e-mail address of the Facility Coordinator.

24-Hour Number

The phone number to reach the Facility at any time of the day.

Accepts Origin Entry
Mail

Specifies whether the Facility accepts Origin Entry Mail.
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Facility Access and Shipment Tracking (FAST)

Facility Profile Selection
Choose Search Criteria

There are three opticns to search for facilities: by facility, by district or by area.

* Search By: | District Vl Submit >

* District ID: | 100 - New York |

Exclude Delivery Units
[ only Show BMEU Facilities

< Cancel Search >

Code Hame e

NASS Facility Facilty ppyry picyrict LOS31€  agiress ity State ZIP Code
Type Hey an

EROMX Annex Mo MNew 004348 815 BROMX NY 104851818
HASP York HUTCHINSON
RIWER PEVY
MOUNT  Plant Mo New 18877 2618 BROMX NY 104619898
WERNON York PONTON
ANE
100 NEW Plant Mo New W18160 341 STH AVE NEW  NY 101585704  Vinn
ORK ork R 1042 WORK Turz
EROMX  Plant Mo MNew W12305 558 GRAND BROMX NY 1045189%8 Rand
York CONCOURSE Maldor
Export D Excel | EhView P 8 Ve

|
ol

N
3 From the Facility Profile Selection page, the user may view the contact information for a
- @, Facility by clicking the Facility Name hyperlink.

Note:
The user must scroll horizontally to view the entire Facility Profile
results table.
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Facility Profile
The Facility Profile page opens, displaying the contact information for the Origin Entry Facility. The fields

are read-only and may not be edited.

7 84 The fields and buttons on the page Facility Profile are described below. A screenshot of the
/
page is displayed after the field descriptions.

Field/Button Description
Back Button Directs the user to the Facility Profile Selection page.
Name The full name of the Facility.
Address The street address of the Facility.
City The City where the Facility resides.
State The State code where the Facility resides.
ZIP + 4 The nine-digit ZIP Code of the Facility.
District The name of the District where the Facility resides.
Area The name of the Area where the Facility resides.
Locale Key The Locale Key of the Facility.

Displays Yes if Surface Visibility will be used at the site and No if it will not be

Surface Visibility Site used at the site.

BMEU Displays Yes if the Facility is a BMEU Facility or No if it is not a BMEU Facility.

Accept Origin Entry Indicates Yes if the Facility accepts Origin Entry mail or No if the Facility does not
Mail accept Origin Entry mail.

NASS Code The three to five character NASS Code of the Facility.

Coordinator Information

Contact Name Name of the primary contact person for the Origin Entry Facility.

Hours of Availability Time range to reach the contact person.

Phone Number Phone number at the Facility for the contact person.
FAX Number FAX number at the Facility for the contact person.
Email Address Email address of the contact person.
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Alternate Contact Information

Contact Name Name of the alternate contact person for the Origin Entry Facility.

Hours of Availability Time range to reach the alternate contact person.

Phone Number Phone number at the Facility for the alternate contact person.
FAX Number FAX number at the Facility for the alternate contact person.
Email Address Email address of the alternate contact person.

24-Hour Telephone

Number Phone number to reach the Facility at any time of the day.

Origin Entry Hours of Operation

Day Day of the week for Hours of Operation.
Date Date of Hours of Operation.
Hours of Operation Hours the Facility is open and staffed for each day of the week.

Supplemental Facility Information

Comments Any additional information relevant to the Facility.

Facility [.)OCk Displays the Height, Width, and Depth of the dock at the Facility.

Information

Facility Yard Displays the following fields: Maximum Truck Length, Truck Maneuverability,
Information Length, Width, and Surface Type.
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Facility Profile

< Back

Name: PRINCE ANNEX
Address: 350 CAMAL ST
City: NEW YORK
State: MY
ZIP +4: 100139998
District: Mew Yaork
Area: Mew York Metro (&)
Locale Key: 001737
Surface Visibility Site: Mo
BMEU: Mo
Accepts Origin Entry Mail: Mo
NASS Code:

Coordinator Information
Contact Name:
Hours of Availability: null:null - null:null
Phone Number:
FAX Humber:
Email Address: fasttesta@hotmail.com

Alternate Contact Information
Contact Name:
Hours of Availability: null:null - nultnull
Phone Number:
FAX Number:
Email Address: fasttesta@hotmail com
24-Hour Telephone Number:

Day Date Hours of Operation

Wednesday 04/08/2009
Thursday 04/09/2009

Fricay 04/10/2009
Saturday 04/11/20089
Sunday 041202009

Monday 04/13/2009
Tuesday 041412009

Comments:

Facility Dock
Height: 0ft 0in
Width: 0ft. 0in.
Depth: f. 0in

Facility Yard Information

Maximum Truck Length: 0 ft.
Truck Maneuverability:
Length: Oft
Width: 0ft
Surface Type:

< Back
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6.0 Corporate and Scheduler Profiles

Corporate Profile information refers to the corporation’s contact information shown in FAST. The
information is maintained in the Business Customer Gateway and is passed to FAST. The Corporate
Profile page is shared with FAST (for destination entry), and therefore, it is accessible via the Profiles link
on the Welcome to FAST page.

The Corporate and Scheduler Profiles module includes:

6.1 View a Corporate Profile — Describes how a user may view the Corporate Profile information.

6.2 View a Scheduler Profile — Describes how a user may view the Scheduler Profile information

The user may access the Corporate Profile page from the Profiles link on the Welcome to FAST page.
The user clicks on the Profiles link on the Left Navigation Bar, or associated Go> button, to display the
Profiles Landing page. The user may then click the Corporate Profile link or Go> button to display the

Corporate Profile page.

The use may access the Scheduler Profile page by selecting the Mailer description link on the Corporate
Profile page

6.1 View a Corporate Profile

Corporate Profile information consists of the contact information for the user’s Corporate ID. Maintenance
of the data occurs in the Business Customer Gateway.

The user begins the process from the Profiles Landing page. The user clicks the Corporate Profile link or

associated Go> button to display the Corporate Profile page.

The fields and buttons on the Corporate Profile page are described below. A screenshot of
the page is displayed after the field descriptions.

Field/Button Description

Corporate Name The full name of the corporation.

The Corporate ID of the corporation, as defined by the Business Customer

Corporate ID Gateway.

The date on which the corporation was deactivated by the Business Customer

Deactivated Date Gateway (displays as null if the corporation is still active).

Address The street address of the corporation.

City The city where the corporation resides.

State The state code where the corporation resides.

ZIP + 4 The nine-digit ZIP Code where the corporation resides.
Contact Name The name of the primary contact person at the corporation.
Contact Title The title of the primary contact person at the corporation.
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Contact Phone

The phone number for the contact person at the corporation.
Number

Contact Fax Number | The fax number for the contact person at the corporation.

Contact Email

The email address of the contact person at the corporation.
Address

The associated Scheduler ID(s) for the corporation. Each Scheduler ID is a
hyperlink to the Scheduler Profile page, where the user may view the Scheduler’s
contact information.

Access Scheduler
Profile

Customer

Registration hyperlink Directs the user to the Business Customer Gateway page.

Return to Previous

Screen hyperlink Directs the user back to the Profiles Landing page.

Facility Access and Shipment Tracking (FAST)
Cnrpurate Profile Return to Previous Screen

Corporate Name: FASTTestlsers Corp
Corporate I 76589546897
Customer Registration ID: 666666
Deactivated Date:
Address: 5 DANRD
City: CANTON
State: M4
Fip+4: 02021-2867
Contact Name: BMEL
Contact Title:
Contact Phone Humber; (508)427-0177
Contact Fax Number:
Contact Email Address: USFSFASTZ@ GMAIL.COL
Access Scheduler Profile: Scheduler FASTTestUser] (212100000004)
description
Scheduler FASTTestUser? (212100000007)
description
Scheduler FASTTestUser3 (212100000008}
description
Scheduler FASTTestUserd (212100000009}
description
Scheduler FASTTestUsers (212100000005}
description

FPlease visit to update profile information.

— Note: _
All fields on the Corporate Profile page are read-only, regardless of

— the user’s security privileges.
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6.2 View a Scheduler Profile

Scheduler Profile information consists of the contact information for the user's Corporate ID. Maintenance
of the data occurs in the Business Customer Gateway.

The user begins the process from the Profiles Landing page. The user clicks the Corporate Profile link or
associated Go> button to display the Corporate Profile page. The user may then access the Scheduler
Profile by selecting the hyperlink associated with the Customer Registration ID associated for the

corporation.

The fields and buttons on the Scheduler Profile page are described below. A screenshot of
the page is displayed after the field descriptions.

Field/Button

Description

Corporate Name

The full name of the corporation.

Corporate Customer
Registration ID

The Corporate ID of the corporation, as defined by the Business Customer
Gateway.

Deactivated Date

The date on which the corporation was deactivated by the Business Customer
Gateway (displays as null if the corporation is still active).

Address The street address of the corporation.

City The city where the corporation resides.

State The state code where the corporation resides.

ZIP + 4 The nine-digit ZIP Code where the corporation resides.

Manage Publications

Manage Customers

Customer
Registration hyperlink

Directs the user to the Business Customer Gateway page.

Return to Previous
Screen hyperlink

Directs the user back to the Corporate Profile Landing page.
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Facility Access and Shipment Tracking (FAST)

Scheduler Profile
Corporate Name: FASTALSO
Corporate Customer Registration ID: 4432047
Scheduler Name: FAST ALSO
Customer Registration ID: 4433047
Address: 801D STNE
City:  WASHINGTON
State: DC
Zip+4: 20002-6125
Contact Email Address: USPSFASTZ@GMAIL.COM

Preferred Publication Group: Manage Publications >
Most often used Mail Owners/Mail Preparers: Manage Customers >
< Boack

Please vist Customer Registrabon to update profile information

| 5 _ i
b — Notg. _ :
i All fields on the Scheduler Profile page are read-only, regardless of !
N the user’s security privileges. :
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7.0 JIT One-Time Appointment

This module details the processes for creating and managing a single occurrence Just-In-Time (JIT)
appointment. The FAST JIT One-Time Appointment module allows for the creation and management of
JIT appointments for Origin Entry postal-verified customer-transported appointments that will occur only
once. JIT One-Time appointments may be created or updated one hour to fourteen days prior to the
scheduled appointment date and time.

The JIT One-Time Appointment module includes:

7.1 Create a New JIT One-Time Appointment — Describes how to create and submit a JIT One-Time
appointment.

7.2 Joint Scheduling JIT One-Time Appointment — Describes how to associate Stand-Alone contents
to a new appointment and/or an already existing appointment.

7.3 Manage an Existing JIT One-Time Appointment — Describes how to edit or cancel a JIT One-Time
appointment.

7.4 Create a JIT One-Time Appointment Shell- Describes how a user may create an appointment shell.

The user may access the processes above from the Welcome to FAST page by clicking on the Origin
Entry link on the Left Navigation Bar or associated Go> button, followed by the JIT One-Time
Appointment navigation link or associated Go> button. The JIT One-Time Appointment link takes the
user to the Just In Time (JIT) One-Time Appointment page where the user may click the Go> buttons
associated with Create New JIT One-Time Appointment or Manage Existing JIT One-Time Appointment.

7.1 Create a New JIT One-Time Appointment

The Create New JIT One-Time Appointment section consists of the different actions the user may perform
to create a new JIT One-Time appointment in FAST. The user may create appointments only at an
associated Facility but may view appointment information at any Facility.

Creating a new JIT One-Time appointment requires the user to first search for the availability of the
desired date and Mail Class. The user may also enter comments. He/she must associate at least one set
of content information to the appointment for the appointment to be valid. Once the user has added all of
the separate sets of content information associated to the appointment, the appointment is submitted and
created in the system. The user also has the ability to create JIT One-Time appointments with no
associated contents, this creates a JIT One-Time Appointment Shell and content can be added at a later
time.

This section includes:
7.1.1 Searching for JIT One-Time Appointment Availability

7.1.2 Creating a New JIT One-Time Appointment
7.1.3 Confirming New JIT One-Time Appointment Creation

7.1.1 Searching for JIT One-Time Appointment Availability

An Origin Entry Facility’s availability to receive a JIT One-Time appointment is shown in FAST by
displaying an “A” (for available) for all hours a Facility is open and staffed, based on information in the
Facilities Database (FDB).
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To search for an available appointment, the user must first click the Go> button for JIT One-Time
Appointment on the FAST Origin Entry Landing page, followed by the Go> button for Create New JIT
One-Time Appointment on the Just In Time (JIT) One-Time Appointment Landing page. The user is
then taken to the Create New JIT One-Time Appointment page where he/she may search hours of
availability by specifying an Origin Entry Facility, Mail Class, Scheduler ID, and Date Range.

The fields and buttons on the Create New JIT One-Time Appointment page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

State

Drop-down box listing State options. Only States with Facilities that are Origin
Entry active and show in FDB will be returned.

View Cities button

Retrieves Cities within the selected State and populates the Cities in the City
drop-down box. Only Cities with Facilities that are Origin Entry active and show in
FDB will be returned.

City

Drop-down box listing all Cities within the selected State with Facilities that are
Origin Entry active and show in FDB.

Search button (City)

Retrieves the Facilities located in the selected State and City.

NASS Code

Field in which a valid three to five character NASS Code may be entered.

Search button (NASS
Code)

Retrieves the Facility associated with the NASS Code.

*QOrigin Entry Facility

Drop-down box listing the Facilities associated to the City/State combination or
NASS Code.

*Mail Class check
boxes

Check boxes listing Mail Class options to select from: First-Class, Standard,
Package Services, and Periodicals.

*Customer
Registration ID

Drop-down box listing all of the Postal customer names and IDs. The user must
select the name and ID of the customer making the request for the One-Time
appointment.

*Select Date Range

Selects the Date Range to search for available hours for the Origin Entry
appointment type and Facility. For an Origin Entry appointment, the range is
restricted from the present date to fourteen days into the future. Both date fields
default to the current date.

Comments

Any additional comments.

Search button

Retrieves the hours of availability based on the entered search criteria.
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UNITED STATES
POSTAL SERVICE» Home | Sign Out
il 1 FAST
Appointments T . .
e weemmsee  Facility Access and Shipment Tracking (FAST)
Facilities
=CICY Create New JIT One-Time Appointment
Reports
Origin Ent Choose Search Criteria
) Please enter the following information ( * Required Fields )
JIT Recurring
Closeout Information There are two options to search for a facility
Reports
Facities 1. Search for the facility using the "State” and/or "City” field. Select 3 state and
Resources click "View Cities”. Cities and Facilities within the selected state will be
available for selection in their respective dropdowns. If the city is known,
C / Suppli select the city and dick "Search™. Facilities within the selected city will be
Customer / Supplier available for selection in the facility dropdown
Agreements 2. Enterthe NASS Code for the facility. If the NASS Code is not known, use
TEM option 1
State: —SelectOne -~ v [ ViewCities> ) NASS Search >
Code:
City:
* Origin Entry
Facility:
* Mail Class
First-Class
Standard
Package Senices
Periodicals
* Customer
DERCORP INTERNATIONAL - 4433047 -
Registration 1D
* Select Date ="
Range 03/08/2010 = To: 03/08/2010 [
Comments -
Search >
Egems Sov Secvees Sareey Envacy Poldy Termg of Use Buaness Contomer Gaewny

Searching for JIT One-Time Appointment Availability
\
N
I To view an Origin Entry Facility’s availability for an appointment, perform the following steps on
= @, the Create New JIT One-Time Appointment page:

1. SELECT the Origin Entry Facility of the appointment.
To Search for an Origin Entry Facility by State and City:
a. SELECT a State from the State drop-down box.
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b. CLICK the View Cities button.

c. SELECT a City from the City drop-down box.

d. CLICK the Search button, populating the Facilities in the Origin Entry Facility drop-

down box.

To search for an Origin Entry Facility by NASS Code:

ENTER a valid three to five character NASS Code in the NASS Code field.

b. CLICK the Search button, populating the Facility in the Origin Entry Facility drop-

o g AW N

down box.
. SELECT one or more Mail Classes from the Mail Class check boxes.
. SELECT a Customer Registration ID from the Registration ID drop-down box.
SELECT the Date Range the One-Time appointment is to occur within.
. ENTER any additional Comments regarding the appointment in the Comments field.

. CLICK the Search button to display the JIT One-Time Appointment Time Selection page.

The JIT One-Time Appointment Time Selection page displays the hours of availability for the given USPS
Origin Entry Facility, Date Range, and Scheduler. Hours of availability for which a Facility is open and
staffed are shown, based on information in the Facilities Database (FDB).

The fields and buttons on the JIT One-Time Appointment Time Selection page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Scheduler ID

The ID associated to the appointment’s Scheduler.

Scheduler Name

The name of the One-Time appointment’s Scheduler.

Customer
Registration ID

Registration ID associated to a Customer.

USPS Origin Entry
Facility Name

The name of the Origin Entry Facility at which the One-Time appointment is
scheduled.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Mail Class(es)

The Mail Class(es) for the appointment.

JIT One-Time
Appointment Time
Selection table

A table displaying appointment availability by the hours of the day.

Hour row Lists each hour of the day in military time.
Day column Lists the days that are specified in the Select Date Range fields.

Displays an ‘A’ to indicate each hour that is available; each available hour is a
Slots row

hyperlink the user may click to proceed in the appointment creation process.

Back button

Directs the user to the Create New JIT One-Time Appointment page.
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Cancel button

Directs the user to the Just In Time (JIT) One-Time Appointment page.

Zrezults

Day

042972009
Thursday
0&/30/2009

2 results

< Back

Facility Access and Shipment Tracking (FAST)

JIT One-Time Appointment Time Selection

Selected Criteria

Please select your requested appointment time.

Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Hour Houwr Hour Hour Hour Hour Houwr Hour Hour Hour Hour
'] 2 3 g 7 3 3 0z 3

Wednesday

Scheduler ID: 200242193002
Scheduler Name: FAST SCHED 2
Customer Registration I1D: 33553013
USPS Origin Entry Facility: SANTA ANA
NASS Code: 828
Mail Class(es): First-Class

¥ 4 5 L T § 2 10 1 1z 13 14 13 1§ 1w 18 12 r-]

< Cancel

7.1.2 Creating a New JIT One-Time Appointment

From the JIT One-Time Appointment Time Selection page, the user clicks on an available hour hyperlink
to continue the appointment creation process. After clicking a hyperlink, the user is taken to the Add/Edit
Content Information page for the specified Scheduler, Date Range, and USPS Origin Entry Facility.

Selected criteria that will be presented to the Postal Service are displayed on the Add/Edit Content
Information page. To update the number of contents for the appointment, update the number of contents
from the default “0” and click the Manage Content button.

The fields and buttons on the Add/Edit Content Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Update Number of
Contents

Fields where the user may specify the number of contents requested by Mail
Class.

Manage Content
button

Refreshes the Add/Edit Content Information page and displays a content form for
each content requested.

Cancel button

Directs the user to the Just In Time (JIT) One-Time Appointment page.
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UNITED STATES
POSTAL SERVICE » Home | Sign Out
Facils [£ F

Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Please Note: A content describes the mail assodated to a mailing or segment of a mailing
1o be presented to the postal senvice at one spedifictime

Amailing is a group of pieces within the same class of mail and the same processing
category that may be sorted together and/or presented under a single minimum volume
mailing required under the applicable standards.

Selected Criteria

Scheduler ID: 999999999980
Scheduler Name: Mailer *
Customer Registration 1D: 4433047
USPS Origin Entry Facility: SPRINGFIELD BMC
NASS Code: 012
Appointment Date: 03/01/2010
Appointment Time: 14.00
Mail Class(es): First-Class

To add content information, input the number of contents to add and click "Manage Content”.
To associate stand-alone content, click the “Associate Stand-Alone Content” button
Click the "Submit” button to bypass content creation and create an appointment shell

Update Number of Contents:
First-Class Standard Package Services Periodicals
0 0 0
Manage Content
“Cancel Submit >
Site Mag Cestomer Service Eotma Sov't Services Careens Privacy Poley Teems of Use Busicess Customer Gatew
Postal Inspectons Inspector General
Copynight® 2009 USPS. All Rights Reserved. Mo FEARAGtEEO Data  FOIA * Presenving he Trust 5 Promoting integrity

Enter Content Level Information

W

X, To enter content level information and access the reloaded Add/Edit Content Information
— @ page, perform the following steps on the Add/Edit Content Information page:

-

1. ENTER the requested number of contents in the First-Class field.

2. CLICK the Manage Content button, reloading the Add/Edit Content Information page to
display a content form for each content requested.
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EUNITEDSTATES
POSTAL SERVICE» Home | Sian Out

"
Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Please Note: A content describes the mail assodiated to 3 mailing or segment of a mailing
to be presented to the postal senice at one specifictime.

A mailing is a group of pieces within the same class of mail and the same processing
category that may be sorted together and/or presented under a single minimum volume
mailing required under the applicable standards.

Selected Criteria

Scheduler 1D: 200032164001
Scheduler Name: FAST TEST
Customer Registration 1D: 4433212
USPS Origin Entry Facility: BALTIMORE
NASS Code: 212
Appointment Date: 02/25/2010
Appointment Time: 17:00
Mail Class(es): First-Class

To add content information, input the number of contents to add and click "Manage Content”
Click the "Submit” button to bypass content creation and create an appointment shell.

Update Number of Contents:
First-Class Standard Package Services Periodicals
0
Manage Content |
Cancel Submit >
Sae Map Caustomar Service Foema Gov't Services Caceers Privacy Poloy Teems of Use Bosness Customar Gateway
. Postal inspeciors Inspecior General
Copyright® 2008 USPS. All Rights Reserved.  No FEAR AGEEO Dats  FOIA * Preserving the Trust %7 Promoting Integrity

The Add/Edit Content Information page associates content information to an appointment. At least one
content must be created to make a valid appointment. An Appointment Shell is created upon users
selecting the Submit button on the Add/Edit

Error messages will be displayed if the user tries to submit a content that violates any of the restrictions.
The error message describes the restriction to help the user to submit valid information.
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The fields and buttons on the Add/Edit Content Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Search criteria the user selected on the Create New JIT One-Time Appointment
page.

Selected Criteria

Update Number of

Contents The number of expected contents to be created with the appointment.

Manage Content

button Changes the number of contents associated with the current appointment.

The fields below describe the content grid. The grid is displayed when the number of expected contents is
entered and the Manage Content button is clicked.

Content Number Number of the current content being created.

Clear Content check

box Clears the data fields in the content when selected.

Drop-down box listing the FAST Scheduler Name and Scheduler ID of available

Mail Preparer ID Mail Preparers (disabled until the View All button is clicked).

View Al button Refreshes the page to show all Mail Preparer IDs in the Mail Preparer ID drop-

down box.
Content Name The name of the content being created.
Comments Any additional comments.

Drop-down box listing the following options to specify Mail Shape: Automation
*Mail Shape Letters, Nonautomation Letters, Card, Automation Flats, Nonautomation Flats,
and Parcels.

Priority Mail check Indicates a Priority Mail content if checked.

box

Total Pieces The total number of pieces that the content consists of.
Total Weight(oz) The total weight of the content in ounces.

eVS Indicator Indicates an eVS content if checked.

eFile Number The eFile Number of the eVS content being added.

# of Hampers
Containing 1’ Letter The total number of Hampers containing 1’ Letter Trays for this specific content.
Trays

# of Hampers
Containing 2’ Letter The total number of Hampers containing 2’ Letter Trays for this specific content.
Trays
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# of Hampers
Containing EMM
Letter Trays

The total number of Hampers containing EMM Letter Trays for this specific
content.

# of Hampers
Containing Flat Trays

The total number of Hampers containing Flat Trays for this specific content.

# of Hampers
Containing Parcels

The total number of Hampers containing Parcels for this specific content.

# of Hampers
Containing Sacks

The total number of Hampers containing Sacks for this specific content.

# of APC/ERMCs
Containing 1’ Letter
Trays

The total number of APC/ERMCs containing 1’ Letter Trays for this specific
content.

# of APC/ERMCs
Containing 2’ Letter
Trays

The total number of APC/ERMCs containing 2’ Letter Trays for this specific
content.

# of A'.DQERMCS The total number of APC/ERMCs containing EMM Letter Trays for this specific
Containing EMM
content.
Letter Trays
# of APC/ERMCs

Containing Flat Trays

The total number of APC/ERMCs containing Flat Trays for this specific content.

# of APC/ERMCs
Containing Parcels

The total number of APC/ERMCs containting Parcels for this specific content.

# of APC/ERMCs
Containing Sacks

The total number of APC/ERMCs containting Sacks for this specific content.

# of Wire Containers
Containing 1’ Letter
Trays

The total number of Wire Containers containing 1’ Letter Trays for this specific
content.

# of Wire Containers
Containing 2’ Letter
Trays

The total number of Wire Containers containing 2’ Letter Trays for this specific
content.

# of Wire Containers
Containing EMM
Letter Trays

The total number of Wire Containers containing EMM Letter Trays for this specific
content.

# of Wire Containers
Containing Flat Trays

The total number of Wire Containers containing Flat Trays for this specific
content.

# of Wire Containers
Containing Parcels

The total number of Wire Containers containing Parcels for this specific content.

# of Wire Containers
Containing Sacks

The total number of Wire Containers containing Sacks for this specific content
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# of Pallets
Containing 1’ Letter
Trays

The total number of Pallets containing 1’ Letter Trays for this specific content.

# of Pallets
Containing 2’ Letter
Trays

The total number of Pallets containing 2’ Letter Trays for this specific content.

# of Pallets
Containing EMM
Letter Trays

The total number of Pallets containing EMM Letter Trays for this specific content.

# of Pallets
Containing Flat Trays

The total number of Pallets containing Flat Trays for this specific content.

# of Pallets
Containing Parcels

The total number of Pallets containing Parcels for this specific content.

# of Pallets
Containing Sacks

The total number of Pallets containing Sacks for this specific content.

# of Bedloads
Containing 1’ Letter
Trays

The total number of Bedloads containing 1’ Letter Trays for this specific content.

# of Bedloads
Containing 2’ Letter
Trays

The total number of Bedloads containing 2’ Letter Trays for this specific content.

# of Bedloads
Containing EMM
Letter Trays

The total number of Bedloads containing EMM Letter Trays for this specific
content.

# of Bedloads
Containing Flat Trays

The total number of Bedload containing Flat Trays for this specific content.

# of Bedloads
Containing Parcels

The total number of Bedloads containing Parcels for this specific content.

# of Bedloads
containing Containing
Sacks

The total number of Bedloads containing Sacks for this specific content.

Cancel button

Cancels the appointment creation process and directs the user to the Just In Time
(JIT) One-Time Appointment page.

Clear Contents
button

Clears the data fields of all the contents in the One-Time appointment where the
Clear Content check box has been selected.

Submit button

Saves all associated contents to the One-Time appointment and creates the One-
Time appointment in the system once all business rules are validated.
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Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Flease Mote: A content describes the mail associated to a mailing or segment of a mailing
o be presented to the postal service at one specifictime.

Amailing is a group of pieces within the same class of mail and the same processing
category that may be sorted together and/or presentad under a single minimum velume
mailing required under the applicable standards

Selected Criteria

Scheduler ID: 200242138002
Scheduler Name: FAST SCHED 2
Customer Registration ID: 33553013
USPS Origin Entry Facility: SANTA ANA
NASS Code: 926
Appointment Date: 04/29/2009
Appointment Time: 12:00
IMail Class(es): First-Class

To add content infermation, input the number of contents to add and click "Manage Content

Update Number of Contents:
First-Class Standard Package Services Periodicals

[ Manage Content |
Content #1 [ clear content
Mail Class: First-Class
Mail Preparer ID: | v‘ [ View Al ]
Content Name: | | Comments:
Mall Shape: | -- Select One — » Priority Mail: |:|
Total Pieces: |0 | Total Weight{oz): ‘[l ‘
VS Indicater: [] File Number: | |

# of Hampers Centaining:

o 3 1" Letter Trays:
4 Flat Trays:

# of APC/ERMCs= Containing:

"'i'r 1" Letter Trays:
Flat Trays:

# of Wir ontainers Centaining

1" Letter Trays:
Flat Tray=:

# of Palletz Containing

1" Letter Trays:
it ._ Flat Trays:

# of Bedloads Containing

2 Letter Trays: EMM Letter Trays:

o
B
2
i

Parcels:

2 Letter Trays: EMM Letter Trays:

o
&
o
i

Parcels:

2 Letter Trays: EMM Letter Trays:

7
o
@
0

Parcels

2 Letter Trays: EMM Letter Trays:

0
o
2
i

Parcels:

1" Letter Trays: 2 Letter Trays: EMM Letter Trays:

0 00 a0 oo oo
0 00 a0 oo ao
0000 oo oo oo

o
&
o
i

Flat Trays: Parcels:

(< Cancel ) (_ Clear Contemts ) (_ Submit> )

Enter Content Level Information
\\
~
= To enter content level information and save the appointment in the system, perform the
¥ following steps on the Add/Edit Content Information page:

-

1. CLICK the View All button, to display all Mail Preparers.
2. SELECT the Mail Preparer ID from the Mail Preparer ID drop-down box, if applicable.
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3. ENTER the Content Name in the Content Name field, if desired.
. ENTER any additional Comments in the Comments field, if desired.

. SELECT the Mail Shape of the mailing from the Mail Shape drop-down box..

4

5

6. CHECK the Priority Mail check box, if applicable.

7. ENTER the number of total pieces in the Total Pieces field, if desired.

8. ENTER the value of the total weight in the Total Weight(oz) field, if desired.
9. CHECK the eVS Indicator check box, if applicable.

10. ENTER the eFile Number in the eFile Number field, if applicable.

11. ENTER the number of Hampers containing 1’ Letter Trays, if applicable.

12. ENTER the number of Hampers containing 2’ Letter Trays, if applicable.

13. ENTER the number of Hampers containing EMM Letter Trays, if applicable.
14. ENTER the number of Hampers containing Flat Trays, if applicable.

15. ENTER the number of Hampers containing Parcels, if applicable.

16. ENTER the number of Hampers containing Sacks, if applicable.

17. ENTER the number of APC/ERMCs containing 1’ Letter Trays, if applicable.
18. ENTER the number of APC/ERMCs containing 2’ Letter Trays, if applicable.
19. ENTER the number of APC/ERMCs containing EMM Letter Trays, if applicable.
20. ENTER the number of APC/ERMCs containing Flat Trays, if applicable.

21. ENTER the number of APC/ERMCs containing Parcels, if applicable.

22. ENTER the number of APC/ERMCs containing Sacks, if applicable.

23. ENTER the number of Wire Containers containing 1’ Letter Trays, if applicable.
24. ENTER the number of Wire Containers containing 2’ Letter Trays, if applicable.
25. ENTER the number of Wire Containers containing EMM Letter Trays, if applicable.
26. ENTER the number of Wire Containers containing Flat Trays, if applicable.
27. ENTER the number of Wire Containers containing Parcels, if applicable.

28. ENTER the number of Wire Containers containing Sacks, if applicable.

29. ENTER the number of Pallets containing 1’ Letter Trays, if applicable.

30. ENTER the number of Pallets containing 2’ Letter Trays, if applicable.

31. ENTER the number of Pallets containing EMM Letter Trays, if applicable.

32. ENTER the number of Pallets containing Flat Trays, if applicable.

33. ENTER the number of Pallets containing Parcels, if applicable.

34. ENTER the number of Pallets containing Sacks, if applicable.

35. ENTER the number of Bedloads containing 1’ Letter Trays, if applicable.

36. ENTER the number of Bedloads containing 2’ Letter Trays, if applicable.

37. ENTER the number of Bedloads containing EMM Letter Trays, if applicable.
38. ENTER the number of Bedloads containing Flat Trays, if applicable.
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39. ENTER the number of Bedloads containing Parcels, if applicable.

40. ENTER the number of Bedloads containing Sacks, if applicable.

41. CLICK the Submit button to save all contents to the One-Time appointment and create
the JIT One-Time appointment in the system.

7.1.3 Confirming New JIT One-Time Appointment Creation

Once the user has entered all contents for an appointment and has submitted the appointment in the
system, the JIT One-Time Appointment Confirmation page displays to confirm that the appointment
contains valid information and that it has been created in the system.

The fields and buttons on the JIT One-Time Appointment Confirmation page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Appointment ID

Displays the ID associated with the new appointment and is a hyperlink to the JIT
One-Time Appointment Information page where the user may edit the
appointment.

Status

The current Status of the One-Time appointment.

Scheduler ID

ID associated with the One-Time appointment’s Scheduler.

Scheduler Name

The name of the One-Time appointment’s Scheduler.

Customer
Registration ID

Registration ID associated to a Customer.

USPS Origin Entry
Facility

The name of the Origin Entry Facility at which the One-Time appointment is
scheduled.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Locale Key

USPS Facility identifier.

Appointment
Date/Time

The date and time of the One-Time appointment.

Mail Class(es)

The Mail Class(es) associated with the One-Time appointment.

Total Pallets

The total number of Pallets for the One-Time appointment.

Total Rolling Stock

The total number of Rolling Stock for the One-Time appointment.

Total Bedload

The total number of Bedload Units for the One-Time appointment.

Update user

The user that has most recently updated the appointment information.

Update Time

The date and time when the appointment was most recently updated.

Return to Home

Directs the user to the Just In Time (JIT) One-Time Appointment page.
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JIT One-Time Appointment Confirmation

Your appointment has been successfully created . Below is a summary of the information for
your records. To edit this appointment, click the Appointment ID link to access the

Appointment Management Page.

Appaintment ID:

Status:

Scheduler ID:

Scheduler Name:
Customer Registration 1D:
USPS Crigin Entry Facility:
MASS Code:

Lacale Key:

Appeintment Date/Time:
Mail Classies)

Total Pallets:

Total Relling Stock:

Total Bedload:

Update user:

Update Time:

< Return to Home

900002010
Cpen
200242198002
FAST SCHED 2
33553013
SANTA AMNA

926

222855
04/29/2009 19:00
First-Class

1

1

0

33554906
04/28/2009 12:54
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7.2 Joint Scheduling JIT One-Time Appointment

The Associate Stand-Alone Content to an Appointment section consists of the different actions the user
may perform to associate Stand-Alone content to a new JIT One-Time appointment in FAST or to an
already existing appointment.

This section includes:
7.2.1 Associate-Stand Alone Content to an Appointment
7.2.1 Associate Stand-Alone Content to an Appointment

The Stand-Alone Content Page provides users with the ability to associate Stand-Alone contents to a
particular appointment being created and/or already existing. These Stand-Alone contents would currently
exist without being attached to an appointment.

Stand-Alone content contains information about the mail in the shipment, but does not specify any of the
logistics information with regards to the shipment. For Origin Entry mailings, Stand-Alone content can only
be created via Web Services messaging. Contents can be associated online or via Web Services. A user
may create the content information to be associated to an appointment later by the Scheduler.

Additionally, if the user knows the ID of the desired appointment, the user can associate the content to
the appointment during the Stand-Alone content creation process. This functionality is target for scenarios
where the entity who prepares the mail is different from the entity that will be drop shipping the mailing.

Hence mail prepares can use FAST to create content level information while the scheduler focuses on the
logistics of the appointment (facility, date, time, location, etc). Once a Stand-Alone content is created, a
user may manage information on the content grid.

Once stand-alone content has been created, it can be added to a new or existing appointment via the
normal appointment creation (reference Section 7.1 — Create New JIT One-Time Appointment) and
appointment management (reference Section 7.2 — Manage Existing JIT One-Time Appointment).

To add a stand-alone content to a new appointment, the user should navigate to the JIT One-
Time Appointment Time Selection page and CLICK on an Available time slot. The user is
taken to the Add/Edit Content Information page and can then CLICK the Associate Stand
Alone Content button, which will take the user to the Associate Stand-Alone Content page.

To add a stand-alone content to an existing appointment, the user should navigate to the
Existing JIT One-Time Appointment page, and then CLICK the Manage Content button. The
user is taken to the Add/Edit Content Information page and can then CLICK the Associate
Stand Alone Content button, which will take the user to the Associate Stand-Alone Content

page.

The fields and buttons on the Associate Stand-Alone Content page are described below. A
shapshot of the page is displayed after the field description.

Customer The ID of the Mailer selected by the mail owner/mail preparer.
Registration ID

Scheduler The name of the Mail Scheduler selected by the mail owner/mail preparer.
Name
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Facility Name

The name of the facility to which the appointment is scheduled to be delivered.

NASS Code

The three to five character NASS Code of the facility to which the appointment is
scheduled to be delivered.

Appointment
Date

The date of the appointment.

Appointment
Time

The time of the appointment.

Mail Class(es)

The Mail Class(es) associated with the Appointment.

Associate
Stand-Alone
Content table

A table displaying all the information for the stand-alone content waiting to be
associated.

Associate
Content column

The column containing the Associate Content checkboxes.

Reject Content
column

The column containing the Reject Content checkboxes.

Content ID
column

Displays the Content IDs.

Mail Preparer

Displays the Mail Preparer name.

column

Mail Class Displays the Mail Class of the content.
column

Mail Shape Displays the Mail Shape of the content.
column

Content Name
column

Displays the name of the content.

Desired Displays the Desired Induction Date (For use by schedulers only; not a substitute for in-
Induction Date | home date).

column

Pallet Count Displays the number of pallets associated with the content.

column

Bedloaded Unit
Count column

Displays the number of bedloaded units associated with the content.

Comments
column

Displays any comments associated with the content.

Desired Facility
column

Displays the desired facility of the content, if applicable.

Cancel button

Takes the user back to the Add/Edit Content Information page.

Continue

Associates the selected contents to the appointment and removes any rejected contents
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button associated to the user's ID.

The Associate Stand-Alone Content page is displayed on the following page.

UNITED STATES
POSTAL SERVICE« Home | Sign Out

Eacility Access and Shipment Tracking (FAST)

P v Facility Access and Shipment Tracking (FAST)

Facilities

Associate Stand-Alone Content

Below are the Stand-Alone contents that are associated to your Customer Registration ID.
Selectthe contents you would like to assodiate o your appointment and click Continue to
associate contents. You may also release content Releasing content disassociate the
content from your Customer Registration ID.

Customer Registration ID: 4433047
Scheduler Name: FAST ALSO
Facility Name: CINCINNATI NDC
NASS Coge: 452
Appointment Date: 10/10/2009
Appoiniment Time: 13:00
TEM Mail Ciass(es). Standard

Customer / Supplier
Agreements

Msil  Content !
reoge, it )

Shape  Mame =

Associate Reject

Comtent Comtent CoMENtID  Mail Preparer  Mail Class

100012459 TRANSCONTNENTAL Standard Machinable Retsetd 1(
DIRECT - Parcel
CALFORNIA

100012480 MYSTICLOGISTCS  Standard Machinable Tester 1 1C
arcel

100012461 QUEBECOR Periodicals Machinabie Tester2 1(
LOGSTES Parcel
BENSENVRLE

100012462 TRANSCONTNENTAL Standard Machnabie Tester2 1(
DIRECT - HAMEURG Parcel

100012453 TRANSCONTNENTAL Standard Machinabie Retsetd 1C
DIRECT - arcel
CALFORNIA

100012412 MYSTICLOGISTICS  Standard Machinabie Tester 1 1C

Parcel
100012413 QUEBECOR Periodicals Machnable Tester2 10
LOGSTCS Parcel

BENSENVLLE

100012414 TRANSCONTNENTAL Standard Machinabie Tester3 1C
DIRECT - HAMBURG Parcel

100012415 TRANSCONTNENTAL Standard Machmnable Retset4 1(
DIRECT - Parcel
CALFORNIA

100012416  MYSTICLOGISTICS  Standard Machinable Tester 1 1C
arcel

= 3

< Back < Cancel Continue >

After checking the Associate Content checkbox, CLICK the Continue button to continue the
associate stand-alone content process. The user is taken to the Add/Edit Content Information
¥ Page. At this point, the user can add additional contents or CLICK the Submit button to
create the appointment. The user is taken to the Appointment Confirmation page to view a
summary of the appointment.

The fields and buttons on the Appointment Confirmation page are described below. A
shapshot of the page is displayed after the field description.

Appointment ID | The appointment ID to which the content was associated.

Customer The customer registration ID of the user who created the content.
Registration ID
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Scheduler
Name

The scheduler name of the scheduler who created the content.

Facility Name

The name of the facility to which the appointment is scheduled to be delivered.

NASS Code

The three to five character NASS Code of the facility with which the appointment is
associated.

Appointment
Date

The scheduled date of the appointment.

Appointment
Time

The scheduled time of the appointment.

Content ID The content ID number(s) of the content associated with the appointment.
Bill of Lading The Bill of Lading number associated with the appointment.
Number

Total Number
of Pallets

The total number of pallets associated with the appointment.

Total Number
of Bedloaded
Units

The total number of bedloaded units associated with the appointment.

Return to
Home button

Takes the user back to the Appointments Landing page.

Customer
Registration ID

The ID of the Mail Scheduler selected by the mail owner/mail preparer.

Scheduler
Name

The name of the Mail Scheduler selected by the mail owner/mail preparer.

Facility Name

The name of the facility to which the appointment is scheduled to be delivered.

NASS Code

The three to five character NASS Code of the facility to which the appointment is
scheduled to be delivered.

Appointment
Date

The date of the appointment.

Appointment
Time

The time of the appointment.

Appointment
Type

The type of appointment.

Mail Class(es)

The Mail Class(es) associated with the Appointment.

Associate
Stand-Alone
Content table

A table displaying all the information for the stand-alone content waiting to be
associated.

Associate

The column containing the Associate Content checkboxes.
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Content column

Reject Content
column

The column containing the Reject Content checkboxes.

Content ID
column

Displays the Content IDs.

Mail Preparer

Displays the Mail Preparer name.

column

Mail Class Displays the Mail Class of the content.
column

Mail Shape Displays the Mail Shape of the content.
column

Content Name
column

Displays the name of the content.

Desired Displays the Desired Induction Date (For use by schedulers only; not a substitute for in-
Induction Date | home date).

column

Pallet Count Displays the number of pallets associated with the content.

column

Bedloaded Unit
Count column

Displays the number of bedloaded units associated with the content.

Comments
column

Displays any comments associated with the content.

Desired Facility
column

Displays the desired facility of the content, if applicable.

Cancel button

Takes the user back to the Add/Edit Content Information page.

Continue Associates the selected contents to the appointment and removes any rejected contents
button associated to the user's Scheduler ID.
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7.3 Manage an Existing JIT One-Time Appointment

From the Just In Time (JIT) One-Time Appointment Landing page, the user may click the Go> button for
Manage Existing JIT One-Time Appointment to access the JIT One-Time appointment management
area of the FAST Origin Entry application. The user may manage appointment information by editing
appointment and content level information or by cancelling contents and appointments.

This section includes:

7.3.1 JIT One-Time Appointment Search
7.3.2 JIT One-Time Appointment Information

7.3.1 1T One-Time Appointment Search

The user has the option to search for an appointment by the Appointment ID, Scheduler ID, Origin Entry
Facility, or Customer Registration ID. The search page, Search Existing JIT One-Time Appointment
Information, will refresh depending on the selected search criteria.

Searching for an appointment by the Appointment ID displays a page where the user may enter a specific
Appointment ID and perform a search. This search displays a summary table at the end of the Search
Existing JIT One-Time Appointment Information page where the user may select an Appointment ID
hyperlink. The user is then taken to the JIT One-Time Appointment Information page associated with the
selected Appointment ID.

Searching for an appointment by the Scheduler ID displays a different Search Existing JIT One-Time
Appointment Information page where the user selects the Scheduler ID, Date Range, and Mail Class.
This search option may retrieve multiple appointments that fall within the specified search criteria and
displays them in a summary table. Each Appointment ID is a hyperlink to the JIT One-Time Appointment
Information page.

Searching for an appointment by the Origin Entry Facility displays a different Search Existing JIT One-
Time Appointment Information page where the user may select the Scheduler ID and must select an
Origin Entry Facility, Date Range, and Mail Class. This search combination may retrieve multiple
appointments that fall within the specified search criteria and displays them in a summary table. Each
Appointment ID is a hyperlink to the JIT One-Time Appointment Information page.

Searching for an appointment by the Customer Registration ID displays a Search Existing JIT One-Time
Appointment Information page where the user selects the Customer Registration ID, Date Range, and
Mail Class. This search option may retrieve multiple appointments that fall within the specified search
criteria and displays them in a summary table. Each Appointment ID is a hyperlink to the JIT One-Time
Appointment Information page.
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The fields and buttons on the Search Existing JIT One-Time Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

*Search By

Drop-down box listing what the user may search by: Appointment ID, Scheduler
ID, Origin Entry Facility, or Customer Registration ID.

Submit button

Refreshes the page and displays further inputs depending on which search option
is requested.

* Bearch By

Facility Access and Shipment Tracking (FAST)

Search Existing JIT One-Time Appointment Information

Choose Search Criteria

Please selectthe search method and enter the required appointment infarmation. Then click
Search to locate the appointment. { * Required Fislds )

—Select One — ~ | Submit =

Searching for an Appointment by the Appointment ID

The fields and buttons on the Search Existing JIT One-Time Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

*Search By

Drop-down box listing what the user may search by: Appointment ID, Scheduler
ID, Origin Entry Facility, or Customer Registration ID.

Submit button

Displays the Appointment ID field and Search button when Appointment ID is
chosen.

*Appointment ID

Field in which the user may enter a valid Appointment ID.

Cancel button

Directs the user to the Just In Time (JIT) One-Time Appointment page.

Search button

Retrieves the appointment associated to the entered Appointment ID and
populates it in a summary table at the bottom of the page.
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Facility Access and Shipment Tracking (FAST)

Search Existing JIT One-Time Appointment Information

Choose Search Criteria
Flease selectthe search method and enter the required appointment information. Then click
Search to locate the appointment. (* Reguired Fislds |

* Search By: | Appointment 1D A

* Appaintment 10:

< Cancel

Submit >

Search >

Searching for a JIT One-Time Appointment by the Appointment ID

N

~
~

-

\

A O N =

To search by Appointment ID, perform the following steps on the Search Existing JIT One-Time

@?Appointment Information page:
4

. SELECT “Appointment ID” in the Search By drop-down box.

CLICK the Submit button to display the Appointment ID field.

ENTER a valid Appointment ID in the Appointment ID field.

CLICK the Search button to refresh the page and display the associated Appointment ID

in the summary table.

Searching for an Appointment by Origin Entry Facility

The fields and buttons on the Search Existing JIT One-Time Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

ield/Button

Description

*Search By

Drop-down box listing what the user may search by: Appointment ID, Scheduler
ID, Origin Entry Facility, or Customer Registration ID.

Submit button

Displays the Origin Entry Facility search area, Scheduler ID drop-down box,
Select Date Range fields, and Mail Class check boxes when Origin Entry Facility
is chosen.

State

Drop-down box listing State options. Only States with Facilities that are Origin
Entry active and show in FDB will be returned.

View Cities button

Retrieves Cities within the selected State and populates the Cities in the City
drop-down box. Only Cities with Facilities that are Origin Entry active and show in
FDB will be returned.
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City

Drop-down box listing Cities within the selected State with Postal Facilities that
are Origin Entry active and shown in FDB.

Search button (City)

Retrieves Origin Entry Facilities within the selected City and State and populates
them in the Origin Entry Facility drop-down box.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Search button (NASS
Code)

Retrieves the Facility associated with the entered NASS Code and populates it in
the Origin Entry Facility drop-down box.

*Origin Entry Facility

Drop-down box containing the Origin Entry Facilities associated with either the
State/City or the NASS Code.

Customer
Registration ID

Drop-down box listing Mailer and IDs from which to select.

*Select Date Range

Selects the Date Range to search for One-Time appointments. The Date Range
may not span more than fourteen days, and the search dates may not be more
than thirty days in the past. Both fields default to the current date.

*Mail Class check
boxes

Check boxes listing Mail Class options to select from: All, First-Class, Standard,
Package Services, and Periodicals.

Cancel button

Directs the user to the Just In Time (JIT) One-Time Appointment page.

Search button

Retrieves the appointments associated to the entered search criteria and
populates them in a summary table at the bottom of the page.

Facility Access and Shipment Tracking (FAST)

Search Existing JIT One-Time Appointment Information

Choose Search Criteria

Please select the search method and enter the required appointment information. Then click
Search to locate the appointment. ( * Required Fields )

* Search By: Origin Entry Facility v | Submit>
State: NY + (View Cities > ) | NASS Soaral>
Code:
City: All Cities v [ Search>
* Origin Entry %
Facility 120 - ALBANY -

* Customer
Registration ID:

'Se'esaa:‘: 10/09/2009 [ To: 10/09/2009 [H
* Mail Class:
VIAlI

| First-Class
Standard
“|Package Senices

Periodicals

< Cancel Search >

Searching for an Appointment by Origin Entry Facility
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To search by Origin Entry Facility, perform the following steps on the Search Existing JIT One-
Time Appointment Information page:

1. SELECT “Origin Entry Facility” in the Search By drop-down box.

2. CLICK the Submit button.

3. SEARCH for an Origin Entry Facility by one of the following two ways:
To search for an Origin Entry Facility by State and City:

a. SELECT a State from the State drop-down box.
b. CLICK the View Cities button.
c. SELECT a City from the City drop-down box.

d. CLICK the Search button, populating the Origin Entry Facility drop-down box.
To search for an Origin Entry Facility by NASS Code:

a. ENTER a valid three to five character NASS Code in the NASS Code field.

b. CLICK the Search button, populating the Origin Entry Facility drop-down box.
. SELECT a Facility from the Origin Entry Facility drop-down box, if applicable.
. SELECT a Mailer from the Customer Registration ID drop-down box.
SELECT the time frame to search in the Select Date Range fields.

SELECT at least one Mail Class from the Mail Class check boxes.

© N O o b

. CLICK the Search button, refreshing the page and displaying the associated appointment
summary table.

Searching for an Appointment by the Customer Registration ID

The fields and buttons on the Search Existing JIT One-Time Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment ID, Scheduler

*
Search By ID, Origin Entry Facility, or Customer Registration ID.

Displays the Customer Registration ID drop-down box, the Select Date Range

Submit button fields, and the Mail Class check boxes when Customer Registration ID is chosen.

*Customer

Registration ID Drop-down box listing Customer Registration IDs.

Selects the Date Range to search for appointments. The Date Range may not
*Select Date Range span more than fourteen days, and the search dates may not be more than thirty
days in the past. Both fields default to the current date.

* Mail Class check Includes the following Mail Class check boxes: All, First-Class, Standard,
boxes Package Services, and Periodicals.
Cancel button Directs the user to the Just In Time (JIT) One-Time Appointment page.
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Retrieves the appointments associated to the entered information and populates

Search button them in a summary table at the bottom of the page.

Facility Access and Shipment Tracking (FAST)

Search Existing JIT One-Time Appointment Information

Choose Search Criteria
Please selectthe search method and enter the required appointment infarmation. Then click
Search to locate the appeointment. {* Reguirzd Fizlas |

* earch By: | Customer Registration [D s | [ Submit >

* Customer
Registration 1D: ~ SelectOne - =4

e 0410712008 | B 7o: [04/07/2008 | ER
* Mail Class:
(R
[First-Class
[ standard
[JPackage Services

Perindicals

< Cancel Search >

Searching for a JIT One-Time Appointment by the Customer Registration ID

\

N

3 @?To search by Customer Registration 1D, perform the following steps on the Search Existing JIT
v

—

One-Time Appointment Information page:

-

. SELECT “Customer Registration ID” in the Search By drop-down box.
CLICK the Submit button.

SELECT a Mailer from the Customer Registration ID drop-down box.
SELECT a Date Range to search in the Select Date Range fields.

. SELECT at least one Mail Class from the Mail Class check boxes.

O'J(n._hwna

. CLICK the Search button, refreshing the page and displaying the associated appointment
summary table.
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Existing JIT One-Time Appointment Summary Table

The fields and buttons on the Search Existing JIT One-Time Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Existing JIT One-
Time Appointment
Summary

Lists the appointments that fall within the specified search criteria.

Show All button

Shows all appointments in one page view (appears if there are more than ten
appointments resulting from the search).

Appointment ID
hyperlink

Lists the Appointment IDs of all JIT One-Time appointments that are associated
with the selected search criteria and is a hyperlink to the JIT One-Time
Appointment Information page for the One-Time appointment.

Status

The current Status of the appointment: Open, Closed, Cancelled, No-Show, or
Rejected.

USPS Origin Entry
Facility

Lists the name of each listed appointment’s Origin Entry Facility.

Locale Key USPS Facility identifier.
Date Lists the date of each listed appointment.
Time Lists the time of each listed appointment.
Mail Class Lists the Mail Class of each listed appointment.
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Facility Access and Shipment Tracking (FAST)

Search Existing JIT One-Time Appointment Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information. Then click
Search to locate the appointment. ( * Required Fields )

* Search By: Origin Entry Facility v [ Submit>
State: NY v [ View Cities > NASS —
Code:
City: NEW YORK v [ Search>
* Origin Entry K =
Fadility: 100 - NEW YORK
* Customer

Reqgistration ID:

*Se'esa"i:t: 10/05/2009 [ To: 10/09/2009 [3
* Mail Class:
@l An
[[IFirst-Class
[] standard
|| Package Services
[Tl Periodicals
< Cancel Search >

Existing JIT One-Time Appointment Summary

Below is the summary of your existing one-time appointments. Please click an appointment
ID link to access the content information you would like to view/edit.

1 result

Appt ID Status USPS Origin Mail

Entry Facility Locate Kev Date Lime Class
900000171 Open 100 - NEW YORK V19160 10/06/2009 09:00 | First-
Class

1 result

7.3.2 JIT One-Time Appointment Information

After the user searches for a JIT One-Time appointment by the Appointment ID, Scheduler ID, Origin
Entry Facility, or Customer Registration ID, he/she can click an Appointment ID hyperlink to access the
JIT One-Time Appointment Information page for the selected appointment. From the JIT One-Time
Appointment Information page, the user has the ability to:

Edit appointment logistics information
Edit appointment level information
Edit content(s) information

Add additional content(s)

Cancel a content

Close an appointment

Cancel an appointment

The fields and buttons on the JIT One-Time Appointment Information page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Appointment ID The ID associated to the appointment.
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Status

The current Status of the appointment: Open, Closed, Cancelled, No-Show, or
Rejected.

Last Update
Date/Time

The date and time of the last update made to the appointment.

Last Update
Username

The Username associated to the user who last updated the appointment.

View Audit
Information button

Directs user to the JIT Appointment Audit Information page.

Appointment
Information section

Displays the current information of the appointment; includes Scheduler ID,
Scheduler Name, USPS Origin Entry Facility Name, NASS Code, Appointment
Date/Time, and Mail Class(es).

Scheduler ID

The ID associated to the appointment’s Scheduler.

Scheduler Name

The name of the One-Time appointment’s Scheduler.

Customer
Registration ID

Mailer associated to a customer.

USPS Origin Entry
Facility

The name of the Origin Entry Facility at which the One-Time appointment is
scheduled.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Appointment
Date/Time

The date and time of the appointment.

Mail Class(es)

The Mail Class(es) of the appointment.

Manage Logistics
button

Directs the user to the Manage JIT One-Time Appointment page.

Comments

Displays any miscellaneous comments regarding the appointment.

Back Button

Directs the user to the Search Existing JIT One-Time Appointment Information
page.

Cancel button

Directs the user to the Just In Time (JIT) One-Time Appointment page.

Closeout button

Directs the user to the Appointment Closeout page.

Cancel Appointment
button

Directs the user to the Confirm Cancel JIT One-Time Appointment page.

Submit button

Directs the user to the JIT One-Time Appointment Confirmation page.

Appointment
Contents section

Displays all contents associated to the appointment.

Content ID

Lists the IDs of each content associated to the appointment.

Mail Preparer

Lists the name of the Mail Preparer associated to the content.
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Mail Class The Mail Class of the content.
Mail Shape The Mail Shape of the content.
Pallet Count The number of Pallets for the One-Time appointment.

Rolling Stock Count The number of Rolling Stock units for the One-Time appointment.

Bedload Count The number of Bedloads for the One-Time appointment.

Manage Content Directs the user to the Add/Edit Content Information page.

without editing it.

button
,2 Note: E
s Depending on the user access level, the fields on the JIT One-Time Appointment !
s Information page may be read-only, allowing the user to only view the information !
]
]
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Facility Access and Shipment Tracking (FAST)

JIT One-Time Appointment Information

Choose Search Criteria
Below is the appointment infarmation you requested.

Appointment ID: 800002010
Status: Open
Last Update Date/Time: 04/29/2009 12:54
Last Update Username: 335549046

| View Audit Information > |
Appointment Information

Scheduler |D: 200242198002
Scheduler Mame: FAST SCHED 2
Customer Registration 1D: 33553013
USPS Crigin Entry Facility: SANTA ANA
MASS Code: 926
Appointment DateTime: 04/28/2009 12:00

Mail Class(es): First-Class

| Manage Logistics |
Comments:
| <« Back ) | <Cancel | | Closeout > |
| Cancel Appointment |
| Submit > )
Appointment Contents
1 result
Rolling
Content Id Msil Preparer  Mail Class  Mail Shape  Coiet  “giopy Bedload
Count Count
Count
100000515 {1 First-Class Automation 1 1 0
Letters
1 result
| Manage Comtemt |
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View Audit Information

A user may view the following audit information by accessing the JIT Recurring Appointment Audit
Information page from the Manage Existing JIT Recurring Appointment page:

e Appointment ID
e Entry Type
e Scheduler Name
e USPS Origin Entry Facility
¢ NASS Code
e Locale Key
e Status
e Appointment Date/Time
¢ Rolling Stock
e Pallet Contents
e Bedloaded Units Contents
e Mail Class
e Updated By
e Last Update Date/Time
Facility Access and Shipment Tracking (FAST)
JIT Appointment Audit Information
Selected Criteria
Appointment I0: 300000005
Entry Type: Origin Entry
Status Code Legend : CA = Cancelled, CL = Closed, NS = No Show, O = Open. R =
Rejected
Mail Class Code Legend ; FC-Firsl-Class, P3-Package Serices, FER-Feriodicals, STD-
Standard
*Please note: An audit row in the report may appear unchanged, due 10 appointment updates
that do not affect any of the displayed data in the report (.0, comments).
*Please note: Wire Containers, Hampers, and APC/ERMCs are included in Rolling Stock,
For best results, download this report into Excel and print in ‘Landscape’ mode,
=1
USI'::S Origin s s Appointment forer IH”HIFtIoiIIiIl:ﬁ Stoci
Name Fﬁ:{ Code key e Date [Time Tr1.]s TE.]E 'l_rr!],fjﬁ
Waler 5 SPRINGFIELD 012 V22551 A 04222008 2200 O ] ] o
BuC
Maler & SPRINGFIELD 01Z wv22881 O C4/22/2008 22-00 0 0 1] o
BuC
Mader 5 SPRINGFIELD 012 vaisst a 04222008 2200 0 0 1] 1]
BuC
=
£ >
For best results, download this report into Excel and printin "Landscape’ mode,
< Back
g
~ To access the JIT Appointment Audit Information page, CLICK the View Audit Information
- ! button on the JIT One-Time Appointment Information page.
E IT One-Time Appointment Logistics Information
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When editing a JIT One-Time appointment’s logistics information, the user follows the same process
described in section 7.1.1 — Searching for JIT One-Time Appointment Availability.

\
:\ The user begins the process by accessing the Manage JIT One-Time Appointment page by
— @ CLICKING the Manage Logistics button on the JIT One-Time Appointment Information
page. The Manage JIT One-Time Appointment page displays, populating the following fields

with the existing appointment information:

-

Origin Entry Facility
NASS Code

Mail Class(es)

Customer Registration ID
Date Range

\ After editing any of the above information, if necessary, the user CLICKS the Search button
@ on the Manage JIT One-Time Appointment page, displaying the JIT One-Time Appointment
4

\H//

Time Selection page. The user may CLICK on an available hour to select the time and
display the JIT One-Time Appointment Information page with the updated appointment
logistics information.

Editing/Adding Content Information

The user may edit a One-Time appointment’s content level information by accessing the Add/Edit Content
Information page from the JIT One-Time Appointment Information page.

button in the Appointment Content section of the JIT One-Time Appointment Information
page. After editing the content information, the user CLICKS the Submit button on the
Add/Edit Content Information page, which updates the content information in the system and
displays the JIT One-Time Appointment Confirmation page for the appointment. The user
may CLICK the Appointment ID hyperlink to display the JIT One-Time Appointment
Information page. A user may also manage Appointment Shells thought the JIT One-Time
Appointment Information page.

~ ? To access the Add/Edit Content Information page, the user CLICKS on the Manage Content
&,

The user may also add additional contents to the One-Time appointment by accessing the Add/Edit
Content Information page from the JIT One-Time Appointment Information page.

\\\ To access the Add/Edit Content Information page, the user CLICKS the Manage Content
= button in the Appointment Contents section of the JIT One-Time Appointment Information
- ¥ Dpage. If needed, the user updates the content capacity of the page using the First-Class

Update Number of Contents field and CLICKING the Manage Content button to refresh the
page. To edit Mail Shape, volume, and/or containerization information, the user follows the
same process as described in section 7.1.2 — Creating a New JIT One-Time Appointment.
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The fields and buttons of the Add/Edit Content Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Selected Criteria

Search criteria the user selected on the Create New JIT One-Time Appointment
page.

Update Number of
Contents

The number of expected contents to be created with the appointment.

Manage Content
button

Changes the number of contents associated with the current appointment.

The fields below describe the content grid. The grid is displayed when the number of expected contents is
entered and the Manage Content button is clicked.

Content #

Number of the current content.

Clear Content check
box

Clears the data fields in the content when selected.

Mail Preparer 1D

Drop-down box listing the FAST Scheduler Name and Scheduler ID of available
Mail Preparers (disabled until the View All button is clicked).

View All button

Refreshes the page to show all Mail Preparer IDs in the Mail Preparer 1D drop-
down box.

Content Name

The name of the content being created.

Comments Any additional comments.
Drop-down box listing the following options to specify Mail Shape: Automation
*Malil Shape Letters, Nonautomation Letters, Card, Automation Flats, Nonautomation Flats,

and Parcels.

Priority Mail check
box

Indicates a Priority Mail content if checked.

Total Pieces

The total number of pieces.

Total Weight(oz)

The total weight of the content in ounces.

eVS Indicator

Indicates an eVS content if checked.

eFile Number

The eFile Number of the eVS content being added.

# of Hampers
Containing 1’ Letter
Trays

The total number of Hampers containing 1’ Letter Trays for this specific content.

# of Hampers
Containing 2’ Letter
Trays

The total number of Hampers containing 2’ Letter Trays for this specific content.
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# of Hampers
Containing EMM
Letter Trays

The total number of Hampers containing EMM Letter Trays for this specific
content.

# of Hampers
Containing Flat Trays

The total number of Hampers containing Flat Trays for this specific content.

# of Hampers
Containing Parcels

The total number of Hampers containing Parcels for this specific content.

# of Hampers
Containing Sacks

The total number of Hampers containing Sacks for this specific content.

# of APC/ERMCs
Containing 1’ Letter
Trays

The total number of APC/ERMCs containing 1’ Letter Trays for this specific
content.

# of APC/ERMCs
Containing 2’ Letter
Trays

The total number of APC/ERMCs containing 2’ Letter Trays for this specific
content.

# of A'.DQERMCS The total number of APC/ERMCs containing EMM Letter Trays for this specific
Containing EMM
content.
Letter Trays
# of APC/ERMCs

Containing Flat Trays

The total number of APC/ERMCs containing Flat Trays for this specific content.

# of APC/ERMCs
Containing Parcels

The total number of APC/ERMCs containting Parcels for this specific content.

# of APC/ERMCs
Containing Sacks

The total number of APC/ERMCs containting Sacks for this specific content.

# of Wire Containers
Containing 1’ Letter
Trays

The total number of Wire Containers containing 1’ Letter Trays for this specific
content.

# of Wire Containers
Containing 2’ Letter
Trays

The total number of Wire Containers containing 2’ Letter Trays for this specific
content.

# of Wire Containers
Containing EMM
Letter Trays

The total number of Wire Containers containing EMM Letter Trays for this specific
content.

# of Wire Containers
Containing Flat Trays

The total number of Wire Containers containing Flat Trays for this specific
content.

# of Wire Containers
Containing Parcels

The total number of Wire Containers containing Parcels for this specific content.

# of Wire Containers
Containing Sacks

The total number of Wire Containers containing Sacks for this specific content
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# of Pallets
Containing 1’ Letter
Trays

The total number of Pallets containing 1’ Letter Trays for this specific content.

# of Pallets
Containing 2’ Letter
Trays

The total number of Pallets containing 2’ Letter Trays for this specific content.

# of Pallets
Containing EMM
Letter Trays

The total number of Pallets containing EMM Letter Trays for this specific content.

# of Pallets
Containing Flat Trays

The total number of Pallets containing Flat Trays for this specific content.

# of Pallets
Containing Parcels

The total number of Pallets containing Parcels for this specific content.

# of Pallets
Containing Sacks

The total number of Pallets containing Sacks for this specific content.

# of Bedloads
Containing 1’ Letter
Trays

The total number of Bedloads containing 1’ Letter Trays for this specific content.

# of Bedloads
Containing 2’ Letter
Trays

The total number of Bedloads containing 2’ Letter Trays for this specific content.

# of Bedloads
Containing EMM
Letter Trays

The total number of Bedloads containing EMM Letter Trays for this specific
content.

# of Bedloads
Containing Flat Trays

The total number of Bedload containing Flat Trays for this specific content.

# of Bedloads
Containing Parcels

The total number of Bedloads containing Parcels for this specific content.

# of Bedloads
containing Containing
Sacks

The total number of Bedloads containing Sacks for this specific content.

Cancel button

Cancels the appointment management process and directs the user to the Just In
Time (JIT) One-Time Appointment page.

Clear Contents
button

Clears the data fields of all the contents in the One-Time appointment where the
Clear Content check box has been selected.

Submit button

Saves all associated contents to the One-Time appointment and updates the
One-Time appointment in the system once all business rules are validated.
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Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Please Note: A content describes the mall associated to a mailing or seament of a mailing
to be presented to the postal service at one specific time

Amailing is a group of pieces within the same class of mail and the same processing
category that may be sorted together and/or presented under a single minimum velums
mailing required under the applicable standards

Selected Criteria

Scheduler ID: 200242198002
Scheduler Hame: FAST SCHED 2
Customer Registration ID: 33553013
USPS Origin Entry Facility: SANTA ANA
HASS Code: 328
Appointment Date; 04/29/2009
Appointment Time: 12:00
Mail Class{es): First-Class

To add content information, inputthe number of contents to add and click Manage Content”.

Update Number of Contents:
First-Class Standard Package Services Periodicals

( Manage Content |
Content #100000515 [ clear content
Mail Class: First-Class
Wail Preparer ID ‘ v‘ | View All

Content Name:

Mail Shape: | Automation Letters v Priority Mail. D

Total Pieces: [0 | Total weightioz

| Comments:

£VS Indicator: [] €File Number: |

# of Hampers Centaining:

;_.HRP‘ Letter Trays:
) Flat Trays:

# of APC/ERMCs Containing

2 Letter Trays: l:l EMM Letter Trays:
Parcels: l:l

w
o
2
]

Letter Trays: 2 Lefter Trays: EMM Letter Trays:

o
o
9
i

Farc:

# of Wire Containers Containing:

Flat Trays:

Letter Trays: EMM Letter Trays:

Parcels:

w
o
'3
]

Flat Trays:

# of Pallsts Containing:

Letter Trays: 2 Lefter Trays: EMM Letter Trays:

o

o

2
7

Parcelz:

Flat Trays:

# of Bedleads Containing

Letter Trays: 2 Lefter Trays: EMM Letter Trays:

L]
L] :
L
D 2 Letter Trays:
- .
L
L
L]

000 00 oo oo

L]
L]
[C
L]
L]
L]
L]
b ]

Parcels:

w
o
2
]

Flat Trays:

(< Cancel | (_Clear Contents ) [ Submit> |
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fields and ENTER the new content information. Once all updates or edits have been made,

:\ ? To edit or update the content level information, CLICK in any of the previously described
% . n o
CLICK the Submit button to save the new information to the content.

Note:
Updating content information is subject to the same constraints that are
found in creating content information.

Cancelling a Content from a JIT One-Time Appointment

From the Add/Edit Content Information page described and shown previously, the user may cancel a
content from the JIT One-Time appointment. However, if it is the only content associated to the
appointment, it may not be cancelled unless the entire appointment is cancelled.

Add/Edit Content Information page and click the Submit button. The JIT One-Time

~ ? To cancel a content from an appointment, CLICK the Cancel Content check box on the
- @l Appointment Confirmation page is displayed.

P — Note: i
E p— All One-Time appointments must have at least one content. Therefore, the !
! o last content of a One-Time appointment cannot be cancelled. !
! i

Cancelling a JIT One-Time Appointment

The following section details the process to cancel a JIT One-Time appointment in FAST Origin Entry.
Cancelling an appointment also cancels all contents that are associated to the appointment.

If the user is cancelling the JIT One-Time appointment, the user will be required to select a cancellation
reason. If the cancellation reason is USPS cancellation, the user must provide comments in the
Comments text box.

page by CLICKING the Cancel Appointment button. The Confirm Cancel JIT One-Time

B @? The user begins cancelling an appointment from the JIT One-Time Appointment Information
4 Appointment page displays, which list important appointment information.
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The fields and buttons on the Confirm Cancel JIT One-Time Appointment page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Appointment ID

The ID associated to the appointment.

Scheduler ID

The ID associated to the appointment’s Scheduler.

Scheduler Name

The name of the One-Time appointment’s Scheduler.

Customer
Registration ID

Registration ID associated to a customer.

USPS Origin Entry
Facility Name

The name of the Origin Entry Facility at which the One-Time appointment is
scheduled.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Appointment Date

The date the appointment is to arrive at the Facility.

Appointment Time

The time of the One-Time appointment.

Mail Class(es)

The Mail Class(es) for the appointment.

Content ID(s)

The Content ID(s) associated to the One-Time appointment.

Cancellation Reason

Drop-down box listing cancellation reasons to select from: Delivery Appt
Cancelled per request of consignee, Product combined into another existing
appointment, Major change in expected delivery window, Product not available,
Appt made in error — human error, or Holiday/Contingency.

Comments Additional comments regarding the One-Time appointment cancellation.
Directs the user to the JIT One-Time Appointment Information page for the
No button : ,
appointment and does not cancel it.
Yes button Submits the cancellation of the One-Time appointment and directs the user to the
Cancel JIT One-Time Appointment Cancellation Confirmation page.
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Facility Access and Shipment Tracking (FAST)

Confirm Cancel JIT One-Time Appointment

Choose Search Criteria
Are you sure you would like to cancel the following appointment? Please note that cancelling
an appointment will also cancel its assaociated contents.

Appointment 1D: 900002010
SchedulerID: 200242198002
Scheduler Mame: FAST SCHED 2

Customer
Registration 1D:

USRS Crigin Entry Facility, SANTA ANA
MNASS Code: 926
Appointment Date; 04/29/2009
Appointment Time: 19:00
Mail Class(es). First-Class
Content ID(s). 100000515

Cancellation Reason: | -- Select One - v

Comments:

No Yes

Note:
An appointment cannot be cancelled within one hour of its scheduled
appointment time.

The appointment is not officially cancelled until the user confirms the cancellation from the above page.

CLICK the Yes button. The JIT One-Time Appointment Cancellation Confirmation page

Y @ To cancel the appointment and its associated contents, select a cancellation reason and
displays, showing key appointment information.

R30.0v1.0 Page 105



UNITED STATES
QS TAL SERVICE

FAST User Guide Customer Origin Entry

The fields and buttons on the JIT One-Time Appointment Cancellation Confirmation page are
described below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Appointment ID

The ID associated to the appointment.

Scheduler ID

The ID associated to the appointment’s Scheduler.

Scheduler Name

The name of the One-Time appointment’s Scheduler.

Customer
Registration ID

Registration ID associated to a customer.

USPS Origin Entry
Facility

The name of the Origin Entry Facility at which the One-Time appointment is
scheduled.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Appointment Date

The date the appointment is to arrive at the Facility.

Appointment Time

The time the appointment is to arrive at the Facility.

Mail Class(es)

The Mail Class(es) for the appointment.

Total Pallets

The total number of Pallets for the appointment.

Total Rolling Stock

The total number of Rolling Stock units for the appointment.

Total Bedload

The total number of Bedloads for the appointment.

Return to Home
button

Directs the user to the Just In Time (JIT) One-Time Appointment page.
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Facility Access and Shipment Tracking (FAST)

JIT One-Time Appointment Cancellation Confirmation

Choose Search Criteria

Your appointment has been cancelled. Below is a summary of the information for your
recards.

Appointment ID: 900002010
SchedulerID: 200242188002
Scheduler Mame: FAST SCHED 2
Customer Registration ID: 33253013

LISPS Crigin Entry Facility,: SANTA AMA
MASS Code: 928
Appointment Date: 04/29/2009
Appointment Time: 19:00
Mail Class(es) First-Class
Total Pallets: 1
Total Reolling Stock: 1
Total Bedload: 0

| < Return to Home |
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7.4 Create a JIT One-Time Appointment Shell

The Create New JIT One-Time Appointment module allows users to create JIT One-Time Appointment
shells (JIT One-Time appointments with no associated content). Content may be added at a later time by
the Scheduler or Mail Owner/Mail Preparer. JIT One-Time Appointment shells must have at least one
associated content one hour prior to the scheduled appointment date/time or the JIT One-Time
Appointment Shell will be automatically cancelled.

This section includes:
7.4.1 Creating a JIT One-Time Appointment Shell

7.4.2 Confirming a JIT One-Time Appointment Shell
7.4.1 Creating a JIT One-Time Appointment Shell

A JIT One-Time Appointment shell can be created via the Create New JIT One-Time Appointment
module. This module outlines actions a user may perform to create a new JIT One-Time appointment as
well as Appointment Shell in FAST.

Users may create a new JIT One-Time Appointment Shell by following the same steps for creating a new
JIT One-Time Appointment in FAST. A user must first search for an available hour for the desired date
and Mail Class. Once the user has selected an available time, the user is directed to the Add/Edit
Content Information page. An Appointment Shell is created upon the user selecting the Submit button on
the Add/Edit Content Information page without entering any content information.

The fields and buttons on the Add/Edit Content Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description
Update Number of Fields where the user may specify the number of contents requested by Mail
Contents Class.
Manage Content Refreshes the Add/Edit Content Information page and displays a content form for
button each content requested.
Cancel button Directs the user to the Just In Time (JIT) One-Time Appointment page.
Submit button Creat_es an Appom.tmer?t Shell and redirects the user to the JIT One-Time

Appointment Confirmation page.

The Add/Edit Content Information page is displayed on the following page.

7.4.2 Confirming a JIT One-Time Appointment Shell
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Once a user has entered the JIT One-Time shell appointment date, time and mail class(es), the JIT One-
Time Appointment Confirmation page displays confirming the JIT One-Time appointment shell. A note
will display to warn the user that no contents are associated to the appointment.

The fields and buttons on the Appointment Confirmation page are described below. A

shapshot of the page is displayed after the field description.

Displays to warn the user that an appointment shell has been created:

“There are no contents associated to this appointment. The appointment will not appear
on the facility schedule until contents are added..”

Appointment ID

Displays the ID associated with the new appointment and is a hyperlink to the JIT One-
Time Appointment Information page where the user may edit the appointment.

Status

The current Status of the One-Time appointment.

Customer
Registration ID

ID associated with the One-Time appointment’s Mailer.

Scheduler
Name

The name of the One-Time appointment’s Scheduler.

USPS Origin
Entry Facility

The name of the Origin Entry Facility at which the One-Time appointment is scheduled.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Locale Key

USPS Facility identifier.

Appointment
Date/Time

The date and time of the One-Time appointment.

Mail Class(es)

The Mail Class(es) associated with the One-Time appointment.

The total number of Pallets for the One-Time appointment. This field is left blank when

Total Pallets an Appointment Shell has been created.
Total Rolling The total number of Rolling Stock for the One-Time appointment. This field is left blank
Stock when an Appointment Shell has been created.

Total Bedload

The total number of Bedload Units for the One-Time appointment. This field is left blank
when an Appointment Shell has been created.

Update user

The user that has most recently updated the appointment information.

Update Time The date and time when the appointment was most recently updated.
Egmg‘ to Directs the user to the Just In Time (JIT) One-Time Appointment page.

The JIT One-Time Appointment Confirmation page is displayed below.
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Origin Entry

JIT Recurmng

Customer / Supplier

Agreements
TEM

Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

JIT One-Time Appointment Confirmation

Your appointment has been successfully created . Below is 3 summary of the information for
your records. To edit this appointment, click the Appointment ID link to access the
Appointment Management Page

Note: There are no contents associated to this appointment The appointment will not appear
on the facility schedule until contents are added

Appointment 1D

Status

Scheduler ID

Scheduler Name
Customer Registration 1D
USPS Origin Entry Facility
NASS Code

Locale Key.

Appointment Date/Time
Mail Class(es)

Total Pallets

Total Rolling Stock

Total Bedload

Update user.

Update Time

< Return to Home

210000506
Open
999999999980
Mailer *

4433047
SPRINGFIELD BMC
01Z

V2255°
03/01/2010 14:00
First-Class

0

0

0

33554906
03/01/2010 07.06
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8.0 JIT Recurring Appointments

A Just In Time (JIT) Recurring appointment is classified as an appointment that happens on a consistent
frequency, on the same day(s), at the same time of the day, with usually the same contents and using the
same form and size of transportation. The FAST JIT Recurring Appointment module contains creation
and management functionality for providing advance notification information for Origin Entry postal-
verified customer-transported appointments that occur on a recurring basis.

JIT Recurring appointments will be verified against the Facility's hours of operation to ensure that the
Facility may process the appointment on the required day(s) and time. An error message will be displayed
if the request falls outside of the Facility’s availability.

Users are able to update the JIT Recurring appointment information in FAST Origin Entry by one of two
ways. A Scheduler may update a single appointment instance of the recurring appointment or he/she may
update the information for the entire recurring appointment series. No approval is needed for creating or
managing JIT Recurring appointments, though the appointments must fall within the hours of operation of
a Facility.

The JIT Recurring Appointment module includes:

8.1 Create a New JIT Recurring Appointment — Describes how to create a recurring appointment in
FAST.

8.2 Manage an Existing JIT Recurring Appointment — Describes how to edit or cancel a recurring
appointment.

8.3 Create a JIT Recurring Appointment Shell- Describes how a user may create an appointment
shell.

A user may access the processes above from the Welcome to FAST page by clicking on the Origin Entry
link on the Left Navigation Bar or associated Go> button, followed by the JIT Recurring Appointment
navigation link or associated Go> button. The JIT Recurring Appointment link takes the user to the JIT
Recurring Appointment Information page where the user may click the Go> buttons associated with
Create New JIT Recurring Appointment or Manage Existing JIT Recurring Appointment.

8.1 Create a New JIT Recurring Appointment

The Create a New JIT Recurring Appointment section describes the actions a user must perform to create
a JIT Recurring appointment in FAST Origin Entry. The user may create and edit a JIT Recurring
appointment for Facilities that he/she is associated with and may view recurring appointment information
for any Facility.

Creating a JIT Recurring appointment requires the user to specify the Origin Entry Facility, Mail Class,
Scheduler ID, Date Range, Appointment Time, and Frequency of the appointment. He/she will need to
associate at least one content to the recurring appointment. Once the user has added all of the separate
sets of content information associated to the appointment, the recurring appointment is submitted and a
master record of the recurring appointment is created in the system. Users also have the ability to create
JIT Recurring Appointments shells (JIT Recurring appointments with no associated contents). Contents
can be added at a later time by the Scheduler or Mail Owner/Mail Preparer.

Once FAST records the JIT Recurring appointments, FAST schedules individual instances of the
recurring appointment beginning 15 days after the user creates the appointment in FAST Origin Entry. If
an appointment instance is required sooner than 15 days after the initial recurring appointment creation, it
must be created as a JIT One-Time appointment.

This section includes:
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8.1.1 Creating a JIT Recurring Appointment
8.1.2 Adding JIT Recurring Content Information
8.1.3 Confirming JIT Recurring Appointment Creation

8.1.1 Creating a JIT Recurring Appointment

When a user needs to create a recurring appointment, he/she begins the process by clicking the Go>
button associated with Create New JIT Recurring Appointment to display the Create New JIT Recurring

Appointment page.

The fields and buttons on the Create New JIT Recurring Appointment page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

State

Drop-down box listing all State options. Only States with Postal Facilities that are
Origin Entry active and shown in FDB will be returned.

View Cities button

Retrieves Cities within the selected State and populates the Cities in the City
drop-down box. Only Cities with Postal Facilities that are Origin Entry active and
show in FDB will be returned.

City

Drop-down box listing all Cities within the selected State with Postal Facilities that
are Origin Entry active and show in FDB.

Search button (City)

Retrieves the Facilities located in the selected State and City.

NASS Code

Field in which a valid three to five character NASS Code may be entered.

Search button (NASS
Code)

Retrieves the Facility associated to the NASS Code.

*Origin Entry Facility

Drop-down box listing the Facility associated to the City/State combination or
NASS Code.

*Mail Class check
boxes

Check boxes listing Mail Class options to select from: First-Class, Standard,
Package Services, and Periodicals.

*Customer
Registration 1D

Drop-down box listing all the Postal customer names and IDs. The user must
select the name and ID of the customer making the request for the recurring
appointment.

*Select Date Range

Selects the beginning date and the end date of the recurring appointment.

*Appointment Time

Drop-down box listing the hours of the day for when the appointment is to arrive
at the Origin Entry Facility.

*Scheduling Selects which day(s) of the week within the selected Date Range the recurring
Frequency appointment is to occur.
Comments Displays any additional comments regarding the appointment.

Cancel button

Directs the user to the JIT Recurring Appointment Information page.
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Next button Directs the user to the Add/Edit Content Information page.

Facility Access and Shipment Tracking (FAST)
Create New JIT Recurring Appointment

Please enter the following information( * Required Fields ):
There are two options to search for a facility.

1. Search for the facility using the "State” and/or "City” field. Select a state and click
“View Cities”. Cities and Facilities within the selected state will be available for
selection in their respective dropdowns. If the city is known, select the city and click
“Search”. Facilities within the selected city will be available for selection in the facility

dropdown.
2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1.

State: NY v ( View Cities> ) = NASS Sanrok >
Code:
City: All Cities + (Search>
* Origin Entry - .
Faciity 100-NEW YORK
* Mail Class:
[V First-Class
["] Standard
[1Package Senices
[“] Periodicals
* Customer :
Mailer 1-4433047 <

Registration ID:

* Select Date
Range: 10/10/2009 [ To: 10/10/2999 [

* Appointment

Time: | 1200 2

*Scheduling Frequency:
Note: Scheduling frequencies occur on a weekly basis.

[¥] saturday
[¥] sunday
[¥] Monday
[TITuesday

| Wednesday
"I Thursday

[T Friday

Comments:

< Cancel Next >

Creating a JIT Recurring Appointment

N
3 @ To enter appointment level information and access the Add/Edit Content Information page,
4

P perform the following steps on the Create New JIT Recurring Appointment page:

1. SELECT the Origin Entry Facility of the appointment
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To search for an Origin Entry Facility by State and City:

a. SELECT a State from the State drop-down box.
b. CLICK the View Cities button.
c. SELECT a City from the City drop-down box.

d. CLICK the Search button, displaying the Facilities in the Origin Entry Facility drop-
down box.

To search for an Origin Entry Facility by NASS Code:
a. ENTER a valid three to five character NASS Code in the NASS Code field.

b. CLICK the Search button, displaying the Facility in the Origin Entry Facility drop-
down box.

. SELECT one or more Mail Classes from the Mail Class check boxes.
SELECT a Mailer from the Customer Registration ID drop-down box.

SELECT the Date Range the recurring appointment is to occur within.

o A W N

. SELECT the time the appointment is to arrive at the Origin Entry Facility from the
Appointment Time drop-down box.

6. SELECT the scheduling frequency of the appointment from the Scheduling Frequency
drop-down box.

7. ENTER any additional comments regarding the appointment in the Comments field.

8. CLICK the Next button to display the Add/Edit Content Information page.

8.1.2 Adding JIT Recurring Content Information

The Add/Edit Content Information page associates content information to a JIT Recurring appointment. At
least one content information set must be created for each recurring appointment.

A user may encounter restrictions when entering content information for the JIT Recurring appointment.
An error message will be displayed if the user tries to submit a content that violates any of the restrictions.
The error message describes the restriction to help the user to submit valid information.
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The fields and buttons on the Add/Edit Content Information page for JIT Recurring

appointments are described below. A screenshot of the page is displayed after the field
descriptions.

Field/Button Description
gpdate Number of Field where the user may specify the number of contents requested.
ontents
Manage Content Refreshes the Add/Edit Content Information page and displays a content form for
button each content requested.
Back button Directs the user to the Create New JIT Recurring Appointment page.
Cancel button Directs the user to the JIT Recurring Appointment Information page.

Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Flease Mote: A content describes the mail assaociated to a mailing or segment of a mailing to be presented to
the postal service at one specific time.

A mailing is a group of pieces within the same class of mail and the same processing category that may be

sorted tegether and/or presented under a single minimum valume mailing required under the applicable
standards.

Selected Criteria

Scheduler ID: 200242198002
Scheduler Name: FAST SCHED 2

USP S Origin Entry Facility: A
MASS Code: 926
Appointment Date Range: 05/14/2002 to 05/14/2999
Appointment Time: 15:00
Mail Class{es): First-Class

To add content information, input the number of contents to add and click "Manage Content”.

Update Humber of Contents:

First-Class Standard Package Services Periodicals
1

Mainage Content

< Back < Cancel

Adding JIT Recurring Content Information

~ To enter content information and access the reloaded Add/Edit Content Information page,
@ perform the following steps on the Add/Edit Content Information page:

1. ENTER the requested number of First-Class contents in the First-Class field.

2. CLICK the Manage Content button. The Add/Edit Content Information page will refresh
and display a content form for each content requested.

Note:
A content describes the mail associated to a mailing or segment of a mailing
to be presented to the postal service at one specific time.

w
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The fields and buttons on the Add/Edit Content Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Selected Criteria

Criteria the user selected on the Create New JIT Recurring Appointment page.

Update Number of
Contents

The number of expected contents to be created with the appointment.

Manage Content
button

Changes the number of contents associated with the current appointment.

The fields below describe the content grid. The grid is displayed when the number of expected contents is
entered and the Manage Content button is clicked.

Content #

Number of the current content being created.

Clear Content check
box

Clears the data fields in the content when selected.

Mail Preparer 1D

Drop-down box listing the FAST Scheduler Name and Scheduler ID of available
Mail Preparers (disabled until the View All button is clicked).

View All button

Refreshes the page to show all Mail Preparer IDs in the Mail Preparer ID drop-
down box.

Content Name

The name of the content being created.

Comments Any additional comments.
Drop-down box listing the following options to specify Mail Shape: Automation
*Mail Shape Letters, Nonautomation Letters, Card, Automation Flats, Nonautomation Flats,

and Parcels.

Priority Mail check
box

Indicates a Priority Mail content if checked.

Total Pieces

The total number of pieces that the content consists of.

Total Weight(oz)

The total weight of the content in ounces.

eVS Indicator

Indicates an eVS content if checked.

# of Hampers
Containing 1’ Letter
Trays

The total number of Hampers containing 1’ Letter Trays for this specific content.

# of Hampers
Containing 2’ Letter
Trays

The total number of Hampers containing 2’ Letter Trays for this specific content.
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# of Hampers
Containing EMM
Letter Trays

The total number of Hampers containing EMM Letter Trays for this specific
content.

# of Hampers
Containing Flat Trays

The total number of Hampers containing Flat Trays for this specific content.

# of Hampers
Containing Parcels

The total number of Hampers containing Parcels for this specific content.

# of Hampers
Containing Sacks

The total number of Hampers containing Sacks for this specific content.

# of APC/ERMCs
Containing 1’ Letter
Trays

The total number of APC/ERMCs containing 1’ Letter Trays for this specific
content.

# of APC/ERMCs
Containing 2’ Letter
Trays

The total number of APC/ERMCs containing 2’ Letter Trays for this specific
content.

# of A'.DQERMCS The total number of APC/ERMCs containing EMM Letter Trays for this specific
Containing EMM
content.
Letter Trays
# of APC/ERMCs

Containing Flat Trays

The total number of APC/ERMCs containing Flat Trays for this specific content.

# of APC/ERMCs
Containing Parcels

The total number of APC/ERMCs containting Parcels for this specific content.

# of APC/ERMCs
Containing Sacks

The total number of APC/ERMCs containting Sacks for this specific content.

# of Wire Containers
Containing 1’ Letter
Trays

The total number of Wire Containers containing 1’ Letter Trays for this specific
content.

# of Wire Containers
Containing 2’ Letter
Trays

The total number of Wire Containers containing 2’ Letter Trays for this specific
content.

# of Wire Containers
Containing EMM
Letter Trays

The total number of Wire Containers containing EMM Letter Trays for this specific
content.

# of Wire Containers
Containing Flat Trays

The total number of Wire Containers containing Flat Trays for this specific
content.

# of Wire Containers
Containing Parcels

The total number of Wire Containers containing Parcels for this specific content.

# of Wire Containers
Containing Sacks

The total number of Wire Containers containing Sacks for this specific content
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# of Pallets
Containing 1’ Letter
Trays

The total number of Pallets containing 1’ Letter Trays for this specific content.

# of Pallets
Containing 2’ Letter
Trays

The total number of Pallets containing 2’ Letter Trays for this specific content.

# of Pallets
Containing EMM
Letter Trays

The total number of Pallets containing EMM Letter Trays for this specific content.

# of Pallets
Containing Flat Trays

The total number of Pallets containing Flat Trays for this specific content.

# of Pallets
Containing Parcels

The total number of Pallets containing Parcels for this specific content.

# of Pallets
Containing Sacks

The total number of Pallets containing Sacks for this specific content.

# of Bedloads
Containing 1’ Letter
Trays

The total number of Bedloads containing 1’ Letter Trays for this specific content.

# of Bedloads
Containing 2’ Letter
Trays

The total number of Bedloads containing 2’ Letter Trays for this specific content.

# of Bedloads
Containing EMM
Letter Trays

The total number of Bedloads containing EMM Letter Trays for this specific
content.

# of Bedloads
Containing Flat Trays

The total number of Bedload containing Flat Trays for this specific content.

# of Bedloads
Containing Parcels

The total number of Bedloads containing Parcels for this specific content.

# of Bedloads
containing Containing
Sacks

The total number of Bedloads containing Sacks for this specific content.

Back button

Directs user to Create New JIT Recurring Appointment page.

Cancel button

Cancels the appointment creation process and directs the user to the JIT
Recurring Appointment Information page.

Clear Contents
button

Clears the data fields of all the contents in the recurring appointment where the
Clear Content check box(es) has been selected.

Submit button

Saves all associated contents to the recurring appointment and creates the
recurring appointment in the system once all business rules are validated.
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Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Flease Note: A content describes the mail asseciated to a mailing or segment of a mailing to be presented to
the postal service at one specifictime

Amailing is a group of pieces within the same class of mail and the same processing category that may be
soned together and/or presented under a single minimum valume mailing required under the applicable
standards

Selected Criteria

Scheduler ID: 200242198002
Scheduler Name: FAST SCHED 2
Customer Registration ID: 33553013
USPS QOrigin Entry Facility: SANTA AMNA
MNASS Code: 928
Appointment Date Range: 05/14/2009 to 05/14/2999
Appointment Time: 15:00
Mail Classies): First-Class

To add content information, input the number of contents to add and click "Manage Content”.

Update Number of Contents:

First-Class Standard Package Services Periodicals

[ Manage Content |
Content #1 [ ciear content
Mail Class: First-Class
Mail Preparer II]" vl _. View All
Content Name: | ‘ Comments:
Mail Shape: | — Select One — v Prigrity Mail: |:|
Total Pieces: [0 | Total weightioz): [0 |

VS Indicator: [

# of Hampers Containing:

W‘ Letter Trays:
. Flat Trays:

# of APC/ERMCs Containing

0 oe ad oe o
0 e e e

2 Letter Trays: ENI Letter Trays:

Parcels:

0
Y
Q
i

0 00 00 00 00

Letter Traya: 2' Letter Trays: EMM Letter Trays:

Flat Trays: Parcels:

o
&
2
i

Letter Trays: 2 Letter Trays: EMM Letter Trays:

Flat Trays: Parcels:

w0
)
9
i

# of Pallets Containing

Letter Trays: 2' Letter Trays: EMM Letter Trays:

Flat Trays: Parcels:

0
Y
Q
i

# of Bedloads Containing

1" Letter Trays: 2 Letter Trays: EMM Letter Trays:
Flat Trays: Parcels: Sacks:
(< Back | [ <Cancel ) (_Clear Contemts ) (. Submit > |
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Ad\ding JIT Recurring Content Information

To enter content information and save the JIT Recurring appointment record in the system,
perform the following steps on the Add/Edit Content Information page:

CLICK the View All button, to display all Mail Preparers.

SELECT the Mail Preparer ID from the Mail Preparer ID drop-down box, if applicable.
ENTER the Content Name in the Content Name field, if applicable.

ENTER any additional Comments in the Comments field, if applicable.

SELECT the Mail Shape of the mailing from the Mail Shape drop-down box.
CHECK the Priority Mail check box, if applicable.

ENTER the number of Total Pieces in the Total Pieces field, if applicable.

ENTER the value of the Total Weight in the Total Weight(oz) field, if applicable.

© © N O G A W N =

CHECK the eVS Indicator check box, if applicable.

-
g

ENTER the number of Hampers containing 1’ Letter Trays, if applicable.

-
-

ENTER the number of Hampers containing 2’ Letter Trays, if applicable.

-
g

ENTER the number of Hampers containing EMM Letter Trays, if applicable.

-
o

ENTER the number of Hampers containing Flat Trays, if applicable.

-
>

ENTER the number of Hampers containing Parcels, if applicable.

-
o

ENTER the number of Hampers containing Stacks, if applicable.

-
o

ENTER the number of APC/ERMCs containing 1’ Letter Trays, if applicable.
ENTER the number of APC/ERMCs containing 2’ Letter Trays, if applicable.
ENTER the number of APC/ERMCs containing EMM Letter Trays, if applicable.

- = =
® ® XN

ENTER the number of APC/ERMCs containing Flat Trays, if applicable.

N
g

ENTER the number of APC/ERMCs containing Parcels, if applicable.

N
-

ENTER the number of APC/ERMCs containing Sacks, if applicable.

N
Lt

ENTER the number of Wire Containers containing 1’ Letter Trays, if applicable.

N
o

ENTER the number of Wire Containers containing 2’ Letter Trays, if applicable.

N
»

ENTER the number of Wire Containers containing EMM Letter Trays, if applicable.

N
o

ENTER the number of Wire Containers containing Flat Trays, if applicable.

N
o

ENTER the number of Wire Containers containing Parcels, if applicable.

N
N

ENTER the number of Wire Containers containing Sacks, if applicable.

N
o

ENTER the number of Pallets containing 1’ Letter Trays, if applicable.

N
®©

ENTER the number of Pallets containing 2’ Letter Trays, if applicable.

W
g

ENTER the number of Pallets containing EMM Letter Trays, if applicable.

(3]
-

ENTER the number of Pallets containing Flat Trays, if applicable.

w
ot

ENTER the number of Pallets containing Parcels, if applicable.

33. ENTER the number of Pallets containing Sacks, if applicable.
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34. ENTER the number of Bedloads containing 1’ Letter Trays, if applicable.

35. ENTER the number of Bedloads containing 2’ Letter Trays, if applicable.

36. ENTER the number of Bedloads containing EMM Letter Trays, if applicable.

37. ENTER the number of Bedloads containing Flat Trays, if applicable.

38. ENTER the number of Bedloads containing Parcels, if applicable.

39. ENTER the number of Bedloads containing Sacks, if applicable.

40. CLICK the Submit button to save all contents to the recurring appointment and create the
JIT Recurring appointment in the system.

8.1.3 Confirming JIT Recurring Appointment Creation

Once a user has entered all contents for a JIT Recurring appointment and submits the recurring
appointment in the system, the JIT Recurring Appointment Confirmation page displays to confirm that the
recurring appointment contains valid information and that it has been created in the system.

The fields and buttons on the JIT Recurring Appointment Confirmation page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Sequence Number

Displays the Sequence Number for the master recurring appointment record and
is a hyperlink to the Manage Existing JIT Recurring Appointment page.

Status

The current Status of the recurring appointment.

USPS Origin Entry
Facility.

The name of the Origin Entry Facility at which the recurring appointment is
scheduled.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Scheduler ID

ID associated with the recurring appointment’s Scheduler.

Scheduler Name

Name of the recurring appointment’s Scheduler.

Customer
Registration ID

Registration ID associated to a customer.

Frequency

The specified frequency of the recurring appointment.

Mail Class check
boxes

Mail Class associated with the recurring appointment.

Total Pallets

The total number of Pallets in the recurring appointment.

Total Rolling Stock

The total number of Rolling Stock in the recurring appointment.

Total Bedload

The total number of Bedload units in the recurring appointment.

Return to Home
button

Directs the user to the JIT Recurring Appointment Information page.
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Facility Access and Shipment Tracking (FAST)
JIT Recurring Appointment Confirmation

Your recurring appointment has been successfully created. Below is a summary of the
appaintment infarmation for your records. To edit this recurring appointment, click the
Sequence Mumber ID link to access the Recurring Appointment Management page.

(8)]

Sequence Number; 20132

Status: Open
USPS Origin Entry Facility: SANTA AMNA
NASS Code: 926
Scheduler|D: 200242192002
Scheduler Name: FAST SCHED 2
Customer Registration ID: 33553013
Frequency: Maonday, Sunday
Mail Class(es): First-Class
Total Pallets: 0
Total Rolling Stock: 1
Total Bedload: 0

< Return to Home

Note: |

e The JIT Recurring Appointment Sequence Number is associated to every |
e individual appointment instance of the recurring appointment and is used as E
- part of the Appointment ID. Each appointment instance also has a unique ID !
number to use for managing single appointment instances of the recurring !

appointment. The unique ID number can be derived from the JIT Recurring :

Appointment Sequence ID (described in section 7.2.1 — JIT Recurring |

. Appointment Search). ,,'
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8.2 Manage an Existing JIT Recurting Appointment

From the JIT Recurring Appointment Information Landing page, the user may click the Go> button
associated with Manage Existing JIT Recurring Appointment to access the JIT Recurring appointment
management functionality of the FAST application. There are several possible actions the user may
perform to manage recurring appointment information, such as editing appointment and content level
information as well as cancelling contents or appointments.

This section includes:

8.2.1 JIT Recurring Appointment Search
8.2.2 JIT Recurring Appointment Management
8.2.3 JIT Recurring Appointment Instance Management

8.2.1 JIT Recurring Appointment Search

The user has the option to search for a master JIT Recurring appointment record by Scheduler ID, Origin
Entry Facility, Sequence Number, or Customer Registration ID. The search page, Search Existing JIT
Recurring Appointment Information, will refresh depending on the selected search criteria. The user may
also search for the individual appointment instances via the Appointment ID search on the Search
Existing JIT One-Time Appointment Information page.

The Search Existing JIT Recurring Appointment Information page displays different search criteria fields
for each search method. These searches may retrieve several recurring appointments that fall within the
specified search criteria and will display them in a summary table. Each Sequence ID is a hyperlink to the
Manage Existing JIT Recurring Appointment page.

Searching for an individual appointment instance is done in a similar fashion, detailed in section 7.2.1 —
JIT One-Time Appointment Search. The user may enter a specific recurring Appointment ID, not the
Sequence ID, which takes the user to the JIT One-Time Appointment Information page for that individual
appointment instance.

The fields and buttons on the Search Existing JIT Recurring Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what a user may search by: Scheduler ID, Origin Entry

*
Search By Facility, Sequence Number, or Customer Registration ID.

Refreshes the page and displays further inputs depending on which search option

Submit button .
is requested.
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Facility Access and Shipment Tracking (FAST)

Search Existing JIT Recurring Appointment Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Requirsd Fislds |

* Search By: | - Select One - w | | Submit >

Searching for a JIT Recurring Appointment by Customer Registration ID

The fields and buttons on the Search Existing JIT Recurring Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

*Search By

Drop-down box listing what the user may search by: Scheduler ID, Origin Entry
Facility, Sequence Number, or Customer Registration ID.

Submit button

Displays the Customer Registration ID drop-down box and the Mail Class check
boxes when Customer Registration ID is chosen.

*Customer
Registration ID

Drop-down box listing Customer Registration IDs.

*Mail Class check
boxes

Includes five Mail Class check boxes: All, First-Class, Standard, Package Services,
and Periodicals.

Cancel button

Directs the user to the JIT Recurring Appointment Information page.

Search button

Retrieves the appointments associated to the entered search criteria and populates
them in a summary table at the bottom of the page.

R30.0v1.0

Page 125




UNITED STATES
7 POSTAL SERVICE: FAST User Guide Customer Origin Entry

Facility Access and Shipment Tracking (FAST)
Search Existing JIT Recurring Appointment Information

Choose Search Criteria
Fleaze selectthe search method and enter the required appointment information.

Then click Search to locate the appointment. * Reguirsd Fislds |
* Search By: | Customer Registration ID w | [_Submit >
* Customer Registration ID: | -- Select One - N
* Mail Class:
(S
[IFirst-Class
[]standard
[ Package Senices
[ Periodicals
< Cancel Search >

Searching for a JIT Recurring Appointment by Customer Registration ID

\
d To search by Customer Registration ID, perform the following steps on the Search Existing JIT

~
= @?Recurring Appointment Information page:
- 4

. SELECT “Customer Registration ID” from the Search By drop-down box.
CLICK the Submit button.

SELECT a Mailer from the Customer Registration ID drop-down box.

SELECT at least one Mail Class from the Mail Class check boxes.

o A WN =

. CLICK the Search button, refreshing the page and displaying the JIT Recurring
appointment summary table.
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Searching for a JIT Recurring Appointment by Origin Entry Facility

The fields and buttons on the Search Existing JIT Recurring Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

*Search By

Drop-down box listing what a user may search by: Scheduler ID, Origin Entry
Facility, Sequence Number, or Customer Registration ID.

Submit button

Displays the Origin Entry Facility search area, the Scheduler ID drop-down box,
and the Mail Class check boxes.

State

Drop-down box listing all State options. Only States with Postal Facilities that are
Origin Entry active and shown in FDB will be returned.

View Cities button

Retrieves Cities within the selected State and populates the Cities in the City
drop-down box. Only Cities with Postal Facilities that are Origin Entry active and
show in FDB will be returned.

City

Drop-down box listing all Cities within the selected State with Postal Facilities that
are Origin Entry active and show in FDB.

Search button (City)

Retrieves Origin Entry Facilities within the selected City and State and populates
them in the Origin Entry Facility drop-down box.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Search button (NASS
Code)

Retrieves the Facility associated with the entered NASS Code and populates it in
the Origin Entry Facility drop-down box.

*QOrigin Entry Facility

Drop-down box containing Origin Entry Facilities associated with the selected
State/City or NASS Code.

Customer
Registration ID

Drop-down box listing Mailer and IDs from which to select.

*Mail Class check
boxes

Check boxes listing Mail Class options to select from: All, First-Class, Standard,
Package Services, and Periodicals.

Cancel button

Directs the user to the JIT Recurring Appointment Information page.

Search button

Retrieves JIT Recurring appointments for the entered search criteria and
populates them in an appointment summary table at the bottom of the page.
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Facility Access and Shipment Tracking (FAST)
Search Existing JIT Recurring Appointment Information

Choose Search Criteria
Please selectthe search method and enter the required appointment information.

Then click Search to locate the appointment.( * Required Fields )

Submit >

* Search By: Origin Entry Facility v
State: NY v | View Cities > NASS Search >
Code:
City: All Cities v | Search>
* Origin Entry E -
Fadility 100 - NEW YORK

* Customer :
Registration ID: Mailer 1- 4433047

Search >

* Mail Class:
(T AN
[V First-Class
["] standard
[ Package Senvices
[" Periodicals
< Cancel

Searching for a JIT Recurring Appointment by Origin Entry Facility

W

—

- Recurring Appointment Information page:

1. SELECT “Origin Entry Facility” from the Search By drop-down box.

2. CLICK the Submit button.

3. SEARCH for an Origin Entry Facility by one of the following two ways:

To search for an Origin Entry Facility by State and City:
a. SELECT a State from the State drop-down box.

b. CLICK the View Cities button.
c. SELECT a City from the City drop-down box.

Ry @?To search by Origin Entry Facility, perform the following steps on the Search Existing JIT
4

d. CLICK the Search button, displaying the Origin Entry Facility drop-down box.
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To search for an Origin Entry Facility by NASS Code:

a. ENTER a valid three to five character NASS Code in the NASS Code field.

b. CLICK the Search button, populating the Origin Entry Facility drop-down box.
. SELECT a Facility from the Origin Entry Facility drop-down box.
SELECT a Mailer from the Customer Registration ID drop-down box.

SELECT at least one Mail Class from the Mail Class check boxes.

N o o

. CLICK the Search button, refreshing the page and displaying the JIT Recurring
appointment summary table.

Searching for a JIT Recurring Appointment by Sequence Number

The fields and buttons on the Search Existing JIT One-Time Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing search options: Scheduler ID, Origin Entry Facility,

"Search By Sequence Number, or Customer Registration ID.

Submit button Displays the Sequence Number field when Sequence Number is chosen.
Sequence Number Field in which a user may enter a valid recurring Sequence Number.
Cancel button Directs the user to the JIT Recurring Appointment Information page.

Retrieves the JIT Recurring appointment associated to the entered Sequence ID

Search button and populates it in a summary table at the bottom of the page.

Facility Access and Shipment Tracking (FAST)

Search Existing JIT Recurring Appointment Information

Choose Search Criteria

Fleaze selectthe search method and enter the required appointment information.
Then click Search to locate the appointment ( * Requirsd Fizlds |

“ Search By:| Sequence Numbear s | [ Submit >

Sequence Number:

< Cancel Search >

Searching for a JIT Recurring Appointment by Sequence Number

To search by the Sequence Number, perform the following steps on the Search Existing JIT
Recurring Appointment Information page:
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A WO N =

. SELECT “Sequence Number” from the Search By drop-down box.
CLICK the Submit button.
ENTER a Sequence Number in the Sequence Number field.

. CLICK the Search button, refreshing the page and displaying the JIT Recurring

appointment summary table.

Existing JIT Recurring Appointment Summary

The fields and buttons on the Search Existing JIT Recurring Appointment Information page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Existing JIT
Recurring
Appointment
Summary section

Lists the JIT Recurring appointments that fall within the specified search criteria
and their related information.

Sequence Number
hyperlink

Lists the Sequence Number of each recurring appointment that is associated with
the search criteria and is a link to the Manage Existing JIT Recurring Appointment
page for the recurring appointment. Only one sequence will be returned in a
search by Sequence Number.

USPS Origin Entry
Facility

The Origin Entry Facility for the recurring appointment.

Time The time of day the recurring appointment is scheduled to arrive.
Locale Key USPS Facility identifier.

Scheduling . .

Frequency The day(s) of the week for the recurring appointment.

Effective Start Date

The date the recurring appointment is scheduled to start.

Effective End Date

The date the recurring appointment is scheduled to end.

Mail Class Lists the Mail Class of each listed appointment.
Status The Status of the recurring appointment.
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Facility Access and Shipment Tracking (FAST)
Search Existing JIT Recurring Appointment Information

Choose Search Criteria
Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fields )

* Search By: Origin Entry Facility - Submit >
State: NY v [ View Cities > NASS Search >
Code:
City: All Cities v [ Search>
* Origin Entry 5 =
Faaiily 100 - NEW YORK
* Customer =
Registration ID: Mailer 1- 4433047 ¥
* Mail Class:
] A
[TIFirst-Class
[7] standard
[T Package Senvices
["] Periodicals
< Cancel Search >

Existing JIT Recurring Appointment Summary

Below is a summary of your existing recurring appointments. Please select an
appointment to access the content information you would like to view/edit.

2 results
uses
Sequence Scheduler Origin Tim. Locale Scheduling Effective Effective Mail Status
Number Name Entry Key Frequency StartDate EndDate Class =
Eacility
900987 Mailer 1 NEW 13:00 V19160 Every 09/25/2009 09/25/2999 First- Open
YORK SUNDAY, Class
FRIDAY
90096 Mailer 1 NEW 13:00 V19160 Every 09/25/2009 09/25/2999 First- Open
YORK MONDAY, Class
WEDNESDAY
< i »

Searching for an Individual Appointment Instance of a JIT Recurring Appointment

A user may search for a single appointment occurrence of a recurring appointment by searching for the
unique ID number assigned to the appointment instance. The ID number is unique for each individual
appointment in the JIT Recurring appointment and is different than the JIT Recurring sequence number.

The format of the unique ID number is defined as:
JIT Recurring Sequence Number + ‘R’ + Date (mmdd) (10 characters long).

When the user needs to search for a single appointment instance, he/she may derive the unique 1D
number by using the defined format above.

For example, if the user wants to search for the appointment arriving on November 13 in the recurring
appointment with Sequence Number 10312, he/she would use the JIT One-Time appointment search
process (described in section 7.2.1 — JIT One-Time Appointment Search) to search for the Appointment
ID 10312R1113.
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8.2.2 JIT Recuiring Appointment Management

After the user searches for a JIT Recurring appointment by the Scheduler ID, Origin Entry Facility,
Sequence Number, or Customer Registration ID, he/she can click a Sequence Number hyperlink to
access the Manage Existing JIT Recurring Appointment page. From the Manage Existing JIT Recurring
Appointment page, the user has the ability to:

Edit appointment level information

Go to the Add/Edit Content Information page

Cancel the JIT Recurring appointment

View/access instances of the JIT Recurring appointment
View summary contents

Editing appointment and content level information through the JIT Recurring Appointment Management
area updates the master JIT Recurring appointment record in FAST. Hence all instances of the recurring
appointment that have not yet been created will contain the updated information. However, if an already
scheduled appointment instance occurring within the next 14 days needs to be updated and is within the
allowable appointment management time frame of one hour prior to the scheduled arrival, the user can
update it by clicking the instance in the JIT Recurring Appointment Instances table. The user may also
edit the logistics or content information of an already scheduled recurring appointment instance through
the JIT One-Time appointment management process, searching by the recurring instance Appointment
ID.

Additionally, a JIT Recurring appointment sequence may not be closed, but the individual appointments
within the recurring appointment sequence may be closed. Each appointment instance needs to be
closed out separately using the unique ID number assigned to that appointment instance. A user follows
the same process to close out recurring appointments as is done when closing out One-Time
appointments. Entering closeout information for a single appointment occurrence is discussed in module
9.0 — Manage Closeout Information.

The JIT Recurring Appointment Management section gives a brief description of the processes listed

above. It also details the steps and screens accessed when a user cancels a recurring appointment.

The fields and buttons on the Manage Existing JIT Recurring Appointment page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description
Sequence Number The ID associated to the master recurring appointment record.
Status The Status of the recurring sequence.
Scheduler ID The ID associated to the recurring appointment’s Scheduler Mailer.
Scheduler Name Name of the recurring appointment’s Scheduler.

USPS Origin Entry The name of the Origin Entry Facility at which the recurring appointment is
Facility scheduled.

NASS Code The NASS Code for the Origin Entry Facility associated with the appointment.
Locale Key USPS Facility Identifier.
View Audit

Information button Directs the user to the JIT Recurring Appointment Audit Information page.
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*Mail Class

Mail Class of the recurring appointment (Origin Entry is checked by default).

*Select Date Range

The effective Date Range of the recurring appointment.

*Appointment Time

The appointment time of the recurring appointment.

. .

FSchedullng Selects which day(s) of the week the recurring appointment is to occur.
requency

Comments Displays any miscellaneous comments regarding the appointment.

Cancel button

Directs the user to the JIT Recurring Appointment Information page without
saving any changes to the recurring appointment.

Cancel Recurring
Appointment button

Directs the user to the Confirm Cancel JIT Recurring Appointment page.

Submit button

Directs the user to the JIT Recurring Appointment Confirmation page, saving any
changes to the recurring appointment sequence.

Recurring
Appointment
Contents section

Displays all contents associated to the recurring appointment.

Content ID

Lists the ID of each content associated to the recurring appointment.

Mail Preparer

Lists the name of the Mail Preparer associated to the recurring content.

Mail Class

Lists the Mail Class of the recurring content.

Mail Shape

Lists the Mail Shape of the recurring content.

Rolling Stock Count

Lists the total count of Rolling Stock for the recurring content.

Pallet Count

Lists the total count of Pallets for the recurring content.

Bedload Unit Count

Lists the total count of Bedload units for the recurring content.

Manage Content
button

Directs the user to the Add/Edit Content Information page.

Recurring
Appointment
Instances section

Displays all instances of the recurring appointment that have been created for the
next 14 days.

Appointment ID

Lists the Appointment ID of each instance of the recurring appointment that has
been created.

Appointment
Date/Time

Lists the appointment’s scheduled date and time.

Mail Class

Lists the Mail Class of the recurring instance.

Total Rolling Stock
Count

Lists the total Rolling Stock count of the recurring instance.
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Total Pallet Count Lists the total Pallet count of the recurring instance.

'I(;c(J)tl?rlnBedloaded Lists the total Bedloaded units count of the recurring instance.
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Facility Access and Shipment Tracking (FAST)
Manage Existing JIT Recurring Appointment

Below is the recurring appointment information you requested.

Sequence Number: 90110
Status: Cancelled
Customer Registration ID: 4433047
Scheduler Name: FAST ALSO
USPS Origin Entry Facility: SPRINGFIELD NDC
NASS Code: 01Z
Locale Key: V22551

View Audit Information > )

State: | A - NASS Code: |

i
City:| SPRINGFIELD |

* Origin Entry | . =
Faciity. 012~ SPRINGFIELDNDC -

* Mail Class:

["IFirst-Class

[ standard

|| Package Senices
|| Periodicals

* Select Date Range: | °

* Appointment Time: | 18:00 -

* Scheduling Frequency:
Note: Scheduling frequencies occur on a weekly basis.

|| saturday
|| Sunday
[7I Monday
[ Tuesday

[ wednesday
r

[ I Thursday
[ Friday

Comments: -

< Cancel )

Recurring Appointment Contents

Rolling
Content ID Mail Preparer Mail Class Mail Shape  Stock Pallet ‘M
Count Count  Unit Count
100000564 |N/A Standard  Flat 0 2 0
Recurring Appointment Instances
Total

Appointment 1D AEM'!;#"GTP‘ Mailclass  LotalRolling Total Pallet

No Records Found

Stock Count Count Bedloadu]

Count
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View Audit Information

A user may view the following audit information by accessing the JIT Recurring Appointment Audit
Information page from the Manage Existing JIT Recurring Appointment page:

Recurring Sequence ID
Entry Type

USPS Origin Entry Facility
Locale Key

Scheduler ID

Status

Scheduling Frequency
Appointment Time

Rolling Stock Contents
Pallets Contents
Bedloaded Units Contents
Mail Class

Updated by

Last Update Date/Time

Facility Access and Shipment Tracking (FAST)

JIT Recurring Appointment Audit Information
Selected Criteria

Recurring Sequence ID: 90130
Entry Type: Origin Entry
USPS Origin Entry Facility: 740 - TULSAP & DC
Locale Key: W22564
Scheduler Name: FAST ALSO
Customer Registration ID: 4433047
Status Code Legend : CA = Cancelled, O = Open
Mail Class Code Legend : FC-First-Class, PS-Package Services, PER-
Periodicals, STD-Standard

*Please note: An audit row in the report may appear unchanged, due to appointment updates
that do not affect any of the displayed data in the report (e.g. comments).

*Please note: Wire Containers, Hampers, and APC/ERMCs are included in Rolling Stock.

For best results, download this report into Excel and print in ‘Landscape’ mode.

0 el | Ehvie
_______ Rolling Stock Containing -
Statys Scheduling Apot [Letter [Letter [Letter | . lLetter [L
Frequency Time |Trays |Trays |Trays 'T:s Parcels |Sacks [Bundles (Trays (T
@) [ @) lemm FEYE 11
o] Every 11:00 0 0 0 0 0 0 0 0
Sunday,
Monday,
Tuesday,
Wednesday,
Thursday,
Friday,
Saturday
0 el | Ehvie
< m »

For best results, download this report into Excel and printin ‘Landscape’ mode.

< Back
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— @? To access the JIT Recurring Appointment Audit Information page, the user CLICKS the View

P Audit Information button above the Mail Class check boxes on the Manage Existing JIT
Recurring Appointment page.

Editing JIT Recurring Appointment Level Information

A user may edit the following JIT Recurring appointment level information on the Manage Existing JIT
Recurring Appointment page:

Mail Class

Date Range

Appointment Time

Scheduling Frequency

Comments regarding the appointment

\\\ To edit any of the above fields, the user CLICKS in the desired field or drop-down box and

= updates the entry with the new information. Clicking the Submit button on the Manage

- ¢ Existing JIT Recurring Appointment page updates the recurring appointment with the new
information and displays the JIT Recurring Appointment Confirmation page.

Editing Content Level Information

A user may edit a JIT Recurring appointment’s content level information by accessing the Add/Edit
Content Information page from the Manage Existing JIT Recurring Appointment page. A user can also
manage Appointment Shells through the Add/Edit Content Information page.

\
:\ To access the Add/Edit Content Information page, a user CLICKS the Manage Content
— @ button in the Recurring Appointment Contents section of the Manage Existing JIT Recurring
- ¢ Appointment page.

The fields and buttons of the Add/Edit Content Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Update Number of

The number of expected contents to be created with the appointment.
Contents

Manage Content

button Changes the number of contents associated with the current appointment.

The fields below describe the content grid. The grid is displayed when the number of expected contents is
entered and the Manage Content button is clicked.

Content # Number of the current content being created.

Clear Content check

box Clears the data fields in the content when selected.

Drop-down box listing the FAST Scheduler Name and Scheduler ID of available

Mail Preparer ID Mail Preparers (disabled until the View All button is clicked).

Refreshes the page to show all Mail Preparer IDs in the Mail Preparer 1D drop-

View All button down box.

Content Name The name of the content being created.
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Comments Any additional comments.
Drop-down box listing the following options to specify Mail Shape: Automation
*Mail Shape Letters, Nonautomation Letters, Card, Automation Flats, Nonautomation Flats,

and Parcels.

Priority Mail check
box

Indicates a Priority Mail content if checked.

Total Pieces

The total number of pieces that the content consists of.

Total Weight(oz)

The total weight of the content in ounces.

eVS Indicator

Indicates an eVS content if checked.

# of Hampers
Containing 1’ Letter
Trays

The total number of Hampers containing 1’ Letter Trays for this specific content.

# of Hampers
Containing 2’ Letter
Trays

The total number of Hampers containing 2’ Letter Trays for this specific content.

# of Hampers
Containing EMM
Letter Trays

The total number of Hampers containing EMM Letter Trays for this specific
content.

# of Hampers
Containing Flat Trays

The total number of Hampers containing Flat Trays for this specific content.

# of Hampers
Containing Parcels

The total number of Hampers containing Parcels for this specific content.

# of Hampers
Containing Sacks

The total number of Hampers containing Sacks for this specific content.

# of APC/ERMCs
Containing 1’ Letter
Trays

The total number of APC/ERMCs containing 1’ Letter Trays for this specific
content.

# of APC/ERMCs
Containing 2’ Letter
Trays

The total number of APC/ERMCs containing 2’ Letter Trays for this specific
content.

# of APC/ERMCs . . -

Containing EMM The total number of APC/ERMCs containing EMM Letter Trays for this specific
content.

Letter Trays

# of APC/ERMCs

Containing Flat Trays

The total number of APC/ERMCs containing Flat Trays for this specific content.

# of APC/ERMCs
Containing Parcels

The total number of APC/ERMCs containting Parcels for this specific content.

# of APC/ERMCs
Containing Sacks

The total number of APC/ERMCs containting Sacks for this specific content.
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# of Wire Containers
Containing 1’ Letter
Trays

The total number of Wire Containers containing 1’ Letter Trays for this specific
content.

# of Wire Containers
Containing 2’ Letter
Trays

The total number of Wire Containers containing 2’ Letter Trays for this specific
content.

# of Wire Containers
Containing EMM
Letter Trays

The total number of Wire Containers containing EMM Letter Trays for this specific
content.

# of Wire Containers
Containing Flat Trays

The total number of Wire Containers containing Flat Trays for this specific
content.

# of Wire Containers
Containing Parcels

The total number of Wire Containers containing Parcels for this specific content.

# of Wire Containers
Containing Sacks

The total number of Wire Containers containing Sacks for this specific content

# of Pallets
Containing 1’ Letter
Trays

The total number of Pallets containing 1’ Letter Trays for this specific content.

# of Pallets
Containing 2’ Letter
Trays

The total number of Pallets containing 2’ Letter Trays for this specific content.

# of Pallets
Containing EMM
Letter Trays

The total number of Pallets containing EMM Letter Trays for this specific content.

# of Pallets
Containing Flat Trays

The total number of Pallets containing Flat Trays for this specific content.

# of Pallets
Containing Parcels

The total number of Pallets containing Parcels for this specific content.

# of Pallets
Containing Sacks

The total number of Pallets containing Sacks for this specific content.

# of Bedloads
Containing 1’ Letter
Trays

The total number of Bedloads containing 1’ Letter Trays for this specific content.

# of Bedloads
Containing 2’ Letter
Trays

The total number of Bedloads containing 2’ Letter Trays for this specific content.

# of Bedloads
Containing EMM
Letter Trays

The total number of Bedloads containing EMM Letter Trays for this specific
content.

# of Bedloads
Containing Flat Trays

The total number of Bedload containing Flat Trays for this specific content.
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# of Bedloads

g, The total number of Bedloads containing Parcels for this specific content.
Containing Parcels

# of Bedloads

containing Containing | The total number of Bedloads containing Sacks for this specific content.
Sacks

Cancels the appointment management process and directs the user to the JIT

Cancel button Recurring Appointment page.

Clear Contents Clears the data fields of all the contents in the recurring appointment where the
button Clear Content check box has been selected.

Saves all associated contents to the recurring appointment and updates the

Submit button recurring appointment in the system once all business rules are validated.
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Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Please Mote: A content describes the mail associated to a mailing or segment of a mailing to be presented to
the postal service at one specific time.

Amailing is a group of pieces within the same class of mail and the same precessing category that may be
sorted together andfor presented under a single minimum volume mailing required under the applicable
standards

Selected Criteria

Scheduler ID: 999999299351
Scheduler Name: Mailer 2
USPS Origin Entry Facility: NEW YORK
NASS Code: 100
Appointment Date Range: 04/23/2008 to 04/23/2999
Appointment Time: 16:00
Mail Class(es): First-Class

To add content infarmation, input the number of contents to add and click “Manage Content.

Update Humber of Contents:
First-Class Standard Package Services Periodicals

| Manage Comtent |
Content #1 [ ciear Content
Iail Class: First-Class
Mail Preparer 0  View All
Content Name: | | Commentz
lail Shape: | — Select One — v Priority Mail: D
Total Pieces: |0 | Total Weight{oz) |U |

VS Indicator: [

# of Hampers Containing:
ﬁ ! 1" Letter Trays:
Flat Trays:
#of A
. ﬁ 1" Letter Tray=:
Flat Trays:
Wire Containers Containing:

1" Letter Trays:
Flat Trays:

# of Palistz Containing:

1" Letter Traye:
2 Flat Trays:

# of Bedloads Containing:

Z Letter Trays l:l EMM Letter Trays:

Parcelz

r
o
Q
il

2 Letter Trays EMM Letter Trays

w0
m
@
0

Parcels

Z' Lefter Trays EMM Letter Trays:

Parcels

2 Letter Trays EMN Letter Traye:

I
o
o
i

Parcels

1" Letter Trays: Z Letter Trays EMM Letter Trays:

"0 oD oh o
W ohoh o
o0 a0 ob oh o

r
o
2
il

Flat Trays: Parcelz

(<Back | | <Cancel ) (_ Clear Contents Submit >

To edit or update the content level information, CLICK in any of the previously described
fields and ENTER the new content information. Once all updates or edits have been made,
CLICK the Submit button to save the new information to the content. The user will then be
directed to the JIT Recurring Appointment Confirmation page.

\biy

QD
)\
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Adding Additional Contents

A user may add additional contents to the recurring appointment by accessing the Add/Edit Content
Information page from the Manage Existing JIT Recurring Appointment page. JIT Recurring Appointment
Shells can also be managed through the Add/Edit Recurring Content Information page.

\\\ To access the Add/Edit Content Information page, the user CLICKS the Manage Content
= button in the Recurring Appointment Contents section of the Manage Existing JIT Recurring
- # Appointment page. The user then ENTERS the total number in the Origin Entry field.

The user follows the same process as described in section 8.1.2 — Adding JIT Recurring
Content Information to add content information for the recurring appointment.

Cancelling a Content from a JIT Recurring Appointment
From the Add/Edit Content Information page, a user may cancel the content from the associated

appointment.

for the appropriate content followed by the Clear Content button on the Add/Edit Content
Information page. The JIT Recurring Appointment Confirmation page is then displayed.

D To cancel a content from a JIT Recurring appointment, CLICK the Clear Content check box
e &)

________________________________________________________________________________________

)
— Note:

—_— All recurring appointments must have at least one content. Therefore, the last content
g of a recurring appointment cannot be cancelled.

Cancelling a JIT Recurring Appointment

The following section details the process for cancelling a JIT Recurring appointment in FAST Origin Entry.
Cancelling a recurring appointment also cancels all contents that are associated to the appointment.
However, cancelling a recurring appointment does not cancel any appointment instances that have been
created within the next 14 days. The user needs to cancel each appointment instance individually to

cancel those instances.

If the user is cancelling the JIT Recurring appointment or the appointment instances, he/she will be
required to select a cancellation reason. If the cancellation reason is USPS cancellation, the user must
provide comments in the Comments text box.

\\\ A user begins to cancel an appointment from the Manage Existing JIT Recurring Appointment

= page by CLICKING the Cancel Recurring Appointment button. The Confirm Cancel JIT

- Recurring Appointment page displays, which lists important recurring appointment
information.
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The fields and buttons on the Confirm Cancel JIT Recurring Appointment page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Sequence Number

The ID associated to the master recurring appointment record.

Customer
Registration ID

The ID associated to the appointment’s Mailer

Scheduler ID

The ID associated to the recurring appointment’s Scheduler.

Scheduler Name

The name of the recurring appointment’s Scheduler.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

USPS Facility Name

The name of the Origin Entry Facility at which the appointment is scheduled.

Date Range

The start and end dates of the recurring appointment sequence.

Appointment Time

The appointment time of the recurring appointment.

Mail Class

The Mail Class of the recurring appointment.

Frequency

The scheduled day(s) of the week the recurring appointment will occur.

Content ID(s)

The Content ID(s) associated to the recurring appointment.

Drop-down box listing cancellation reasons to select from: Delivery Appointment
Cancelled per request of consignee, Product combined into another existing

Cancellation appointment, Major change in expected delivery window, Product not available,
Reasons - . .
Appointment made in error — human error, USPS Cancellation, or
Holiday/Contingency.
Comments Additional comments regarding the recurring appointment cancellation.
Directs the user to the Manage Existing JIT Recurring Appointment page for the
No button ; . .
recurring appointment and does not cancel it.
Submits the cancellation of the recurring appointment and directs the user to the
Yes button . . . ;
Cancel JIT Recurring Appointment Confirmation page.
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Facility Access and Shipment Tracking (FAST)

Confirm Cancel JIT Recurring Appointment

Are you sure you would like to cancel the following recurring appointment? Please note that
cancelling a recurring appointment will also cancel its associated content.

Sequence Number: 90097
Customer Registration
ID: 4433047

Scheduler ID: 999999999980
Scheduler Name: Mailer 1
NASS Code: 100
USPS Facility Name: NEW YORK
Date Range: 10/10/2009 to 09/25/2999
Appointment Time: 13:00
Mail Class(es): First-Class
Frequency: Sunday, Friday
Content ID(s): 100000104

Cancellation Reasons: _. Sgject One - v

Comments:

To cancel the recurring appointment, CLICK the Yes button. The Cancel JIT Recurring
Appointment Confirmation page then displays, showing appointment information.

The fields and buttons on the Cancel JIT Recurring Appointment Confirmation page are
described below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description
Sequence Number The ID associated to the master recurring appointment record.
Status The current Status of the recurring appointment.

USPS Origin Facility | The name of the Origin Entry Facility at which the recurring appointment is
Name scheduled.

NASS Code The NASS Code for the Origin Entry Facility associated with the appointment.

Customer

Registration ID The ID associated to the appointment’s Mailer

Scheduler ID The ID associated to the recurring appointment’s Scheduler.
Scheduler Name The name of the recurring appointment’s Scheduler.
Frequency The scheduled day(s) of the week of the recurring appointment.
Mail Class The Mail Class of the recurring appointment.
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Return to Home

button Displays the JIT Recurring Appointment Information page.

Facility Access and Shipment Tracking (FAST)

Cancel JIT Recurring Appointment Confirmation

Your recurring appointment has been cancelled. Below is a summary of the appointment
information for your records.

Sequence Number: 90097
Status: Cancelled
USPS Origin Facility
Name:
NASS Code: 100
Customer Registration

ID:

Scheduler ID: 999999999980

Scheduler Name: Mailer 1

NEW YORK

4433047

Frequency: Sunday, Friday
Mail Class(es). First-Class

< Return to Home

8.2.3 JIT Recuiring Appointment Instance Management

A user may update and cancel a single appointment instance of a recurring appointment. However, a
scheduler must submit a new recurring appointment request if the appointment or content information for
an entire recurring appointment series needs to be changed.

A user may manage a recurring appointment instance through the JIT One-Time area in FAST. A user
follows the same process as described in section 7.3— Manage an Existing JIT One-Time Appointment to
update appointment and content information, add additional contents to an appointment instance, cancel
a content from an appointment instance and cancel the appointment instance.

) .
,— N0te. _pe - . - . .
e A user may change the facility of an instance in JIT recurring appointment series.
—

___________________________________________________________________________________________

In addition to the Recurring Sequence Number, which is used as the appointment number on the PS
Form 8017, a unique ID number is created for each appointment instance in the recurring appointment
series. This unigue ID number will be used as the appointment ID when searching for the single
appointment instance of the recurring appointment series. A user searches for the appointment instance
using the unique ID number through the search for an appointment by the appointment ID process
described in section 7.3 — Manage an Existing JIT One-Time Appointment Management. The unique ID
number is derived from the Recurring Sequence Number associated to the recurring appointment
series.
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The format of the unique ID number is defined as:
JIT Recurring Sequence Number + R + Date (mmdd)

The unique ID number distinguishes an appointment instance on one day from an instance on another
day in the recurring series.

For example, a user needs to update information for an appointment that is scheduled to arrive on
November 20". The Recurring Sequence Number for the JIT recurring appointment series is 10302.
The unique ID number for that appointment instance would be 10302R1120, based on the defined format
above. However, if the user needed to update the information for the appointment scheduled for
November 25" in the same recurring series, the user would search for an appointment by the
appointment ID of 10302R1125.

8.3 Create a JIT Recurting Appointment Shell

The Create New JIT Recurring Appointment module allows the user to create a JIT Recurring
Appointment Shell (JIT Recurring Appointment with no associated contents). Contents can be added by
the Scheduler or Mail Owner/Mail Preparer at a later time.

This section includes:
8.3.1 Creating a JIT Recurring Appointment Shell
8.3.2 Confirming a JIT Recurring Appointment Shell

8.3.1 Creatiing a JIT Recurring Appointment Shell

A JIT Recurring Appointment shell is created through the Create New JIT Recurring Appointment module.
This module consists of the different actions a user may perform to create a new JIT Recurring
Appointment Shell in FAST.

Creating a new JIT Recurring Appointment Shell requires the user to follow the same steps as creating a
new JIT Recurring Appointment in FAST except for entering content information. A user must first specify
the Origin Entry Facility, Mail Class, Customer Registration ID, Date Range, Appointment Time and
Frequency of the appointment. Once the user has completed entering the appointment information, the
user is directed to the Add/Edit Content Information page. A JIT Recurring Appointment Shell is created
when the user selects the Submit button on the Add/Edit Content Information page without entering any
content information.

The fields and buttons on the Add/Edit Content Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Update Number of Field where the user may specify the number of contents requested.

Contents

Manage Content Refreshes the Add/Edit Content Information page and displays a content form for
button each content requested.

Back button Directs the user to the Create New JIT Recurring Appointment page.
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Submit button

Creates an Appointment Shell and redirects the user to the JIT Recurring
Appointment Confirmation page.

The Add/Edit Content Information page is displayed on the following page.

a UNITED STATES
POSTAL SERVICE»

Homs | Sign Ot

Facility A and Shipment Trackin T

Facility Access and Shipment Tracking (FAST)

Add/Edit Content Information

Please Note: A content describes the mail associated to a mailing or segment of a mailing to be presentedto
the postal service at one spedfic time.

A mailing is a group of pieces within the same class of mail and the same processing category that may be
sorted together and/or presented under a single minimum volume mailing required under the applicable

standards

Selected Criteria

Scheduler ID: 299999999980
Scheduler Name: Mailer *
Customer Registration ID: 4433047
USPS Origin Entry Facility: SPRINGFIELD BMC
NASS Code: 012
Appointment Date Range: 03/02/2010 to 03/02/2999
Appointment Time: 13.00
Mail Class(es): First-Class

To add content information, input the number of contents 1o add and click "Manage Content”,
Click the ‘Submit' button to bypass content creation and create an appointment shell.

Update Number of Contents:
First-Class Standard Package Services Periodicals
c n ~ "
Manage Content

<Back | | <Cancel Subenit >

Site Mag Cugtomer Setvice Forma Sov't Services Cargeny Privacy Policy Terms of Use uoess Customer Gatewy
. Postal inspectors 2= Inspector Genenal

Copyright® 2008 USPS, All Rights Reserved  No FEAR AGEEO Data  EOIA ‘. Preserving the Trust 7 Promoting Integriy

8.3.2 Confirming a New JIT Recurring Appointment Shell

After a user enters the JIT Recurring appointment shell information, the JIT Recurring Appointment

Confirmation page displays.

A note informing the user that no contents have been associated to the JIT

recurring appointment is displayed.
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The fields and buttons on the JIT Recurring Appointment Confirmation page are described
below. A snapshot of the page is displayed after the field description.

Displays to warn the user that an appointment shell has been created:

“Note: There are no contents associated to your recurring appointment. Instances of
your recurring appointment will not be generated until contents are associated.”

Entry Facility
Name

Sequence Displays the Sequence Number for the master recurring appointment record and is a
Number hyperlink to the Manage Existing JIT Recurring Appointment page.

Status The current Status of the recurring appointment.

USPS Origin

The name of the Origin Entry Facility at which the recurring appointment is scheduled.

NASS Code

The NASS Code for the Origin Entry Facility associated with the appointment.

Customer
Registration ID

ID associated with the recurring appointment’s Mailer.

Scheduler . . ,
Name Name of the recurring appointment’s Scheduler.
Frequency The specified frequency of the recurring appointment.

Mail Class(es)

Mail Class(es) associated with the recurring appointment.

Total Pallets The total number of Pallets in the recurring appointment.
g?éiLRO”mg The total number of Rolling Stock in the recurring appointment.

Total Bedload

The total number of Bedload units in the recurring appointment.

Return to
Home button

Directs the user to the JIT Recurring Appointment Information page.

The JIT Recurring Appointment Confirmation page is displayed on the following page.
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POSTAL SERVICE:

UNITED STATES

POSTAL SERVICE « Home | Sign Oul
Eacility Access and Shipment Tracking (FAST

Appointments

Recurring Appointments
Facilities

Profiles

Reports

Resources

Origin Entry

e Time

Customer / Supplier

Agreements
TEM

Sie Mac —
Sae Mag %5 Le.

Facility Access and Shipment Tracking (FAST)

JIT Recurring Appointment Confirmation

Your recurring appointment has been successfully created, Below is 3 summary of the
appointment information for your records. To edit this recurring appointment, click the
Sequence Number ID link to access the Recurring Appointment Management page

Note: There are no contents associated to your recurring appointment. instances of your
recurring appeointment will not be generated until contents are assocated

Sequence Number:
Status:

USPS Origin Entry Facility:
NASS Code:

Scheduler ID:

Scheduler Name:
Customer Registration ID:
Frequency:

Mail Class(es):

Total Pallets:

Total Rolling Stock:

Total Bedioad:

< Return to Home

20222

Open

SPRINGFIELD BMC

012

999999999930

Mailer

4433047

Monday, Tuesday, Wednesday

First-Class
0
0
0

R30.0v1.0



UNITED STATES
7 POSTAL SERVICE: FAST User Guide Customer Origin Entry

This page has been intentionally left blank.

R30.0v1.0 Page 150



UNITED STATES
7 POSTAL SERVICE: FAST User Guide Customer Origin Entry

9.0 Manage Closeout Information

Customer users have the ability to view closeout information through the Origin Entry Manage Closeout
Information page or the JIT One-Time Appointment Information page (described in section 7.2.2 — JIT
One-Time Appointment Information). The Manage Closeout Information page is shared with FAST (for
destination entry), therefore, it is also accessible via the Manage Closeout Information navigation link or
Go> button on the Appointments Landing page.

The Manage Closeout Information module includes:

9.1 PS Form 8017 (Expedited Plant Load Shipment Clearance) — Describes the different sections of
PS Form 8017.

9.2 Manage Closeout Information — Describes how the user may view closeout information for a JIT
One-Time appointment or an instance of a JIT Recurring appointment.

9.1 PS Form 8017 (Expedited Plant-Load Shipment Clearance)

The PS Form 8017 contains the expected unload and appointment information of the scheduled Origin
Entry appointment. When the appointment arrives at the Origin Entry Facility, the dock floor personnel
may record the arrival time and any content discrepancies found between what content was scheduled to
arrive and what content actually arrived. A user may also indicate any load condition irregularities.

The PS Form 8017 is divided into three main sections:

1. Mailer Information section — contains the scheduled appointment information.

2. Origin Post Office section — contains more detailed appointment information that is verified by the
originating Post Office.

3. Destination Post Office section — contains the actual arrival site, time, and any discrepancies or
irregularities of the appointment.
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Mailer Information Section

The Mailer Information section of the PS Form 8017 is filled out by the Mail Owner, Mail Preparer, or
Appointment Scheduler and contains information such as the Appointment Number, Mailer Contact
Information, Mail Class, Mail Shape, Appointment Type Contents, and FAST Scheduler ID.

The PS Form 8017 is displayed below with the Mailer Information section highlighted.

United States Postal Service
_Expedited Plant-Load Shipment Clearance

See Instructions on Reverse

1. Mailer's Name

2. Mailer's Contact Name

3. Mailer's Contact Telephone

4. Origin Plant Location (City, State, ZiP+4)

5. Total Gross Weight of Shipment

6. Class of Mail 7. Product or Publication Titles 8. Type of Mail Processing Category (Check all that apply)
First-Class®/Priority Mail or Names
2 ; v O Letters O Automation Compatible OJ Irregular Parcels
O Package Services
§ |0 Periodicals
B . O Flats O Machinable Parcels O Nonmachinable Parcels
E O standard Mail
=4
O [2. Number of Containers by Type
% Paliets and Pallet Boxes: Non-Paletized Containers:
)
s with pkgs. or bundles ______with sacks bundies _ sacks
= with trays ____ with parcels trays s parcels

other (describe):

10. Comments

11. Appointment Number

12. FAST Scheduler ID

Origin Post Office (Where verified)

13. Origin Post Office (City, State, and ZIP+4)

14. Verified at

[0 DMU (Mailer's plant) [] BMEU or Post Office

19a. Name of USPS Employee
Verifying Mail

19b. Employee's Telephone

20. Signature of Verifying

15. Permit Number

16. Postage Payment Method
(Except for Periodicals)
O Permit O ped [0 Meter

Employ

17. Total Pieces

21a. Contact's Name (If other than
verifying employee)

18. Total Weight of Mailing

21b. Contact's Telephone

22. Date (Round) Stamp

23. Comments

Destination Post Office

24. Destination Office (City, state, ZiP+4. if mail will be entered at a BMC

facility, write "BMC" as well)

25a. USPS Receiving Employee's Name

25b. USPS Receiving Employee’s Signalire

31. Comments

26. Date of Arrival

27. Time of Arrival

28. Date of Departure

29. Time of Departure

30. Load Condition Irregularities (Check all that apply)

O Pallets Too Tall (T)
O Broken Pallets (B)

[ Load Unsafe (U)
O Overweight Pallets (O)

O Packages on BMC Pallets Not Machinable (M)

O Separations Do Not Match 8017s (P) [0 Courtesy Pallets (I)
O Container Counts Do Not Match 8017s (P)

O Other (Describe in "Comments” section 30.)

32. Scan the barcode upon reciept

PS Form 8017, July 2008 (Page 1 of 2)

This form on Intranet at blue.usps.com
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Origin Post Office Section

The Origin Post Office section is filled out by the originating USPS personnel to indicate that the shipment

has been verified. This section contains the appointment specific information, including the postage
payment method, total pieces of mail, and total weight of the mailing.

The PS Form 8017 is displayed below with the Origin Post Office section highlighted.

United States Postal Service
Expedited Plant-Load Shipment Clearance

See Instructions on Reverse

Mailer Information

1. Mailer's Name

2. Mailer's Contact Name

3. Mailer's Contact Telephone

4. Origin Plant Location (City, State, ZiP+4)

5. Total Gross Weight of Shipment

6. Class of Mail

O First-Class®/Priority Mail
O Package Services

O Periodicals

O standard Mail

7. Product or Publication Titles
or Names

8_Type of Mail Processing Category (Check all that apply)

O Letters

O Flats

O Machinable Parcels

O Automation Compatible OJ Irregular Parcels

O Nonmachinable Parcels

9. Number of Containers by Type
Paliets and Pallet Boxes:

with pkgs. or bundles
with trays

______with sacks
____ with parcels

Non-Palletized Containers:

bundles

trays

sacks
parcels
other (describe):

10. Comments

11. Appointment Number

12. FAST Scheduler ID

Origin Post Office (Where verified)

13. Origin Post Office (City, State, and ZIP+4)

14. Verified at

[0 DMU (Mailer's plant) [] BMEU or Post Office

19a. Name of USPS Employee
Verifying Mail

19b. Employee's Telephone

20. Signature of Verifying

15. Permit Number

16. Postage Payment Method
(Except for Periodicals)
O Permit O ped [0 Meter

Employ

17. Total Pieces

21a. Contact's Name (If other than
verifying employee)

18. Total Weight of Mailing

21b. Contact's Telephone

22. Date (Round) Stamp

23. Comments

Destination Post Office

facility, write "BMC" as well)

"[24. Destination Office (City, state, ZIP+4. If mail will be entered at a BMC |

25a. USPS Receiving Employee's Name

25b. USPS Receiving Employee’s Signalire

'31. Comments

26. Date of Arrival

27. Time of Arrival

28. Date of Departure

29. Time of Departure

30. Load Condition Irregularities (Check all that apply)

O Pallets Too Tall (T)
O Broken Pallets (B)

[ Load Unsafe (U)
O Overweight Pallets (O)

O Packages on BMC Pallets Not Machinable (M)

O Separations Do Not Match 8017s (P) [0 Courtesy Pallets (I)
O Container Counts Do Not Match 8017s (P)

O Other (Describe in "Comments” section 30.)

32. Scan the barcode upon reciept

PS Form 8017, July 2008 (Page 1 of 2)

This form on Intranet at blue.usps.com
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Destination Post Office Section

The Destination Post Office section is filled out by the USPS employee receiving the shipment to record
the appointment arrival date and time, destination Facility information, load condition irregularities, and
any content discrepancies. Content discrepancies are recorded in the Comments box in this section.

The PS Form 8017 is displayed below with the Destination Post Office section highlighted.

United States Postal Service
Expedited Plant-Load Shipment Clearance

See Instructions on Reverse

1. Mailer's Name

2. Mailer's Contact Name

3. Mailer's Contact Telephone

4. Origin Plant Location (City, State, ZiP+4)

5. Total Gross Weight of Shipment

6. Class of Mail
(m] F|rst—CIass®/Prion‘ty Mail
O Package Services

7. Product or Publication Titles
or Names

8_Type of Mail Processing Category (Check all that apply)

O Letters

O Flats

O Machinable Parcels

0O Automation Compatible I Irregular Parcels

O Nonmachinable Parcels

E O Periodicals

E 0O Standard Mail

=4

O [2. Number of Containers by Type

= Paliets and Pallet Boxes:

=

)

s with pkgs. or bundles ______with sacks
= with trays _______with parcels

Non-Palletized Containers:

bundies

trays

sacks
parcels
other (describe)

10. Comments

11. Appointment Number

12. FAST Scheduler ID

13. Origin Post Office (City, State, and ZIP+4)

14. Verified at
[0 DMU (Mailer's plant) [] BMEU or Post Office

15. Permit Number 16. Postage Payment Method

(Except for Periodicals)

19a. Name of USPS Employee
Verifying Mail

19b. Employee's Telephone

20. Signature of Verifying
Employee

O Permit O ped [0 Meter

17. Total Pieces

21a. Contact's Name (If other than
verifying employee)

18. Total Weight of Mailing

21b. Contact's Telephone

22. Date (Round) Stamp

23. Comments

Origin Post Office (Where verified)

24. Destination Office (City, state, ZiP+4. If mail vill be entered at a BMC
facility, write "BMC" as well)

25a. USPS Receiving Employee's Name 25b. USPS Receiving Employee's Signature

31. Comments

26. Date of Arrival 27. Time of Arrival

28. Date of Departure 29. Time of Departure

Destination Post Office

30. Load Condition Irregularities (Check all that apply)

O Pallets Too Tall (T) O Load Unsafe (U)

O Broken Pallets (B) O Overweight Pallets (O)
O Packages on BMC Pallets Not Machinable (M)

O Separations Do Not Match 8017s (P) [0 Courtesy Pallets (I)

O Container Counts Do Not Match 8017s (P)

O Other (Describe in "Comments” section 30.)

32. Scan the barcode upon reciept

PS Form 8017, July 2008 (Page 1 of 2)

This form on Intranet at blue.usps.com

\

Li/,

Z

The PS Form 8017 may be downloaded in .PDF format through the United States Postal
Service (USPS) intranet. The URL for the USPS intranet is http://blue.usps.gov/. Under the
Essential Links left navigation menu, CLICK Forms to display the Welcome to Forms
Management, Policies & Procedures Information page. Under the Browse Forms left
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navigation menu, CLICK 8000 — 8999, and the Postal Forms 8000 — 8999 page is displayed.
The PS Form 8017 Expedited Plant-Load Shipment Record form may then be opened and
downloaded in PDF format. This process is also discussed in module 10.0 — Resources.

9.2 Manage Closeout Information

The Manage Closeout Information section covers how to view One-Time or Recurring appointment
closeout information. From the Manage Closeout Information page, the user has the option to search by
Appointment ID, Customer Registration ID, Scheduler ID, Area, District, or Facility. The Manage Closeout
Information page will refresh depending on the search option selected.

This section includes:

9.2.1 Search by Appointment ID

9.2.2 Search by Customer Registration ID
9.2.3 Search by Area

9.2.4 Search by District

9.2.5 Search by Facility

9.2.6 View Closeout Information

The user begins the process from the FAST Origin Entry Landing page by clicking on the Go> button
associated with Manage Closeout Information. The user then clicks the Go> button for Manage
Closeout Information to display the Manage Closeout Information page.

The fields and buttons on the Manage Closeout Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment ID, Customer

*
Search by Registration ID, Scheduler ID, Area, District, or Facility.

Refreshes the page and displays additional fields depending on which search

Submit button .
option was requested.

Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria

Flease selectthe search method and enter the required appointrment information.
Then click Search to locate the appointment.( * Requirsd Fizlds )

* Bearch by:| - Select One — ~ | | Submit >
—SelectOne —

Appointment ID
Customer Registration ID
Scheduler D

Area

District

Facility

9.2.1 Search by Appointment ID
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When searching by Appointment ID, the user must select the “Appointment ID” option from the Search by
drop-down box and click the Submit button to display the Appointment ID search area. The user may
then enter one or more Appointment IDs and click the Search button to display a list of appointments for
which the user may manage closeout information.

The fields and buttons on the Manage Closeout Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment ID, Customer

*
Search by Registration ID, Scheduler ID, Area, District, or Facility.

Refreshes the page and displays further inputs depending on which search option

Submit button .
is requested.

Appointment ID Ten fields to enter up to ten Appointment IDs.

Cancel button Directs the user to the Appointments Landing page.

Displays a table with all appointments associated with the entered Appointment

Search button ID(s).

Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria

Flease selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Requirsd Fislds )

*Search by:| Appointment ID | | _Submit >
Appointment 1D: Appointment ID:
Appointment 1D: Appointment ID:
Appointment 1D: Appointment ID:
Appointment 1D: Appointment ID:
Appointment 1D: Appointment ID:
Cancel Search >

Search by Appointment ID

N
= Perform the following steps on the Manage Closeout Information page to search by
@’ Appointment ID:
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1. SELECT “Appointment ID” in the Search by drop-down box.

2. CLICK the Submit button to refresh the page and display the Appointment ID search

area.

3. ENTER one or more Appointment IDs in the Appointment ID fields.

4. CLICK the Search button to display a table with all appointments associated with the
entered Appointment ID(s).

9.2.2 Search by Customer Registration ID

When searching by Customer Registration ID, the user must select the “Customer Registration ID” option
from the Search by drop-down box and click the Submit button to display the Customer Registration ID
search area. The user may then enter the required search criteria and click the Search button to display a
list of appointments for which the user may manage closeout information.

o The fields and buttons on the Manage Closeout Information page are described below. A
'/ screenshot of the page is displayed after the field descriptions.

Field/Button

Description

*Search by

Drop-down box listing what the user may search by: Appointment ID, Customer
Registration ID, Scheduler ID, Area, District, or Facility.

Submit button

Refreshes the page and displays further inputs depending on which search
option is requested.

*Customer
Registration ID

Drop-down box listing the Customer Registration IDs from which the user may
choose.

*Select Date Range

Field in which the user may enter a date in MM/DD/YYYY format.

*To

Field in which the user may enter a date in MM/DD/YYYY format.

State

Drop-down box listing all State options. Only States with Postal Facilities that are
Origin Entry active and show in FDB will be returned.

View Cities button

Retrieves Cities within the selected State and populates the City drop-down box.
Only Cities with Postal Facilities that show in FDB will be returned.

City

Drop-down box listing all Cities within the selected State with Postal Facilities
that are Origin Entry active and show in FDB.

Search button (City)

Retrieves the Facilities associated to the City and State and populates them in
the Facility drop-down box.

NASS Code

Field to input the three to five character NASS Code of the requested Facility.
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Search button (NASS | Retrieves the Facility associated to the NASS Code and populates it in the

Code) Facility drop-down box.

-
Facility NASS Code search criteria.

Drop-down box containing Facilities associated with the selected City/State or

*Entry Type check
boxes Origin Entry.

Allows the user to select which Entry Type to search by: Destination entry or

*Mail Class check

Allows the user to select which Mail Class to search by: All (checked by default),

boxes First-Class, Standard, Package Services, and Periodicals.

Cancel button

Directs the user to the Appointments Landing page.

Search button N
criteria.

Displays a table with all appointments associated with the selected search

Manage Closeout Information

Choose Search Criteria

* Search by:| Customer Registration ID

* Customer

Registration 1D: ~ Select One -

* Select Date
Range:

State: | MA w | [ View Cities >
City: | SPRINGFIELD 1w | [ Search >
* Facility: | 012 - SPRINGFIELD BMC A

* Entry Type:
[ orop ship
Origin Entry

* Mail Class:
A
[IFirst-Class
[ standard
DPackage Senices
O Periodicals

Cancel

Facility Access and Shipment Tracking (FAST)

Flease selectthe search methoed and enter the required appeointment information
Then click Search to locate the appointment.( * Reguirsd Fizlds )

04/10/2009 |8 To: [04/10/2009 |ER

MASS Code: |01z Search >

Search >

Search by Customer Registration ID
\
N

Customer Registration ID:

By Perform the following steps on the Manage Closeout Information page to search by
- @ G

1. SELECT “Customer Registration ID” in the Search by drop-down box.
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2.

3.

© ® N ©

CLICK the Submit button to refresh the page and display the Customer Registration 1D
search area.

SELECT a Mailer from the Customer Registration ID drop-down box.
ENTER a Date Range in the Select Date Range fields.

SEARCH for a Facility by one of the following two ways:
To search for a Facility by State and City:

a. SELECT a State from the State drop-down box.
b. CLICK the View Cities button.
c. SELECT a City from the City drop-down box.

d. CLICK the Search button, populating the Facility drop-down box.
To search for a Facility by NASS Code:

a. ENTER a valid three to five character NASS Code in the NASS Code field.
b. CLICK the Search button, populating the Facility drop-down box.
SELECT a Facility from the Facility drop-down box.
SELECT Entry Type(s) by CLICKING on the appropriate Entry Type check boxes.
SELECT Mail Class(es) by CLICKING on the appropriate Mail Class check boxes.

CLICK the Search button to display a table with all appointments associated with the
entered search criteria.

9.2.3 Search by Area

When searching by Area, the user must select the “Area” option from the Search by drop-down box and
click the Submit button to display the Area search area. The user may then enter the required search
criteria and click the Search button to display a list of appointments for which the user may manage
closeout information.

The fields and buttons on the Manage Closeout Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

*Search by

Drop-down box listing what the user may search by: Appointment ID, Customer
Registration ID, Scheduler ID, Area, District, or Facility.

Submit button

Refreshes the page and displays further inputs depending on which search option
is requested.

*Area ID

Drop-down box listing the Area IDs by which the user may search.

Customer

Registration ID

Drop-down box listing the Mailer by which the user may search.

*Select Date Range Field in which the user may enter a date in MM/DD/YYYY format.

*To

Field in which the user may enter a date in MM/DD/YYYY format.
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*Status check boxes

Allows the user to select which Statuses to search by: All (checked by default),
Open, Closed, Cancelled, Unscheduled Arrival, No Show, and Rejected.

Cancel button

Directs the user to the Appointments Landing page.

Search button

criteria.

Displays a table with all appointments associated with the selected search

Facility Access and Shipment Tracking (FAST)
Manage Closeout Information

Choose Search Criteria

Please select the search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fields )

* gearch by: Area v (Submit>)
WLCERIBR 4 - Northeast (B v
Customer

Reqgistration ID:

* Select Date
Range: 10/14/2009 [H To: 10/14/2009

Status: [7] Al
[“open
[Flclosed
[Tl cancelled
[Flunscheduled Arrival
[C1No Show
[[IRejected

Cancel ) ( Search > )
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Search by Area

i/ @? Perform the following steps on the Manage Closeout Information page to search by Area:
/

1. SELECT “Area” in the Search by drop-down box.
. CLICK the Submit button to refresh the page and display the Area search area.
. SELECT an Area ID from the Area ID drop-down box.

. ENTER a Date Range in the Select Date Range fields.

2
3
4. SELECT a Mailer from the Customer Registration ID drop-down box, if applicable.
5
6. SELECT one or more Status(es) by CLICKING the Status check boxes.

7

. CLICK the Search button to display a table with all appointments associated with the
entered search criteria.

9.2.4 Search by District

When searching by District, the user must select the “District” option from the Search by drop-down box
and click the Submit button to display the District search area. The user may then enter the required
search criteria and click the Search button to display a list of appointments for which the user may
manage closeout information.

The fields and buttons on the Manage Closeout Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment ID, Customer

*
Search by Registration ID, Scheduler ID, Area, District, or Facility.

Refreshes the page and displays further inputs depending on which search option is

Submit button
requested.

*District ID Drop-down box listing the District IDs by which the user may search.

Customer

Registration ID Drop-down box listing the Mailer by which the user may search.

*Select Date Range Field in which the user may enter a date in MM/DD/YYYY format.

*To Field in which the user may enter a date in MM/DD/YYYY format.

Allows the user to select which Statuses to search by: All (checked by default),

*
Status check boxes Open, Closed, Cancelled, Unscheduled Arrival, No Show, and Rejected.

Cancel button Directs the user to the Appointments Landing page.

Search button Displays a table with all appointments associated with the selected search criteria.
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Manage Closeout Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fields )

* Search by: District v\ S“E"'L
* DistrictID: 018 - Massachusetts v
Customer “c o1 A SO - 4433047 -

Registration ID:

* Select Date =
Range: 10/14/2009 [F To: 10/14/2009 [H
Status: @A”
[“lopen
[CIClosed
[l cancelled
[C]unscheduled Arrival
[C1No Show
[[Rejected
( Calvc}.;( ) Vsdalc'h{

Search by District

N
Ry Perform the following steps on the Manage Closeout Information page to search by
@ 7 District:

. SELECT “District” in the Search by drop-down box.
CLICK the Submit button to refresh the page and display the District search area.

SELECT a District ID from the District ID drop-down box.

SELECT a Mailer from the Customer Registration ID drop-down box, if applicable.

ENTER a Date Range in the Select Date Range fields.

. SELECT one or more Status(es) by CLICKING the Status check boxes.

N o oA W N =

. CLICK the Search button to display a table with all appointments associated with the
entered search criteria.
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9.2.5 Search by Fagility

When searching by Facility, the user must select the “Facility” option from the Search by drop-down box
and click the Submit button to display the Facility search area. The user may then enter the required
search criteria and click the Search button to display a list of appointments for which the user may
manage closeout information.

The fields and buttons on the Manage Closeout Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button

Description

*Search by

Drop-down box listing what the user may search by: Appointment ID, Customer
Registration ID, Scheduler ID, Area, District, or Facility.

Submit button

Refreshes the page and displays further inputs depending on which search option
is requested.

State

Drop-down box listing all State options. Only States with Postal Facilities that are
Origin Entry active and show in FDB will be returned.

View Cities button

Retrieves Cities within the selected State and populates the City drop-down box.
Only Cities with Postal Facilities that show in FDB will be returned.

City

Drop-down box listing all Cities within the selected State with Postal Facilities that
are Origin Entry active and show in FDB.

Search button (City)

Retrieves the Facilities associated to the City and State and populates them in the
Facility drop-down box.

NASS Code

Field to input the three to five character NASS Code of the requested Facility.

Search button (NASS
Code)

Retrieves the Facility associated to the NASS Code and populates it in the
Facility drop-down box.

*Facility

Drop-down box containing Facilities associated with the selected City/State or
NASS Code search criteria.

*Customer
Registration ID

Drop-down box listing the Mailer by which the user may search.

*Select Date Range

Field in which the user may enter a date in MM/DD/YYYY format.

*To

Field in which the user may enter a date in MM/DD/YYYY format.

*Status check boxes

Allows the user to select which Statuses to search by: All (checked by default),
Open, Closed, Cancelled, Unscheduled Arrival, No Show, and Rejected.

Cancel button

Directs the user to the Appointments Landing page.

Search button

Displays a table with all appointments associated with the selected search
criteria.
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Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria

Please selectthe search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fields )

* Search by: Facility - ( Submit>
There are two options to search for a facility.

1. Search for the facility using the "State” and/or "City” field. Select a state and click
“View Cities™. Cities and Facilities within the selected state will be available for
selection in their respective dropdowns. If the city is known, select the city and click
“Search”. Facilities within the selected city will be available for selection in the facility
dropdown.

2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1.

State: MA v (View Cities> ) | NASS Code: Search
City: All Cities v ( Search>
* Facility: 015- CENTRAL MA -
Customer

Reqistration ID:
* Select Date Range: 10/14/2009 [EX To: 10/14/2009

Status: EA”

[Tl open

[TIClosed

[T]cancelled

[Tl unscheduled Arrival

[INo Show

[CIRejected

Cancel “Search >
< e L3
Search by Facility
\\

= Perform the following steps on the Manage Closeout Information page to search by
- 7 Facility:

1. SELECT “Facility” in the Search by drop-down box.
2. CLICK the Submit button to refresh the page and display the Facility search area.
3. SEARCH for a Facility by one of the following two ways:
To search for a Facility by State and City:
a. SELECT a State from the State drop-down box.
b. CLICK the View Cities button.
c. SELECT a City from the City drop-down box.
d. CLICK the Search button, populating the Facility drop-down box.
To search for a Facility by NASS Code:
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a. ENTER a valid three to five character NASS Code in the NASS Code field.
b. CLICK the Search button, populating the Facility drop-down box.
. SELECT a Facility from the Facility drop-down box.
. SELECT a Mailer from the Customer Registration ID drop-down box, if applicable.
ENTER a Date Range in the Select Date Range fields.

SELECT one or more Status(es) by CLICKING the Status check boxes.

©® N o &

. CLICK the Search button to display a table with all appointments associated with the
entered search criteria.

Appointment Summary Table

The Appointment Summary table displays at the bottom of the page upon executing a search on the
Manage Closeout Information page. The Appointment Summary table lists key appointment information
including the current Status of the appointment.

The fields and buttons on the Manage Closeout Information page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description
Appointment Table containing information about the requested appointments.
Summary table
Appointment ID The ID number of a given appointment.
Status The Status of the appointment.
Date The scheduled date of the appointment.
Time The time of the appointment.
Scheduler Name The name of the Scheduler.
Entry Type The Entry Type of the appointment: Origin Entry or Destination Entry.
Mail Class The Mail Class of the appointment.
Area The name of the Area where the Facility resides.
District The name of the District where the Facility resides.
NASS Code The NASS Code for the USPS Facility associated with the appointment.
USPS Facility The name of the Facility at which the appointment is scheduled.

R30.0v1.0 Page 165



UNITED STATES
‘ POSTAL SERVICE

FAST User Guide Customer Origin Entry

Facility Access and Shipment Tracking (FAST)

Manage Closeout Information

Choose Search Criteria

Please select the search method and enter the required appointment information.
Then click Search to locate the appointment.( * Required Fields )

* Search by: Facility v [ Submit> )

There are two options to search for a facility.

1. Search for the facility using the "State” and/or "City” field. Select a state and click
“View Cities”. Cities and Facilities within the selected state will be available for
selection in their respective dropdowns. If the city is known, select the city and click
“Search”. Facilities within the selected city will be available for selection in the facility
dropdown.

2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1.

State:| MA ~ (Viewities > ) | NASS Code: (Search
City: Al Cities + (Search>)
* Facilit: 021-BOSTON *
Customer ~

Registration ID:
* Select Date Range: 10/14/2009 To: 10/14/2009 [R

Status: [7] a1l
[“Jopen
[CIclosed
[7] cancelled
[l Unscheduled Arrival
[INo Show
[[IRejected

( Cancel ) ( Search> )

Appointment Summary

Below is the appointment information you requested. Click the appointment ID link to
access the appointment and content information you would like to view and/or edit.

Status :
CA = Cancelled, CL = Closed, NS = No Show, O = Open, R = Rejected, U = Unscheduled

10 results
Appointment - Scheduler Entry Mail Lo VA
D Status Date Til Mo T Class Area District Co
107223329 o 10/14/2009 00:00 N/A Destination Periodicals Northeast 020- 021
Entry (B) Boston
107224557 o] 10/14/2009 01:00 N/A Destination Standard Northeast 020- 021
Entry (B) Boston
107222927 o] 10/14/2009 03:00 N/A Destination Periodicals Northeast 020 - 021
Entry (B) Boston
107226086 o 10/14/2009 10:00 N/A Destination Standard Northeast 020- 021
Entry (B) Boston
107227806 o} 10/14/2009 13:00 N/A Destination Standard Northeast 020- 021
Entry (B) Boston
107227405 o} 10/14/2009 13:00 N/A Destination Standard Northeast 020- 021
Entry (B) Boston
107223570 o 10/14/2009 14:00 N/A Destination Standard Northeast 020- 021
Entry (B) Boston
107223016 (o] 10/14/2009 16:00 N/A Destination Periodicals Northeast 020- 021
Entry (B) Boston
107223534 (o] 10/14/2009 20:00 N/A Destination Package Northeast 020- 021
Entry Services |(B) Boston
107224558 o} 10/14/2009 21:00 N/A Destination Standard Northeast 020- 021
Entry (B) Boston
10 results
< 1 »

9.2.6 View Closeout Information
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The Appointment Closeout page displays when the user selects an Appointment ID hyperlink from the
Appointment Summary table.

\

Note:
The Appointment ID will not appear as a hyperlink if the user is not
associated to the Scheduler ID that created the appointment.

The fields and buttons on the Appointment Closeout page are described below. A screenshot
of the page is displayed after the field descriptions.

Field/Button

Description

Appointment ID #

The ID number of a given appointment. Select the Appointment ID hyperlink to
view appointment information for the requested Appointment ID.

Current Status

The current Status of the appointment.

Scheduler ID

The ID associated with the appointment’s Scheduler.

Scheduler Name

The name of the Scheduler of the appointment.

Customer
Registration ID

The Customer Registration ID associated with the appointment.

USPS Facility Name

The name of the USPS Facility associated with the appointment.

USPS NASS Code

The NASS Code for the USPS Facility associated with the appointment.

Appointment
Date/Time

The appointment’s scheduled arrival date and time at the USPS Facility.

Surface Visibility
Placard Scans

Indicates if the content was scanned and closed via the Surface Visibility system.

Times Total Pallet
Count

The total pallet count that was entered into TIMES.

*New Status

Drop-down box listing the three Status options the user may choose: Closed,
Open, or Rejected.

Submit button

Refreshes the Appointment Closeout page, displaying different options
depending on the new Status the user selected.

Clear Closeout
Information button

Clears closeout information, if selected. NOTE: This button is only available for
appointments with an “Open” Status.

Arrival Date The arrival date of the appointment.
. ) The arrival time of the appointment.
Arrival Time
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Unload Start Date

The date when the unload began.

Unload Start Time

The time when the unload began.

Unload End Date

The date when the unload was completed.

Unload End Time

The time when the unload was completed.

Vehicle ID

The ID number of the vehicle which transported the mail associated with the
appointment.

Mail Class

The Mail Class(es) of the appointment.

*Appointment Irregulari

ties section

Appointment ID

Appointment ID 15 Appointment ID fields used to list the IDs of appointments
with irregularities.d

* Mail Integrity and
Load Irregularities

Allows the user to select mail integrity and load irregularities including: Altered
Required Field on Form, Broken Pallets, Container Counts Do Not Match
Form, Damaged Mail, Incorrect Appointment Type, Incorrect Class of Mail,
Incorrect Entry Office, Incorrect Processing Category, Load Unsafe, Mailings
are not Separated by Destination, Missing Appointment Number, Missing
Origin Signature and/or Round Stamp, Missing Required Mailer Field on
Form, No Form With Shipment, Other, Pallets Too Tall, Past in Home Date,
Photo Copy of PS Form, Vehicle Size, None.

Resolutions

Textboxes for a Resolution to be entered (when applicable):
1. Destination Contacted Origin
2. Driver Contacted Dispatch Office
3. Driver Reconciled Load
4

Irregularities Could Not Be Resolved on Dock.

*Content Discrepancy

section

Lists the fields to record differences between the content which was scheduled
and the content which actually arrived.

Bedloaded Tray
Count

Field to input the count of Bedloaded Trays which arrived compared to what was
expected.

Bedloaded Parcel
Count

Field to input the count of Bedloaded Parcels which arrived compared to what
was expected.

Bedloaded Sack
Count

Field to input the count of Bedloaded Sacks which arrived compared to what was
expected.

Bedloaded Bundle
Count

Field to input the count of Bedloaded Bundles which arrived compared to what
was expected.

Pallets/Containers
Containing Trays

Field to input the count of Pallets/Containers containing Trays which arrived
compared to what was expected.

Pallets/Containers
Containing Parcels

Field to input the count of Pallets/Containers containing Parcels which arrived
compared to what was expected.
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Pallets/Containers Field to input the count of Pallets/Containers containing Sacks which arrived
Containing Sacks compared to what was expected.

Pallets/Containers Field to input the count of Pallets/Containers containing Bundles which arrived

Containing Bundles compared to what was expected.

Comments Field to input additional comments about the appointment closeout.

Cancels the appointment closeout process and directs the user to the FAST

Cancel button Origin Entry Landing page.

Return to Search Directs the user to the Manage Closeout Information page.

button

,’/ 9 Note: \‘,
| - The user may also access the Appointment Closeout page from the JIT X
E — One-Time Information page by clicking the Closeout button. Refer to |
! —— section 6.2.1 — JIT One-Time Appointment Search for more information. E
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Home | Sian Out

Facility Access and Shipment Tracking (FAST)

Appointments

grmel  Facility Access and Shipment Tracking (FAST)

Appointment Closeout
Wanage Stang-Alone Content

bL= Please enter the following information to close or reject an appointment Once the information
has been entered, click the SUbMIt button 1o close of reject the appointment

Informa
Manage Unscheduled Arrival

ey T Appointment ID # 910551332
ilities

Current Status: Open
Customer Registration ID: 10001215
Scheduler ID: 200240000034
Scheduler Name: ETR TEST
Customer / Supplier

A USPS Facility Name: NEW YORK
TEM USPS NASS Code: 100

Appointment Date/Time: 05/31/2011 17:00
Surface Visibility Placard Scans: No

The New Status drop-down menu below will always defaultta the current status of the
appointment To change the status of the appointment, please select the new status from the
drop-down menu and click the SUbmt button. (* Requires Fields

* New Status: | Open

Arrival Date: Arrival Time:
Unload Start Date: Unload Start Time:
Unioad End Date: Unioad End Time:
Vehicle ID:
Mail Class
Standard First-Class
Package Services Perichable
Periodicals News

“Appointment Irregularities
Hote: If aditional appointments are noted on the USPS form 8017(s), please enter Appoiniment IDs.
Nuliple Appts Asseciated to Load

APPLID: APPLID: Appt.ID:

Appt. ID: Appt. ID: Appt.ID:

Appt. 1D Appt. 1D Appt. ID;

APPLID: APPLID: ApPLID:

APPLID: APPLID: ApPLID:
None

“Mail Integrity and Load lrregularities
Note: Ared asterisk (*) denotes thatthe
imegularity requires a resolution reason

Resolution
Altered Required Field on Form .
Broken Pallets .
Containers Counts Do Not Match Form .
Damaged Wail .
Incorrect Appointment Type
Incorrect Class of Mail .
Incorrect Entry Office .
Incorrect Processing Category .
Load Unsafe .
Mailings Not Separated by Destination .
Missing Appointment Number .
Nissing Origin Signature andior Round Stamp .
Missing Required Wailer Field on Form .
No Form with Shipment .
Other
Pallets Too Tall .
Pastin Home Date
Photo Copy of PS Form .

Vehicle Size
None

1-Destination Contacted Origin

2-Driver Contacted Dispatch Office

3-Driver Reconciled Load

4-Iegularities Could Not be Resolved on Dack

Resolution Code Legend:

“Content Discrepancy
Expected  Actual
Count  Count
Bedloaded Tray Count 0
Bedloaded Parcel Count 0
Bedloaded Sack Count 0
Bedloaded Bundle Count 0
Pallets/Containers Containing Trays: 1
Pallets/Containers Containing Parcels: 0
Pallets/Containers Containing Sacks 0

Pallets/Containers Containing Bundles: 0

Comments

Cancel ) ("<Retw to Search
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10.0 Reports

USPS customers have access to the two reports listed below within the Origin Entry module of FAST.
The Reports module includes:

10.1 Appointment Status Report — Origin Entry — Displays appointments for a designated Origin Entry
Facility or Scheduler by the specific appointment Status type and time period.

10.2 Closeout Data Report — Origin Entry — Allows users to enter One-Time appointment or Recurring
appointment information and view the corresponding appointment closeout information.

10.1 Appointment Status Report - Qrigin Entry

The Appointment Status Report — Origin Entry displays appointments for a designated Origin Entry
Facility by the specific appointment Status type and time period. The user may elect to view a specific
appointment’s Status by entering a specific Appointment ID. To view a group of appointments, the user
must select at least one of the appointment Status options, which include Open, Closed, Cancelled, No
Show, and Rejected, and then search for an Origin Entry Facility.

This section includes:

10.1.1 View the Appointment Status Report — Origin Entry
10.1.2 Access the JIT One-Time Appointment Information Page

10.1.1 View the Appointment Status Report = Origin Entry

The user begins the process from the FAST Origin Entry Landing page by clicking on the Go> button
associated with Reports. The user then clicks on the Go> button for Appointment Status Report —
Origin Entry to display the Appointment Status Report — Origin Entry page. The user must enter an
Appointment ID or select an appointment Status, Date Range, Report View, Origin Entry Facility, and Mail
Class.

The fields and buttons on the Appointment Status Report — Origin Entry page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Appointment ID Field to input the Appointment ID.

Appointment Status Allows the user to select which appointment Statuses to search for: Open,
check boxes Closed, Cancelled, No Show, and Rejected.

Selects the date range to search for the specified appointments. The start date is
*Select Date Range restricted to ninety days prior to the current date. The end date must no greater
than fourteen days in the future.

Customer

Registration ID Drop-down box listing the Mailers.

*Report View Drop-down box that is locked on “By Origin Facility.”

Drop-down box listing all State options. Only States with Postal Facilities that are

State Origin Entry active and show in FDB will be returned.
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View Cities button

Retrieves Cities within the selected State and populates the Cities in the City
drop-down box. Only Cities with Postal Facilities that are Origin Entry active and
show in FDB will be returned.

City

Drop-down box listing all Cities within the selected State with Postal Facilities that
are Origin Entry active and show in FDB.

Search button (City)

Retrieves the Facilities located in the selected State/City and populates the
Origin Entry Facility drop-down box.

NASS Code

Field to input the three to five character NASS Code of the requested Facility.

Search button (NASS
Code)

Retrieves the Facilities associated with the NASS Code and populates the Origin
Entry Facility drop-down box.

*Origin Entry Facility

Drop-down box listing all Facilities associated with the selected State/City or
NASS Code search criteria.

*Mail Class

Allows the user to select which Mail Classes to search by: All (checked by
default), First-Class, Standard, Package Services, and Periodicals.

Cancel button

Directs the user to the Origin Entry Reports page.

Create button

Retrieves the appointment Status data for the entered criteria and displays the
Appointment Status Report — Origin Entry page.
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Facility Access and Shipment Tracking (FAST)

Appointment Status Report - Origin Entry
Choose Search Criteria

To view a single appointment:

Enter the Appointment Number and click the Create Report button.

or
To view appointments by status:

Check one or more of the Status boxes, selectthe Scheduled Appointment Date
Range, a Customer Registration ID, a Report View, and click the Create Report button.

The dates entered must be no more than 90 days in the past and span no more than 45
days. The end date must be no more than 14 days in the future.

There are two options to search for a facility.

1. Search for the facility using the “State” and/or "City” field. Select a state and click
“View Cities™. Cities and Facilities within the selected state will be available for
selection in their respective dropdowns. If the city is known, select the city and click
"Search”. Facilities within the selected city will be available for selection in the facility

dropdown.

2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1.

Appointment ID:

or
Appointment
Status:

[“open
[T Closed
[C] cancelled
[T No Show
[T Rejected

* Select Date
Range:

* Customer
Registration ID: FAST ALSO - 4433047

* Report View: By Origin Facility

State: —SelectOne— v ( View Cities> )

City: |

* Origin Entry |
Facility:

* Mail Class:
[V an
[CIFirst-Class
[T] standard
[Tl Package Senvices
[T Periodicals

("< Cancel )

10/14/2009 [+ To: 10/14/2009

NASS

( jSaarcI:

(Cate>)

Create an Appointment Status Report — Origin Entry

~
——

-

3
Z

1.

Perform the following steps on the Appointment Status Report — Origin Entry page to
display the Appointment Status Report — Origin Entry:

ENTER an Appointment ID in the Appointment ID field

OR:
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2. SELECT one or more Appointment Statuses by CLICKING on the appropriate
Appointment Status check boxes.

3. ENTER a Date Range in the Select Date Range fields.

4. SELECT a Mailer from the Customer Registration ID drop-down box, if applicable.

5. SEARCH for a Facility by State/City or by NASS Code in the Facility
search area.

6. SELECT an Origin Entry Facility from the Origin Entry Facility drop-down box.

7. SELECT Mail Class(es) by CLICKING on the appropriate Mail Class check boxes.

8. CLICK the Create button to create the Appointment Status Report — Origin Entry.

Note:

The dates entered must be no more than ninety days in the past and
span no more than forty-five days. The end date must be no more
than fourteen days in the future.

The fields and buttons on the Appointment Status Report — Origin Entry page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Appointment Status

The Status options selected as search criteria.

Origin Facility Name

The name of the Origin Entry Facility at which the appointment is scheduled.

Origin Facility NASS

The three to five character NASS Code associated to the Origin Entry Facility.

Date Range

The Date Range in which the appointments occur.

Mail Class

The Mail Class of the appointments.

Status Legend

The codes for the different appointment Status types: CA = Cancelled, CL =
Closed, NS = No Show, O = Open, R = Rejected.

Mail Class Code
Legend

The codes for the different Mail Classes: FC-First Class, PS-Package Services,
PER-Periodicals, STD-Standard.

Download into Excel

Prompts the user to open or save an Excel version of the report.

View Printable
Version

Displays the printable version of the report.

Appointment ID

The ID associated with the appointment. Each Appointment ID is a hyperlink to
the JIT One-Time Appointment Information page, where the user may access
more information about the appointment.

Scheduler Name

The Scheduler name associated with the appointment.

Origin Facility Name

The name of the Origin Entry Facility at which the appointment is scheduled.
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Origin Facility NASS | The NASS Code for the Origin Entry Facility associated with the appointment.
Status The Status for a given appointment.

Mail Class The Mail Class for a given appointment.

Appointment Date The scheduled date for a given appointment.

Appointment Time The scheduled time for a given appointment.

Arrival Date The actual arrival date of a given appointment.

Arrival Time The actual arrival time of a given appointment.

Unload Start Date The actual unload start date of a given appointment.

Unload Start Time The actual unload start time of a given appointment.

Unload End Date The actual unload end date of a given appointment.

Unload End Time The actual unload end time of a given appointment.

Back button Directs the user to the Appointment Status Report — Origin Entry page.

Facility Access and Shipment Tracking (FAST)

Appointment Status Report - Origin Entry

Selected Criteria

Appointment Status: Open, Closed

Origin Facility Name: ALBANY

Origin Facility NASS: 120

Date Range: 10/01/2009 - 10/16/2009
Customer Registration ID: 4433047
Scheduler Name: FAST ALSO
Mail Class: First-Class, Package Services, Periodicals, Standard
Status Legend: CA = Cancelled, CL = Closed, NS = No Show, O = Open, R = Rejected
Mail Class Code Legend: FC-First-Class, PS-Package Services, PER-Periodicals, STD-Standard

For best results, download this report into Excel and print in ‘Landscape’ mode.

I
Appointment  Scheduler  Origin Facility fren Mail Appointment Arrival
Facility Status
L1 Hame Name NASS Class | pate |Time | Date |Time
900000106 FAST ALSO ALBANY 120 CL FC, STD, 10/07/2009 12:00 10/07/2009 10:47 -
PER, PS
el |

< m | »
For best results, download this report into Excel and print in ‘Landscape’ mode.

< Back

10.1.2 Access the JIT One-Time Appointment Information Page

W

3 A user may view the JIT One-Time Appointment Information page (described in module 7.2 —
= @ Manage Existing JIT One-Time Appointment) for the selected appointment by CLICKING the
/ Appointment ID hyperlink.
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10.2 Closeout Data Report = Origin Entry

The Closeout Data Report — Origin Entry allows the user to enter One-Time or Recurring appointment
information and view those appointments’ closeout information. When generating the Closeout Data
Report — Origin Entry, the user has the option to search by Appointment, Customer Registration ID,
Facility, Publication, Scheduler, or eFile Number. The Closeout Data Report — Origin Entry page will
refresh depending on the search option selected.

This section includes:

10.2.1 Search by Appointment

10.2.2 Search by Customer Registration ID

10.2.3 Search by Facility

10.2.4 Search by Publication

10.2.5 Search by Scheduler

10.2.6 Search by eFile Number

10.2.7 View the Closeout Data Report — Origin Entry

The user begins the process from the FAST Origin Entry Landing page by clicking the Go> button
associated with Reports. The user then clicks the Go> button for Closeout Data Report — Origin Entry
to display the Closeout Data Report — Origin Entry page.

The fields and buttons on the Closeout Data Report — Origin Entry page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment, Customer

*
Search by Registration ID, Facility, Publication, Scheduler, or eFile Number.

Refreshes the page and displays further inputs depending on which search

Submit button S
option is requested.

Cancel button Directs the user to the Reports Landing page.

Create button Creates the Closeout Data Report — Origin Entry based on the specified criteria.

Facility Access and Shipment Tracking (FAST)

Closeout Data Report - Origin Entry

Choaose Search Criteria

FPlease selectthe search method and enter the required appointment
information

* earch by: | -- Select One - w | [_Submit >

Appointment
Customer Registration ID
Cancel Facility Create
Publication
Scheduler
eFila Number

10.2.1 Search by Appointment
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When searching by Appointment, the user must select the “Appointment” option from the Search by
drop-down box and click the Submit button to display the Appointment search area. The user may then
enter an Appointment ID and click the Create button to display a list of appointments with their associated
closeout data.

The fields and buttons on the Closeout Data Report — Origin Entry page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment, Customer

*
Search by Registration ID, Facility, Publication, Scheduler, or eFile Number.

Refreshes the page and displays further inputs depending on which search

Submit button S
option is requested.

*Appointment ID Fields in which a valid Appointment ID may be entered.

Cancel button Directs the user to the Reports Landing page.

Displays a table with all appointments associated with the entered Appointment

Create button IDs.
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Facility Access and Shipment Tracking (FAST)

Closeout Data Report - Origin Entry

Choose Search Criteria

Flease selectthe search method and enter the required appointment
information

Toview appointment data enter the Appointment Mumber or Shipper Appointment
Request (SAR) 1D and click the Create button. ( * Requirsd Fizlds |

* Search by | Appointment v | [_Submit>

Appointment 1D:
Appointment 1D:
Appointment 1D:
Appointment 1D:
Appointment 1D:
Appointment 1D:
Appointment 1D:
Appointment 1D:
Appointment 1D:

Appointment 1D:

Cancel Create

Search by Appointment

N
= Perform the following steps on the Closeout Data Report — Origin Entry page to search by
@’ Appointment:

. SELECT “Appointment” in the Search by drop-down box.
CLICK the Submit button to refresh the page and display the Appointment search area.

ENTER one or more Appointment IDs in the Appointment ID fields.

A W N =

. CLICK the Create button to display the Closeout Data Report — Origin Entry.
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10.2.2 Search by Customer Registration ID

When searching by Customer Registration ID, the user must select the “Customer Registration ID” option
from the Search by drop-down box and click the Submit button to display the Customer Registration 1D
search area. The user may then select the Customer Registration ID from a drop-down box, enter a date
range in the Select Date Range fields, select one or more Mail Classes, and click the Create button to
display a list of appointments with their associated closeout data.

The fields and buttons on the Closeout Data Report — Origin Entry page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

*Search by

Drop-down box listing what the user may search by: Appointment, Customer
Registration ID, Facility, Publication, Scheduler, or eFile Number.

Submit button

Refreshes the page and displays further inputs depending on which search
option is requested.

*Customer
Registration ID

Drop-down box listing the Customer Registration IDs from which the user may
choose.

*Select Date Range

Field in which the user may enter a date in MM/DD/YYYY format.

*To

Field in which the user may enter a date in MM/DD/YYYY format.

*Mail Class

Allows the user to select which Mail Class to search by: All (checked by default),
First-Class, Standard, Package Services, and Periodicals.

Cancel button

Directs the user to the Reports Landing page.

Create button

Displays a table with all appointments associated with the selected search
criteria.
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Facility Access and Shipment Tracking (FAST)

Closeout Data Report - Origin Entry

Choose Search Criteria

Flease selectthe search method and enter the required appointment
information

The dates entered must be no more than 890 days in the past and span no more than 30 days. The
end date may not exceed the current date.

Toview appointment data: Please select a Customer Registration ID and date range then click the
Create button (* Required Fislds ).

* Search by: | Customer Registration ID v | | Submit>
* Customer Registration ID: | - Select One - W

* Select Date Range: |03/27/2009 |8« To:|04/01/2009 TR

* Mail Class:
M an
[First-Class
[ standard
DPacKage Services
[ Periodicals

Cancel Create

Search by Customer Registration ID

1
1
1
1
1
I
I
I
!
1
\

When searching by ™~
and click the Subn

N
N
= Perform the following steps on the Closeout Data Report — Origin Entry page to search by
- @, Customer Registration ID:

1. SELECT “Customer Registration ID” in the Search by drop-down box.

2. CLICK the Submit button to refresh the page and display the Customer Registration ID
search area.

3. SELECT a Mailer from the Customer Registration ID drop-down box.
4. ENTER avalid date range in the Select Date Range fields.

5. SELECT one or more Mail Classes by CLICKING on the appropriate Mail Class check
boxes.

6. CLICK the Create button to display the Closeout Data Report — Origin Entry.

current date.

,7 Note: E
—_— The dates entered must be no more than ninety days in the past and !
—_— span no more than thirty days. The end date may not exceed the !
]
1

S UNITED STATES ™
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search criteria and click the Create button to display a list of appointments with their associated closeout
data.

The fields and buttons on the Closeout Data Report — Origin Entry page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment, Customer

*
Search by Registration ID, Facility, Publication, Scheduler, or eFile Number.

Refreshes the page and displays further inputs depending on which search

Submit button S
option is requested.

Customer Registration Drop-down box listing the Mailers from which the user may choose.

ID

State Drop-down box listing States from which the user may choose.
View Cities button Refreshes the City drop-down box with Cities in the selected State.
City Drop-down box listing Cities from which the user may choose.

Refreshes the Origin Entry Facility drop-down box to list Facilities in the

Search button (City) selected City

Drop-down box allowing the user to select the appropriate Facility. The user

Origin Entry Facility must search for the Facility by State/City or by NASS Code.

NASS Code Field in which the NASS Code for a Facility may be entered.

Search button (NASS | Refreshes the Facility drop-down box to list Facilities with the corresponding
Code) NASS Code.

*Select Date Range Field in which the user may enter a date in MM/DD/YYYY format.

*To Field in which the user may enter a date in MM/DD/YYYY format.

Allows the user to select which Mail Class(es) to search by: All (checked by

A
Mail Class default), First-Class, Standard, Package Services, and Periodicals.

Cancel button Directs the user to the Reports Landing page.

Displays a table with all appointments associated with the entered Facility

Create button . .
information.
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Facility Access and Shipment Tracking (FAST)

Closeout Data Report - Origin Entry

Choose Search Criteria

Please selectthe search method and enter the required appointment
information

There are two options to search for a facility.

1. Search for the facility using the "State™ and/or "City” field. Select a state and click
“View Cities™. Cities and Facilities within the selected state will be available for
selection in their respective dropdowns. If the city is known, select the city and click
“Search”. Facilities within the selected city will be available for selection in the facility
dropdown.

2. Enterthe NASS Code for the facility. If the NASS Code is not known, use option 1.

* Search by: Facility v ( Submit>)
Mol FASTASO- 443307 4
YRGRONNT FAS TALSO 4433047
State: —SelectOne-— v [ ViewCities> ) = NASS ( Search> )
Code: S
City:
* Origin Entry
Facility:

"SelectDate 5145009 [EH - To: 10/14/2009

Range:
* Mail Class:

Al

[T First-Class

["] standard

[[]Package Semices

[Tl Periodicals

(Cancel ("Create )
Search by Facility
\\

= Perform the following steps on the Closeout Data Report — Origin Entry page to search by
- @, Facility:

. SELECT “Facility” in the Search by drop-down box.
. CLICK the Submit button to refresh the page and display the Facility search area.
. SELECT a Mailer from the Customer Registration ID drop-down box, if applicable.

A O N =

. SEARCH for an Origin Entry Facility by one of the following two ways:
To search for an Origin Entry Facility by State and City:
e. SELECT a State from the State drop-down box.
f. CLICK the View Cities button.
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g- SELECT a City from the City drop-down box.
h. CLICK the Search button, populating the Origin Entry Facility drop-down box.

To search for an Origin Entry Facility by NASS Code:
c. ENTER a valid three to five character NASS Code in the NASS Code field.
d. CLICK the Search button, populating the Origin Entry Facility drop-down box.
5. SELECT a Facility from the Origin Entry Facility drop-down box.
6. ENTER a valid date range in the Select Date Range fields.

7. SELECT one or more Mail Classes by CLICKING on the appropriate Mail Class check
boxes.

8. CLICK the Create button to display the Closeout Data Report — Origin Entry.

10.2.4 Search by Publication

When searching by Publication, the user must select the “Publication” option from the Search by drop-
down box and click the Submit button to display the Publication search area. The user may then enter
the required search criteria and click the Create button to display a list of appointments with their
associated closeout data.

The fields and buttons on the Closeout Data Report — Origin Entry page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment, Customer

*
Search by Registration ID, Facility, Publication, Scheduler, or eFile Number.

Refreshes the page and displays further inputs depending on which search

Submit button .
option is requested.

Publication Name Field in which the user may enter a Publication Name.

USPS Publication ID Field in which the user may enter a USPS Publication ID number.

Searches for a Publication based on the criteria entered in either the

Search bution Publication Name or the USPS Publication ID field.

Drop-down box listing the Publication(s) a user may choose from based on the

Publication .
search criteria.

Adds the selected Publication to the USPS Publication ID(s) list box [displays

Add button after the user has searched for a publication].

USPS Publication

ID(s) Lists the Publication(s) the user wishes to search for.

Removes the selected Publication from the USPS Publication ID(s) list box
Remove button [displays after the user has added a Publication to the USPS Publication ID(s)
list box].
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*Select Date Range

Field in which the user may enter a date in MM/DD/YYYY format.

*To

Field in which the user may enter a date in MM/DD/YYYY format.

Cancel button

Directs the user to the Reports Landing page.

Create button

Displays a table with all appointments associated with the selected search
criteria.

Facility Access and Shipment Tracking (FAST)

Closeout Data Report - Origin Entry

Choose Search Criteria

FPlease selectthe search method and enter the required appointment
information

The dates entered must be no more than 90 days in the past and span
no more than 30 days. The end date may not exceed the current date.

Toview appointment data please select USPS Publication ID(s) and Date
Range then click the Create button. {* Required Fizlds |

* Search by: | Publication w | [ Submit >

Fublication Name:

OR
USPS Publication ID: |q2945 Search >
Publication: FAST Weekly - 12345 v Add >

FAST Weekly - 12345
LISPS Publication ID(s):
Remove >

* Select Date Range: | 04/01/2009 |2+ To:[04/01/2009 R

Cancel Create

Search by Publication

N
= Perform the following steps on the Closeout Data Report — Origin Entry page to search by
@, Publication:

1. SELECT “Publication” in the Search by drop-down box.

2. CLICK the Submit button to refresh the page and display the Publication search area.

3. ENTER a Publication Name in the Publication Name field.

OR:

4. Enter a USPS Publication ID in the USPS Publication ID field.

5. CLICK the Search button to populate the Publication drop-down box.

6. SELECT a Publication from the Publication drop-down box.
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7. CLICK the Add button to add the Publication to the USPS Publication ID(s) list box.
8. ENTER a valid date range in the Select Date Range fields.
9. CLICK the Create button to display the Closeout Data Report — Origin Entry.

—— Note:
- The dates entered must be no more than ninety days in the past and
-_— span no more than thirty days. The end date may not exceed the

\

current date.

10.2.5 Search by eFile Numbey

When searching by eFile Number, the user must select the “eFile Number” option from the Search by
drop-down box and click the Submit button to display the eFile Number search area. The user may then
enter an eFile Number and click the Create button to display a list of appointments with their associated
closeout data.

The fields and buttons on the Closeout Data Report — Origin Entry page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Drop-down box listing what the user may search by: Appointment, Customer

*
Search by Reqgistration ID, Facility, Publication, Scheduler, or eFile Number.

Refreshes the page and displays further inputs depending on which search

Submit button S
option is requested.

eFile Number Fields in which a valid eFile Number may be entered.

Cancel button Directs the user to the Reports Landing page.

Displays a table with all appointments associated with the entered eFile

Create button Number(s).
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Facility Access and Shipment Tracking (FAST)

Closeout Data Report - Origin Entry

Choose Search Criteria

Flease selectthe search method and enter the required appointment
information

* Search by: | eFile Number v | [ Submit>

eFile Number:
eFile Mumber:
eFile Number:
eFile Number:
eFile Mumber:
eFile Number:
eFile Number:
eFile Mumber:
eFile Number:

eFile Mumber:

Cancel Create

Search by eFile Number

= Perform the following steps on the Closeout Data Report — Origin Entry page to search by
@’ eFile Number:

1. SELECT “eFile Number” in the Search by drop-down box.

2. CLICK the Submit button to refresh the page and display the eFile Number search area.
3. ENTER one or more eFile Numbers in the eFile Number fields.

4. CLICK the Create button to display the Closeout Data Report — Origin Entry.
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10.2.6 View the Closeout Data Repoit = Origin Entry

The fields and buttons on the Closeout Data Report — Origin Entry page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Header Data (displays

when searching by Appointment ID)

Appointment ID

The ID number(s) selected in the search criteria.

Header Data (displays

when searching by Customer Registration ID)

Scheduler Name

The Scheduler Name associated with the Customer Registration ID selected in
the search criteria.

Customer
Registration ID

The Customer Registration ID selected in the search criteria.

Date Range

The range of dates selected in the search criteria.

Header Data (displays

when searching by Facility)

USPS Origin Entry
Facility

The name of the USPS Origin Entry Facility selected in the search criteria.

The three to five character NASS Code associated to the Origin Entry Facility

NASS Code selected in the search criteria.
Locale Key The Locale Key of the Origin Entry Facility selected in the search criteria.
Date Range The range of dates selected in the search criteria.

Header Data (displays

when searching by Publication)

USPS Publication(s)

The name of the Publication(s) selected in the search criteria..

Date Range

The range of dates selected in the search criteria.

Header Data (displays

when searching by Scheduler)

Scheduler Name

The name of the Scheduler selected in the search criteria.

Scheduler ID The ID of the Scheduler selected in the search criteria.
Date Range The range of dates selected in the search criteria.
Mail Class The Mail Class(es) selected in the search criteria.
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Header Data (displays when searching by eFile Number)

eFile Number

The eFile Number(s) selected in the search criteria.

Mail Class

The Mail Class(es) selected in the search criteria.

Header Data (common

to all Closeout Data Reports)

Status Code Legend

The codes for the different appointment Status types: CA = Cancelled, CL =
Closed, NS = No Show, O = Open, R = Rejected.

Mail Integrity Code
Legend

The codes for the different Mail Integrities: AF = Altered Required Field on Form,
B = Broken Pallets, C = Container Counts Do Not Match Form, D = Damaged
Malil, IA = Incorrect Appointment Type, IM = Incorrect Class of Mail, 10 = Incorrect
Entry Office, IP = Incorrect Processing Category, L = Load Unsafe, M = Mailings
Not Separated by Destination, MF = Missing Required Mailer Field on Form, ML =
Multiple Appts Associated to Load, MS = Missing Origin Signature and/or Round
Stamp, NF = No Form with Shipment, NN = Missing Appointment Number, O =
Other, P = Pallets Too Tall, PD = Past in Home Date, PS = Photo Copy of PS
Form, VS = Vehicle Size.

Mail Class Code
Legend

The codes for the different Mail Classes: FC -First Class, PS-Package Services,
PER-Periodicals, STD-Standard.

Closeout Data Report

List Table

Appointment ID

The ID associated with the appointment. Each Appointment ID is a hyperlink to
the JIT One-Time Appointment Information page, where the user may access
more information about the appointment.

Status

The Status for a given appointment.

Scheduler ID

The ID associated with the appointment Scheduler, if chosen as a search option.

Scheduler Name

The Scheduler Name for a given appointment.

CRID

The Customer Registration ID associated with a given appointment.

Mail Owner

The Mail Owner for a given appointment.

Mail Preparer

The Mail Preparer for a given appointment.

Publication Name

The Publication Name for a given appointment.

USPS Origin Entry
Facility

The USPS Origin Entry Facility for a given appointment.

NASS Code

The three to five character NASS Code associated to the Origin Entry Facility for
a given appointment.

Locale Key

The Locale Key for a given appointment.

Appointment Date

The scheduled date for a given appointment.
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Appointment Time

The scheduled time for a given appointment.

Arrival Date

The actual arrival date of a given appointment.

Arrival Time

The actual arrival time of a given appointment.

Unload Start Date

The actual unload start date of a given appointment.

Unload Start Time

The actual unload start time of a given appointment.

Unload End Date

The actual unload end date of a given appointment.

Unload End Time

The actual unload end time of a given appointment.

Mail Integrity

The mail integrity code of a given appointment.

Content Discrepancy

The content discrepancies associated with a given appointment.

Surface Visibility
Placard Scans

Indicates whether or not Surface Visibility Placard Scans were used for a given
appointment.

Closed by Surface
Visibility

Indicates whether or not a given appointment was closed by Surface Visibility.

Mail Class The Mail Class of a given appointment

News Indicates whether or not a given appointment is News.

Scheduled

Pallet/Container The expected number of Pallets/Containers for a given appointment.
Count

Actual

Pallet/Container The actual number of Pallets/Containers for a given appointment.
Count

Scheduled Bedload
Count

The expected number of Bedloads for a given appointment.

Actual Bedload Count

The actual number of Bedloads for a given appointment.

eFile Number

The eFile Number associated with a given appointment.

Back button

Directs the user to the Manage Closeout Information — Origin Entry page.
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Facility Access and Shipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Closeout Data Report - Origin Entry
Selected Criteria

USPS Origin Entry Facility: NEW YORK
MNASS Code: 100
Locale Key: V13160
Date Range: 05/31/2011 to 05/31/2011
Status Code Legend : CA = Cancelled, CL = Closed, NS = Mo Show, O = Open, R = Rejected

Mail Integrity Code Legend : AF = Altered Required Field on Farm, B = Broken Pallets, C = Container Counts Do
Mot Match Form, D = Damaged Mail, 1A = Incorrect Appointment Type, IM = Incorrect
Class of Mail, 10 = Incorrect Entry Office, IP = Incorrect Processing Category, L =
Load Unsafe, M = Mailings Mot Separated by Destination, MF = Missing Required
Mailer Field on Form, ML = Multiple Appis Associated to Load, MS = Missing Origin
Signature and/or Round Stamp, NF = Mo Form with Shipment, NN = Missing
Appointment Number, O = Other, P = Pallets Too Tall, PD = Past in Home Date, PS
=Photo Copy of P3 Form, V3 = Vehicle Size

Mail Class Code Legend : FC-First-Class, P5-Package Services, PER-Periodicals, STD-Standard

For best results, download this report into Excel and print in "Landscape’ mode.

Export options: Download into Excel |E View Printable Version

UsSPS
Appointment Status Scheduler Scheduler RID Mail Mail Publication Origin HASS Locale Appoi
1D D Hame = Owner Preparer HName Entry Code Key
Eacility Date
510551332 ] 20024 ETRTEST 10001215 MNiA MIA NiA NEW 100 V15180 05/31/2C
WORK
Expart options: Download into Excel |E View Printable Version
4 | I | 3
For best results, download this report into Excel and print in ‘Landscape’ mode.
[: < Back )
Site Map Customer Service Forms Gov't Services Carssrs Privacy Policy Terms of Uss Businesz Customer Gatews

Copyright® 2010 USP 5. All Rights Reserved. No FEAR Act EEC Data 14
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11.0 Resources

The user has several processes they may exercise upon logging into the FAST application and accessing
the FAST Origin Entry Resources page.

The Resources module includes:

11.1 Reference Documents — Describes how a user may access Release Notes, Job Aids, the FAST
Origin Entry User Guide, and PS Forms.

11.2 Reference Documents — Describes how a user may download the different Drop Ship Product
Files.

The user may access the processes associated with the above section from the Welcome to FAST page
by clicking the Origin Entry link or the associated Go> button, followed by the Go> button associated
with Resources. The Resources link takes the user to the Origin Entry Resources page.

11.1 Reference Documents

This section includes:

11.1.1 Links to Release Notes

11.1.2 Download the FAST Customer Job Aids

11.1.3 Download the FAST Origin Entry User Guide

11.1.5 Download the PS Form 8017 (Expedited Plant-Load Shipment Clearance and the PS Form 8026
(Expedited Shipment Agreement for Plant-Load Mailings)

The user begins the process from the Resources page. The user clicks the Go> button associated with
Reference Documents to display the Origin Entry Reference Documents page.

| Note: i
E o To download or access any of the reference documents in .PDF format, i
: — the user must have Adobe Acrobat Reader. The user may download !
\ - Adobe Acrobat Reader by clicking Download Adobe Acrobat PDF !

Reader on the Origin Entry Reference Documents page.

11.1.1 Links to Release Notes

The Origin Entry Reference Documents section includes links to release notes, allowing the user to
download release notes for a specific date.

The Origin Entry Reference Documents page is displayed below with the Release Notes section
highlighted.
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Facility Access and Shipment Tracking (FAST)

Origin Entry Reference Documents

} Release Notes:
Release Motes 08/15/2010
Release Motes 05M10/2009

b Job Aids:
Business Customer Gateway Introduction - Dock Handout (PDF)
Business Customer Gateway - New Users (PDF)
Business Customer Gateway - Existing Users (PDF)

¥ Download FAST Origin Entry User Guide (Version 2):
FAST Origin Entry Customer User Guide (PDF)

EAST Qrigin Entry Customer User Guide (HTML)
FAST Qrigin Entry Customer User Guide (ZIP)

b PS Forms (2017, 8026):

Nete: Clicking this link directs you to the USPS Forms page where forms are
listed in numberical order.

PS Form 8017 (PDF) - Expedited Plant-Load Shipment Clearance (7/2008)

PS Form 8026 (PDF) - Expedited Shipment Agreement for Plant-Load
Mailings (6/2002)

To view the user guide as a PDF file you must have Adobe Acrobat Reader.
Click below to download it now.

Download Adobe Acrobat POF Reader

11.1.3 Download the FAST Customer Job Aids

The Customer Job Aids are files that help the user understand and take advantage of certain features of
the FAST application. There are three (3) files available for download: Business Customer Gateway
Instructions — Dock Handout, Business Customer Gateway — New Users and Business Customer
Gateway — Existing Users.

e Business Customer Gateway Instruction — Dock Handout - this document contains
instructions to guide the user in registering for FAST, CSA and other services in the Business
Customer Gateway.

e Business Customer Gateway — New Users — this document contains instructions to guide the
user in registering for FAST in the Business Customer Gateway.

e Business Customer Gateway — Existing Users — this document contains instructions to guide
the user with the new Business Customer Gateway.

All the files are available in Adobe PDF format. To download any of the files, user simply right-clicks the
desired link and selects “Save Target As...” A pop-up dialog will display asking the user to select where

the file will be saved. Once the destination is determined, user clicks “Save” and waits for the download
to complete.
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The Reference Documents page is displayed below with the Origin Entry Customer Job Aids section
highlighted.

Facility Access and Shipment Tracking (FAST)

Origin Entry Reference Documents

¥ Release Notes:
Release Motes 08M15/2010

Release Motes 05M10/2009

b Job Aids:
Business Customer Gateway Introduction - Dock Handout (FDF)

Business Customer Gateway - New Users (PDF)

Business Customer Gateway - Existing Users (PDF)

¢ Download FAST Origin Entry User Guide (Version 2):
FAST Origin Entry Customer User Guide (FDF)

FAST Origin Entry Customer User Guide (HTML)
FAST Origin Entry Customer User Guide (Z1P)

» PS Forms (8017, 8026):
PS Forms Page
Note: Clicking thig link directs vou to the USPS Forms page where forms are
listed in numberical order.

PS Form 3017 (PDF) - Expedited Plant-Load Shipment Clearance (7/2008)

PS5 Form 8026 (PDF) - Expedited Shipment Agreement for Plant-Load
Mailings (6/2002)

To view the user guide az a .PDF file vou must have Adobe Acrobat Reader.
Click below to download it now.
Download Adobe Acrobat POF Reader
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11.1.3 Download the FAST Origin Entry User Guide

The FAST Origin Entry User Guide is a document that explains the different features that the Origin Entry

section of FAST provides to the user. It contains detailed instructions for the user on how to perform key
functions within the FAST Origin Entry Landing page.

The FAST Origin Entry User Guide section describes the following processes:
e Downloading the User Guide in .PDF format
¢ Downloading the User Guide in .HTML format
e Downloading the User Guide as a .ZIP file
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The fields and buttons on the Origin Entry Reference Documents page are described below.
A screenshot of the page is displayed after the field descriptions.

Field/Button Description

FAST Origin Entry
Customer User Guide | Link to access the FAST Origin Entry Customer User Guide in .PDF format.
(PDF) hyperlink

FAST Origin Entry
Customer User Guide | Link to access the FAST Origin Entry Customer User Guide in .HTML format.
(HTML) hyperlink

FAST Origin Entry
Customer User Guide | Link to access the FAST Origin Entry Customer User Guide as a .ZIP file.
(ZIP) hyperlink

Facility Access and Shipment Tracking (FAST)

Origin Entry Reference Documents

» Release Notes:
Release Notes 08/15/2010
Release Notes 05/10/2009

b Job Aids:
Business Customer Gateway Introduction - Dock Handout (PDF)

Business Customer Gateway - Mew Users (PDF)

Business Custamer Gateway - Existing Users (PDF)

» Download FAST Origin Entry User Guide (\Version 2):
FAST Origin Entry Customer User Guide (PDF)
EAST Origin Entry Customer User Guide (HTRML)
EAST Origin Entry Customer User Guide (ZIP)

» PS5 Forms (8017, 8026).

Mete: Clicking this link directs you to the USPS Forms page where forms are
lizted in numberical order.

PS Form 8017 (PDF) - Expedited Plant-Load Shipment Clearance (7/2008)

PS Form 8026 (PDF) - Expedited Shipment Agreement for Plant-Load
Mailings (6/2002)

To view the user guide as a .PDF file you must have Adobe Acrobat Reader.
Click below to download it now.
Download Adobe Acrobat POF Reader

\

N
~
=~ CLICK the FAST Origin Entry Customer User Guide (PDF) hyperlink to be redirected to a
- ¥ page with the FAST Origin Entry User Guide in .PDF format.
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CLICK the FAST Origin Entry Customer User Guide (HTML) hyperlink to be redirected to a
page with the FAST Origin Entry User Guide in .HTML format.

CLICK the FAST Origin Entry Customer User Guide (ZIP) hyperlink to begin the download
process for the .ZIP file. A new window will appear prompting the user to either open the
WinZip file or save it to the computer.

i —_ Note: E
ol —_ To extract and open any of the WinZip files, the user must have the !
N g WinZip application. :

________________________________________________________________________________

11.1.4 Download the PS Form 8017 (Expedited Plant-Load Shipment Clearance) and the
PS Form 8026 (Expedited Shipment Agreement for Plant-Load Mailings)

This section describes how the user may download the forms in .PDF format.

The fields and buttons on the Origin Entry Reference Documents page are described below.
A screenshot of the page is displayed after the field description.

Field/Button Description

PS Forms Page

hyperlink Directs the user to the USPS Forms page.
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Facility Access and Shipment Tracking (FAST)

Origin Entry Reference Documents

¥ Release Hotes:
Release MNotes 08/15/2010
Release Motes 05M10/2008

¢ Job Aids:
Business Customer Gateway Introduction - Dock Handout (PDF)

Business Customer Gateway - Mew Users (POF)

Business Customer Gateway - Existing Users (FDF)

» Download FAST Origin Entry User Guide (Version 2):
FAST Origin Entry Customer User Guide (PDF)
FAST Origin Entry Customer User Guide (HTML)
FAST Origin Entry Customer User Guide (ZIP)

» PS Forms (8017, 8026):

Note: Clicking this link directs you to the USPS Forms page where forms are
lizted in numberical order.

PS Form 8017 (PDF) - Expedited Plant-Load Shipment Clearance (772003}

PS Form 8026 (PDF) - Expedited Shipment Agreement for Plant-Load
Mailings (§/2002)

To view the user guide as a .PDF file you must have Adobe Acrobat Reader.
Click below to download it now.
Download Adobe Acrobat PDF Reader

\H//

CLICK the PS Forms Page hyperlink to be redirected to the USPS Forms page. The user
@, may then search for the PS Form 8017 or 8026 to download in .PDF format.
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PS Form 8017

The PS Form 8017 is used for expedited plant-load shipment clearance. The form in .PDF format is
displayed below.

(2 http:/fwww.usps.com/forms/_pdfips8017.pdf - Windows Internet Explorer

@\:.v B2 o wsps.comiforms _pdjossn 7.0t o (42 [ [ J[2]-

Fle Edt GoTo Favorites Help

* & [ahm://‘A'ww‘usps‘comfiwms/  pefipsanL7.paf [_‘ M- B - & - [Srrege » Ghrods v

E=N=] iz iee= - H @I -

United States Postal Service®
Expedited Plant-Load Shipment Clearance

See Instructions on Reverse

1. Mailer's Name 2. Mailer's Contact Name 3. Mailer's Contact Telephone
4. Origin Plant Location (City, State, ZIP+4®) 5. Total Gross Weight of Shipment
6. Class of Mail 7. Product or Publication Titles 8. Type of Mail Processing Category (Check all that apply)
O First-Class®/Priority Mai® or Names
k O Letters [ Automation Compatible O Irregular Parcels
< | D Package Services
g 0 Periodicals O Flats 0O Machinable Parcels O Nonmachinable Parcels
£ |0 Standard Mail®
=
~g 9. Number of Containers by Type
- Pallets and Pallet Boxes: Non-Palletized Containers:
]
T with pkgs. or bundles with sacks bundles sacks
= , )
with trays with parcels trays parcels
other (describe):
10. Comments

& Unknown Zone

PS Form 8026

The PS Form 8026 is used for expedited shipment agreements for plant-load mailings. The form in .PDF
format is displayed below.

= hittp:/Iwww.usps.comiforms/_pdf/ps8026.pdf - Windows Internet

& )+ (B ntwisimm vsos.comforms/_pdfipssnas oot RIESEIN
i Fle Edit GoTo Faverites  Help =)
N [ahm‘f/www‘usps.:wm,‘fwms,’)df{ps@ﬂl&pdf ]_} - B - e v [Frage v GFToos -
=N G2 i ®®[ow - o -

United States Postal Service

Expedited Shipment Agreement for Plant-Load Mailings

Mailing Agent Mail Owner

Title of Mailing or Publication (If applicable) Plant Location

Origin Post Office Effective Dates (Mo.. Day, Year) | Date of Agreement

Start Date End Date (Mo., Day, Year)

Subject to Domestic Mail Manual (DAMM) D020, the above named mailing agent, acting on its own behalf or as agent for the
mail owner named above, and the United States Postal Service hereby agree as follows:

1. Subject to the procedures and conditions set forth below, the Postal Service will verify mail, titlted as named above,
at the plant named above, and will accept the expedited plant-load shipment mail that the mailer deposits at the
postal facilities listed on the reverse of this agreement.

2. Postage will be calculated from and paid for at the post office performing the verification of the mail at the Mailer's
plant before the mail leaves the plant.

3. The mailer agrees that postage will not be refunded for any failure by the Postal Service to provide service that is
caused in whole or in part by any event that occurs before the mail is deposited in and accepted at a postal facility,
except in accordance with DMM refund standards. The mailer acknowledges that it has no claim or right to a refund
created by this agreement.

4. The mailer agrees that all vehicles into which expedited plant-load shipment mail is loaded for transportation to a
postal facility for mailing will be loaded under the observation of Postal Service personnel in accordance with DMM

€ unknown Zone

Note:

The user may use the scroll bars on the right side of the screen to view
the entire form and may print it by selecting Print from the File menu.

1
1
1
I
I
!
!
1
\
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The Drop Ship Product page allows a user to download various drop ship product files. There are 10
different files that include:

e Address File — The Drop Ship Address portion of the product contains USPS facility address and
telephone information.

e Supplemental Site File — The Drop Ship Supplemental Site portion of the product contains
docking information, processing hours, and directions to the drop ship facilities.

e Parcel File — The Drop Ship Parcel portion of the product contains ZIP Codes and processing

hours.

e Mail Direction File — The Drop Ship Mail Direction File lists the DDU, SCF, ADC and NDC
discount default drop entry points and redirections by ZIP Code, CRID, Mail Class, Mail Shape,
Pallet Code and Effective Dates.

e Mail Direction File v2 — The Drop Ship Mail Direction File v2 lists the DDU, SCF, ADC and NDC
discount drop entry points (no default or redirection records) by ZIP Code, CRID, Mail Class, Mail
Shape, Pallet Code, Effective Dates and applicable Truck Sizes (if specific). All non-DDU drop
entry points will be linked to a corresponding Label in L601, L602, LO04 or LOO5 Label Lists.

e CIN List File — The Drop Ship CIN List File lists CIN Codes with their Mail Class, Mail Shape and

Sort Type.

e Drop Ship Delivery Unit Hours File - The Drop Ship Delivery Unit Hours File lists the Delivery
Unit hours per Facility by Locale Key.

e Layout File — The Layout File displays detailed information for each file located in the Drop Ship
Product File Download page.

e BMEU File — The BMEU File will display BMEU hours for all days of the week as well as the Drop
Site Key for all facilities identified as a BMEU from FDB. Additional details for the BMEU can be
found in the Address and Supplemental Site File (other files in the Drop Ship Product).

e Critical Entry Time File — The Critical Entry Time (CET) file contains the nationally standardized
CET times for all mail classes other than Periodicals. For Periodicals, this data is received from
the MPOPS system per Facility within the FAST application.

The user may either download all of the files at once by selecting the All File download button or they
may download each file individually.

The user begins the process from the Resources Landing page. The user CLICKS the Drop Ship
Product File Download link, or associated Go> button to display the Drop Ship Product File Download
page. The user may then select which file to download and CLICK the associated Download button.

The fields and buttons on the Drop Ship Product File Download page are described below. A
snapshot of the page is displayed after the field description.

Download (All Begins the downloading process of all files in the Drop Ship Product File.
Files)
Download Begins the downloading process of the Address File.

(Address File)

Download
(Supplemental
Site File)

Begins the downloading process of the Supplemental Site File.

Download (Parcel
File)

Begins the downloading process of the Parcel File.

Download (Mail
Direction File)

Begins the downloading process of the Mail Direction File.

Download (Mail
Direction File v2

Begins the downloading process of the Mail Direction File v2.
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File)

Download (CIN
List File)

Begins the downloading process of the CIN List File.

Download (Drop
Ship Delivery
Unit Hours File)

Begins the downloading process of the Drop Ship Delivery Unit Hours File.

Download
(Layout File)

Begins the downloading process of the Layout File.

Download Begins the downloading process of the BMEU File.

(BMEU File)

Download Begins the downloading process of the Critical Entry Time File.
(Critical Entry

Time File)

The Drop Ship Product File Download page is displayed on the following page.

UNITED STATES
POSTAL SERVICE» Home | Sign Oul

Eacility Access and Shipment Tracking (FAST)

el  Facility Access and Shipment Tracking (FAST)

Eacilities

Profiles Drop Ship Product File Download
Reports
Resources

Download File:

All Files [as of 02r22/2010) Download
Address File [as of 04726/2010) Download
Supplemeantal 5ite File [as of 01728:2010) Downlond
Parcel File [as of 01728:2010) Downlompd
Mail Direction File [as of D21 252010) Downlomd
Origin Entry Mail Direction File w2 [as of 04/11/2010) Downlomd
Customer [ Supplier
Agreements CIN List File [as of 02M1252010) Downlomd
IEn Drop Ship Delivery Unit Hours File  [as of 08/18/2009) Download
Layout File (a5 of 09/16:2008) Download
BMEU File (a8 of 02MB2010) Download
Critical Entry Time File (a8 of 022272010) Dowload
Sitw Wiag Sustomer Servicy Forms Gov't Services Carpers Privacy Poloy Tarrms of Ui Susrass Customer Gateway

Copyright® 2003 USPS. All Rights Reserved.  No FEAR Act EEQ Data  FOIA
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~} ?CLICK the Download button to begin the downloading process. A new window will appear

E @ prompting the user to either open the zip file or save it to the computer. More detailed
¥ information about downloading files is described in module 1.3.1 — Procedures.

| Note: i
1 ) :
! —-_— To extract and open any of the WinZip files, the user must have the :
| — WinZip application. !
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12.0 Appendix

The Appendix module includes:

12.1 Security — Describes FAST security for customers.

12.1 Security

FAST Origin Entry uses various security types to ensure certain functionality within FAST is accessible to
the appropriate user. This maintains data integrity in the system to guarantee that the appointment or
Facility information a user wishes to view, create, or edit is accurate and has not been manipulated by

unauthorized users.

FAST Origin Entry allows

login by two main groups of users — internal and customer. Internal users are

USPS employees and customer users are USPS customers. Internal users are required to register with
eAccess to activate themselves in FAST.

This section includes:

12.1.1 New Customer Users

12.1.2 Existing Customer

Users

12.1.1 New Customer Users

New FAST users who are customers of USPS must go through the Business Customer Gateway (BCG)
to start the customer registration process. The Business Customer Gateway allows users to register for
services available through the Gateway as well as to access general information and customer support

links that are important in

mail management.

The user begins the process by navigating to http://www.usps.com/ and clicking the Business Customer

Gateway hyperlink in the

bottom right corner to access the Business Customer Gateway page. Click the

Sign Up button to proceed to the New User Sign Up page.

The fields and buttons on the Business Customer Gateway page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button

Description

Existing Users section

*Username

Field to input the customer’s Username.

*Password

Field to input the customer’s Password.

| forgot my password
hyperlink

Link to access the Forgotten Password page, where the user may reset his or her
Password.

Sign In button

Logs the user into the Business Customer Gateway with the credentials provided.

New Users section

Sign Up button

Directs the user to the New User Sign Up page.
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Business Customer Gateway

Welcome to the Business Customer Gateway! With just a click, the Business Customer Galeway gives you a single, unified
landing paint to access the Postal Senice's online business offerings. These channels consist of the products that support
Intelligent Mall Full Service Malling. This includes PostalOne!, FAST (Facility Access and Shipment Tracking), CLDS (Customer
Label Distribution System), and Mailer IDs (MID). Mo miore legging in and out on multiple systems 1o access the business
senices you need to manage your mallings. Now, your online experience will be centralized allowing you to be more efficient.

Foryour @ase of use, balow is an intérim list of products and senices. When you select a senice you can access the product
offering. As Intelligent Mail Full Sendce enhances, this Gateway will evolve to support an improved customer experience
displaying a full range of products and sendces for your convaniance

= Design & Prepare Login
= Intelligent Mail Senices Existing Users
» Waller 1D

3 Mail &Transport Please fill in the following information:
« Centralized Account Pr i 1 (CAPS) (* Required case sensitive fields)
+ Customer Label D ion System (CLDS) * Usemame:
e fSuppligr A its (CSAS) r
» Electronic Data Exchange (PostalOne!) * Password: |
» Schedule 3 Mailing & (FAST) Lforgaot my WO

3 Profile Sl >
=+ Pemit Profile (PostalOne!)

S Test New Users
. Jaf

Register now for USPS online Service
« lostidan and create an account.

Ty
Sign Up >
J Test Area

» ghdmin Test
- Admin T
3 Test Area Customer Support
* ﬁ;ﬂﬂmlﬁﬂ - H;lgng[g |§;mgr$5 g[!ggﬂgl—
» gAdmin Two RIEES
« TODAYS SERVICE o Senice Updales
- Track & Report + gPubwatch
« ADVANCE + Business Senvice Network (BSH)
» Audit Mailing Activity (P 10ngl) adenice
« Balance & Fees (PostalOne!) & amer 2002
» Delivery Conflrmation + Mews & Inform
« M3l Trackin R i
=« Walling Raports (PostalOng!)
. | daibis Actiity (P: 1
« Signature Confirmation
« Irackand Confirm
« View Mailing Induction Actiity (Postalonel)

The fields and buttons on the New User Sign Up page are described below. A screenshot of
the page is displayed after the field descriptions.

Field/Button Description

Field to input the customer’s Username. A valid Username must contain a

*Username . .
minimum of six characters.

Field to input the customer’s Password. A valid Password must contain a
*Password minimum of eight characters and much include each of the following: one
uppercase letter, one lowercase letter, and one number.

*Re-enter Password Field to re-input the customer’s Password.

*Question Drop-down box listing the Questions the user may choose from.
*Answer Field to input the Answer to the selected Question.
*Re-enter Answer Field to re-input the Answer to the selected Question.

Directs the user to the Business Customer Gateway page, where the user may

Sign In button log in using his/her existing Username and Password.

Continue button Directs the user to the Profile Account Type page.
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UNITED STATES
POSTAL SERVICE« HOME | SIGN IN

New User Sign Up
Please fill in the following information: (* Required case-sensitive fields)
Create a Password

Usemname Minimum @ charsctes

m 8 charactans, st lesst 1
=t0 in

Password

Re-enter Password

Password Hint
In case you forget your password, we'll ask you the question below,
* Question | What is your mother's maiden name? ¥
* Angwer

* Re-enter Answier

( Signtn ») Continue >

Alrgady Ragistersd?

Create a Username and Password

iy Perform the following steps on the New User Sign Up page to create a Username and
@, Password for a new user in the Business Customer Gateway:

1. ENTER a valid Username in the Username field.

2. ENTER avalid Password in the Password field.

3. ENTER the same Password in the Re-enter Password field.

4. SELECT a Question from the Question drop-down box.

5. ENTER the Answer to the selected Question in the Answer field.
6. ENTER the same Answer in the Re-enter Answer field.

7. CLICK the Continue button to proceed to the Profile Account Type page.

There are two types of accounts that the user may register for using the Business Customer Gateway:

e Personal accounts are best for the everyday mailing needs of the individual consumer, including
buying stamps online, printing postage-paid labels with Click-N-Ship®, and changing an address.

e Business accounts meet all of these needs, but also offer additional business capabilities
including ordering postage-paid Business Replay Mail and providing customers with more robust
tracking and reporting services.

________________________________________________________________________________

L R Note: E
E e Customers requesting access to FAST must select the “Business” !
! -— account type. |

________________________________________________________________________________
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The fields and buttons on the Profile Account Type page are described below. A screenshot
of the page is displayed after the field descriptions.

Field/Button

Description

*Personal radio button | If selected, registers the user for a Personal account.

*Business radio
button

If selected, registers the user for a Business account. Note: Customers
requesting access to FAST must select this account type.

Continue button

Directs the user to the Business Profile page.

D STATES

UNITE
POSTAL SERVICE = HOME | SIGH IN

Profile Account Type

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

Please choose the appropriate account type below.

O Personal @ Business

Continue >

Register for a Business Account

= Perform the following steps on the Profile Account Type page to register for a Business
@, account in the Business Customer Gateway:

1. CLICK the Business radio button.

2. CLICK the Continue button to proceed to the Business Profile page.
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The Business Profile page allows the user to create a Company Profile, where the user may enter contact
information and company information pertinent to his/her company.

The fields and buttons on the Business Profile page are described below. A screenshot of the
page is displayed after the field descriptions.

Field/Button Description

Contact Information section

Title Drop-down box listing the Titles from which the user may choose.
*First Name Field to input the user’s First Name.

Middle Initial Field to input the user’s Middle Initial.

*Last Name Field to input the user’s Last Name.

Suffix Drop-down box listing the Suffixes from which the user may choose.

Company Information section

*Company Name Field to input the Company Name.
*Country Drop-down box listing the Countries from which the user may choose.
*Address 1 Field to input the first line of the Address where the company resides.

Address 2 Field to input the second line of the Address where the company resides, if

applicable.

*City Field to input the City where the company resides.

*State Drop-down box from which the user may select the State where the company
resides.

*ZIP Code™ Field to input the ZIP Code where the company resides.

*Business Phone Field to input the company’s Business Phone number.

Ext Field to input the Extension of the company’s Business Phone number, if

applicable.

Business Fax Number | Field to input the company’s Business Fax Number, if applicable.

*Email Field to input the user’'s Email address.

*Re-enter Emalil Field to re-input the user’'s Email address.

Source Code Field to input the Source Code, if provided by a USPS representative.
Other USPS

Allows the user to opt to receive additional communications about other USPS

programs, products, g
programs, products, or services.

or services check box
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you may find of
interest check box

Products or services
of USPS partners that

services of USPS partners that he/she may find of interest.

Allows the user to opt to receive additional communications about products or

Back button

Directs the user to the Profile Account Type page.

Continue button

address stored in the database.

Directs the user to the Address Confirmation page or the Company Profile
Summary page, depending on whether the address entered matches an

UNITED STATES
POSTAL SERVICE- HOME | SIGN IN

Business Profile

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

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

Contact Information

Title n
* First Mame
IWiddle Initial
* Last Name
Suffix v

Company Information
* Company MName

* Country | UNITED STATES “
* Address 1
Address 2 Act, fleer, suits, stc.
* City
* State | Select One v

* ZIP Code™

. 10 digits reguired, no dashas
* Business Phone Ext e e A=l

equired, no dashes

Business Fax Mumber
* Email

* Re-enter Email

Source Code

We look forward to communicating with you about the USPS praducts or
sernvices you select

Send me additional information about:

[Jother USPS programs. products. or senices

[JProducts or services of USPS partners that you may find of interest

<Back Cantinwe >

Create a Business Profile

1. SELECT a Title from the Title drop-down box, if applicable.

3 Perform the following steps on the Business Profile page to create a Business Profile in the
@, Business Customer Gateway:
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2. ENTER the user’s First Name in the First Name field.
. ENTER the user’s Middle Initial in the Middle Initial field, if applicable.
. ENTER the user’s Last Name in the Last Name field.

. SELECT a Suffix from the Suffix drop-down box, if applicable.

3
4
5
6. ENTER the Company Name in the Company Name field.
7. SELECT a Country from the Country drop-down box.

8. ENTER the first line of the company’s Address in the Address 1 field.

9. ENTER the second line of the company’s Address in the Address 2 field, if applicable.
10. ENTER a City in the City field.

11. SELECT a State from the State drop-down box.

12. ENTER a ZIP Code in the ZIP Code™ field.

13. ENTER a Business Phone number in the Business Phone field.

14. ENTER an Extension in the Ext field, if applicable.

15. ENTER a Business Fax Number in the Business Fax Number field, if applicable.

16. ENTER an Email address in the Email field.

17. ENTER the same Email address in the Re-enter Email field.

18. ENTER a Source Code in the Source Code field, if applicable.

19. CLICK the Other USPS programs, products, or services check box, if desired.

20. CLICK the Products or services of USPS partners that you may find of interest check
box, if desired.

21. CLICK the Continue button to proceed to the Address Confirmation page or Company
Profile Summary page, depending on whether the address entered matches an address
stored in the database.

/ Note: Y
/ It is extremely important for users wishing to affiliate to the same company to )
— enter the company Name and address information accurately.
—
— A Customer Registration ID (CRID) is a registration ID associated to a

customer and assigned to a company hame at an address. Too much \
variance in company information will result in different CRIDs, and |
consequently company users will not be linked to the same business entity. i

Business Service Administrators (BSAs) are the key contacts for the

management of a selected service at a business location. They need to

ensure that their company users apply with the exact company information /
N that has been entered for the desired location. .

If th\e\address 'e'n'tcrcur UTrarc JuJdirncoo T T1UTIme TJUH’V CUUTOTITOC N IMOCrI ™mIT TUtuul ©°TOo uvul TCI‘IL‘Iy OoTorcu i i
Business Customer Gateway database, the user will be prompted to either use the address as it was
entered or to return to the Business Profile page to enter a new address.

\

The fields and buttons on the Address Confirmation page are described below. A screenshot
of the page is displayed after the field descriptions.

Field/Button Description
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Address Line 1

The first line of the Address where the company resides.

City The City where the company resides.
State The State where the company resides.
Postal Code The Postal Code where the company resides.

Use the address as |
entered it radio button

Uses the address that was entered on the Business Profile page.

Return to the profile
edit screen and enter
a new address radio
button

Directs the user to the Business Profile page, where he/she may enter a new
address.

Continue button

Directs the user to the Company Profile Summary page or the Business Profile
page, based on the option selected.

UNITED STATES
POSTAL SERVICE « HOME | SIGH IN

We did not find an address in our database that matches the one you entered. Please choose one of the
options below in order for us to store the correct information.

Here is the address you entered.

Please choose one from the following options.
& Use the address as | entered it

O Returntothe profile edit screen and enter a new address

Address line 1: 345 POSTAL STREET
City: BALTIMORE
State: MD
Postal Code: 21224

( Continwe > |
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Confirm the Address Entered on the Business Profile Page

N
= Perform the following steps on the Address Confirmation page to confirm the address
@ 7 entered:

If the user would like to continue with the address entered

1. CLICK the Use the address as | entered it radio button.

2. CLICK the Continue button to proceed to the Company Profile Summary page.

If the user would like to go back and edit the address
1. CLICK the Return to the profile edit screen and enter a new address radio button.

2. CLICK the Continue button to proceed to the Business Profile page and enter a new
address.

3. ENTER the new address information into the appropriate fields on the Business Profile
page.

4. CLICK the Continue button to proceed to the Address Confirmation page.
5. CLICK the Use the address as | entered it radio button.

6. CLICK the Continue button to proceed to the Company Profile Summary page.

The Company Profile Summary page displays your Company Account Information, Company Profile
Information, and Communication Preferences.

The fields and buttons on the Company Profile Summary page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description
Username The Username of the customer.
First Name The First Name of the customer.
Last Name The Last Name of the customer.
Company Name The Name of the company.
Address 1 The first line of the Address where the company resides.
City The City where the company resides.
State The State where the company resides.
ZIP Code™ The ZIP Code where the company resides.
Country The Country where the company resides.
Business Phone The Business Phone number of the company.
Email The Email address of the customer.
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Other USPS
programs, products,
or services check box

Indicates whether or not the user has selected to receive communications about
other USPS programs, products, or services.

Products or services
of USPS partners that | Indicates whether or not the user has selected to receive communications about
you may find of products or services of USPS partners that he/she may find of interest.

interest check box

Edit button Directs the user to the Business Profile page.
Continue button Directs the user to the Privacy Act page.
UNITED STATES
POSTAL SERVICE « HOME | SIGN IN

Company Profile Summary

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

Company Account Information

Username: uspstestd

First Name: OLIVER
Last Mame: JAMES

Company Profile Information

Company Mame: THE MAILING COMPANY
Address 1: 345 POSTAL STREET

City: BALTIMORE
State: MD
ZIP Code™: 21224
Country: UNITED STATES
Business Phone: 4119223456
Email: ojames@example.com

Communication Preferences

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

< Edit Continue >

Confirm Company Profile Summary Information

= Continue button to proceed to the Privacy Act page. If the information needs to be
edited, CLICK the Edit button to be directed to the Business Profile page.
On the Privacy Act page, the user must read and accept the Privacy Act before he /she may sign up for a
Business Customer Gateway account.

N
= @? If the information displayed on the Company Profile Summary page is correct, CLICK the
4

The fields and buttons on the Privacy Act page are described below. A screenshot of the
page is displayed after the field descriptions.
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Field/Button Description
Yes radio button If selected, indicates that the user accepts the terms of the Privacy Act.
No radio button If selected, terminates the user registration process.
Directs the user to the Select a Business Service page or the Business
Continue button Customer Gateway page, depending on whether the user has accepted the
terms of the Privacy Act.
UNITED STATES
POSTAL SERVICE« HOME | SIGN I
5, |

Privacy Act

Before signing up. you must read and accept the following Privacy Act. Acceptance means that you

understand and consent to the terms

Do you agres to these terms? @ Yes O No

Continue >

Accept the Terms of the Privacy Act

N
= Perform the following steps on the Privacy Act page to accept the terms of the Privacy Act:
- @r
1. CLICK the Yes radio button.
2. CLICK the Continue button to proceed to the Select a Business Service page.
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On the Select a Business Service page, the user will be able to request access for the FAST service.

The fields and buttons on the Select a Business Service page are described below. A
screenshot of the page is displayed after the field descriptions,

Field/Button

Description

Locate service where

Drop-down box listing the criteria by which the user may search for a service.

contains

Field to input the search criteria.

Submit button

Searches for a service based on the entered search criteria.

Mail & Transport section

Schedule a Mailing

Select a Business Service

The business capabhilities shown on the Business Customer Gateway are grouped into “services.” These senvices allow
users to conduct business activities for their companies. Click the details link for more information on a service, and to
apply for a business senvice simply select one of the service links from the list below.

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

Locate service where contains: Submit
= Design & Prepare
+ Nailer IO [details)
= Mail &Transport
+ Customer | abel D|Str|but|:|nQ ystem (CLDS) (details)

+ Electronic Data Evchang 5] IF'JSIEHOHE' (details)
a Mailing Appointment (FAST) (details}

Appointment (FAST) Directs the user to the Select Business Locations page.
hyperlink
UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGN QUT

Frofile Request Access Request Status

(details}

Request Access to the FAST Service

B/ CLICK the Schedule a Mailing Appointment (FAST) hyperlink to request access to
@, FAST and proceed to the Select Business Locations page.

The FAST service must be associated with at least one business location. When using the FAST service,
the user will have the ability to be associated with one or more business locations from his/her user
profile. The Select Business Locations page displays the currently existing business location(s) that the
user may associate with the FAST service.
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The fields and buttons on the Select Business Locations page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description
details hyperlink Displays details about the associated service.
New Business Directs the user to the Add a Service page where the user may input new
Location button location information.
EX'S“'."g Business Allows the user to select one or more Existing Business Locations to associate
Locations check . )

with the FAST service.

boxes
Business Name The Name of the company.
CRID The Customer Registration ID of the company.
Address The Address where the company resides.
City The City where the company resides.
State The State where the company resides.
Zip The Zip Code where the company resides.
Cancel button Directs the user to the Select a Business Service page.
Next button Directs the user to the Add a Service page.

E UNITED STATES
POSTAL SERVICE= | HELP | SIGN OUT

ME | G

Profile Request Access Request Status

Select Business Locations

Each online Business Service must be associated with at least one business location. This enables users to access
data for the business location with the capabilities of the sernvice selected

You have selected the following online Business Senvice

Service
Customer/Supplier Agreements (CSAs) details)

When using this online service you will have the ability to be associated with one or more business locations from your
user profile. If you would like to be associated with a business location thatis not shown in the table below, please
selectthe "New Business Location” link to add the business location to your profile.

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

S . New Business Location
Existing Business Locations

Business .

Name CRID Address City State Zip

[] | THE MAILING COMPANY 4431553 | 345 POSTAL STREET BALTIMORE MD | 21234
. Cancel i Next >

Associate One or More Business Locations with the FAST Service
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Perform the following steps on the Select Business Locations page to associate one or
more Business Locations with the FAST service:

1. CLICK one or more of the check boxes to associate Existing Business Locations.

2. |If the Business Location is not listed in the Existing Business Locations list table, CLICK
the New Business Location button to add a Business Location to the table listing.

3. CLICK the Next button to proceed to the Add a Service page.
If the user needs to associate the FAST service with one or more locations which are not listed in the

Existing Business Locations list table, he/she may click the New Business Location button to be
directed to the Add a Service page.

The fields and buttons on the Add a Service page are described below. A screenshot of the
page is displayed after the field descriptions.

Field/Button Description
*Company Name Field to input the Company Name.
*Country Drop-down box listing the Countries from which the user may choose.
*Address 1 Field to input the first line of the Address where the company resides.

Address 2 Field to input the second line of the Address where the company resides, if

applicable.

*City Field to input the City where the company resides.

*State qup—down box from which the user may select the State where the company
resides.

*ZIP Code™ Field to input the ZIP Code where the company resides.

Cancel button Directs the user to the Select a Business Service page.

Directs the user to the Address Confirmation page or the Select Business
Continue button Locations page, depending on whether the address entered matches an
address stored in the database.
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UNITED STATES
POSTAL SERVICE = HOME | GATEWAY | HELP | SIGN OUT
y |
Profile Request Access Request Status
Add a Service
Fill in the following information: (* Required fields)
Business Information:
* Company Name
* Country | UNITED STATES hd
* Address 1
Address 2
* City
* State | Select One M
*ZIP Code™
. Cancel ._ Continue

Associate One or More Business Locations with the FAST Service

= Perform the following steps on the Select Business Locations page to associate one or
@, more Business Locations with the FAST service:

ENTER a Company Name in the Company Name field.

SELECT a Country from the Country drop-down box.
ENTER the first line of the company’s Address in the Address 1 field.

ENTER the second line of the company’s Address in the Address 2 field, if applicable.
ENTER a City in the City field.

SELECT a State from the State drop-down box.

ENTER a ZIP Code in the ZIP Code™ field.

© N O O A O DN =

CLICK the Continue button to proceed to the Address Confirmation page or the Select
Business Locations page, depending on whether the address entered matches an
address stored in the database.

After the user has finished selecting the Business Locations to be associated with the FAST service, the
user must confirm the service being requested and the selected business locations for that service on the
Add a Service page.

The fields and buttons on the Add a Service page are described below. A screenshot of the
page is displayed after the field descriptions.

Field/Button Description
details hyperlink Displays details about the associated service.
Business Name The Name of the company.

CRID The Customer Registration ID of the company.
Address The Address where the company resides.
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City The City where the company resides.
State The State where the company resides.
Zip The Zip Code where the company resides.

Back button

Directs the user to the Select Business Locations page.

Cancel button

Directs the user to the Select a Business Service page.

Confirm button

Directs the user to the Business Service Administrator Approval page or the
Business Customer Gateway page, depending on whether there is already a
Business Service Administrator for the selected location.

UNITEDSTATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGN QUT

Profile Request Access Reguest Status

Add a Service

Review the information below and dlick Confirm to submit the request, or Back to return to the previous page.

Service
Customer/Supplier Agreements (CSAs) (details)
Business Locations
Business - =
B sy CRID Address City State Zip
THE MAILING COMPANY 4431553 | 345 POSTAL STREET BALTIMORE MD | 21224
< Back Cancel Confirm

The FAST service requires a Business Service Administrator (BSA) to be in place to manage user access
at a business location. If a Business Service Administrator has not been established, the Business
Service Administrator Approval page will be displayed. If the user agrees to become the Business Service
Administrator, the user registration process continues. If the user declines, his/her service request will go
into a pending status until there is a Business Service Administrator for the FAST service at the user’s
business location. The request is held for ten days.

f gamAS Note: !

! — The first user requesting the service at a business location should be the |

! — person that will assume the Business Service Administrator i

| - responsibilities. :
R30.0 v1.0
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The fields and buttons on the Business Service Administrator Approval page are described
below. A screenshot of the page is displayed after the field descriptions.

Field/Button

Description

| certify that | have
read and understand
the foregoing check
box

If selected, indicates the user has read and understood the terms and conditions
of the BSA Agreement.

Business Name check
boxes

Allows the user to select one more Business Names for which to become the
Business Service Administrator.

Business Name

The Name of the company.

CRID The Customer Registration ID of the company.
Address The Address where the company resides.

City The City where the company resides.

State The State where the company resides.

Zip The Zip Code where the company resides.

No Thanks button

Declines the system’s request for the user to become the Business Service
Administrator, and places the request in a pending status.

Yes button

Agrees to the system’s request for the user to become the Business Service
Administrator.
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UNITED STATES
POSTAL SERVICE» HOME | GATEWAY | HELP | SIGN QUT

"~
Brofle ~ Requesticcess — RequestStatus

Business Service Administrator Approval

Itis a requirement for this online Business Service that 3 Business Senvice Administrator (BSA) be in place to manage
user access for this business location. Would you like to become the BSA and accept the responsibilities detailed below
for this business location?

If you do not want to accept these responsibilities, your access request will be placed in a queue until another individual
becomes the BSA

Please review the following BSA Agreement
The BSA role is a critical part of your company’s participation in online collaboration with the US
Postal Senice. The BSA is the key contact for your company for the admini: ian of your selected
senices, The BSA has the overall responsibility to coordinate the administrative program
requirements within your company. This person must also approve all requests for computer
access to these senices for your company

. ini Responsibility: Admini r will (3) be responsible for activating and
deactivating its users' lagon IDs, and (b) be responsible for assigning the appropriate access
levels to its users.

« Administrator Obligations: BSAs will advise its users of their obligations under this agreement.
« Administrator Personnel Change: Participant shall notify the USPS Customer Service Center
(1-800-522-9085) when a BSA leaves employment at participant's company. If participant fails to
notify the USPS Customer Senvice Center, participant is liable for any loss sustained by the Postal
Service and any other third-parties resulting from the subscriber's failure to submit such
notification,

[#] | certify that | have read and understand the foregoing.

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

Business Name CRID Address City State Zip
[ | THE MAILING COMPANY 4431553 345 POSTAL STREET BALTIMORE MD 21224
No Thanks Yos

Agree to Become the Business Service Administrator

N
= Perform the following steps on the Business Service Administrator Approval page to agree
@, to become the Business Service Administrator for one or more companies:

1. CLICK the | certify that | have read and understand the foregoing check box to agree
to the terms and conditions of the BSA Agreement.

2. CLICK one or more of the check boxes next to the Business Names of the companies for
which to become the Business Service Administrator.

3. CLICK the Yes button to proceed to the Business Service Administrator (BSA) Access
Granted page.
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The Business Service Administrator (BSA) Access Granted page displays each of the business locations
for which the user has agreed to become the Business Service Administrator.

The fields and buttons on the Business Service Administrator (BSA) Access Granted page
are described below. A screenshot of the page is displayed after the field descriptions.

Field/Button Description

Business Name The Name of the company.

CRID The Customer Registration ID number of the company.

Address The Address where the company resides.

City The City where the company resides.

State The State where the company resides.

Zip The Zip Code where the company resides.
Directs the user to the Business Service Administrator Approval page or the

Continue button Apply for BSA Fast Service page, depending on whether there is already a
Business Service Administrator for the selected location.

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

Erofile EReguest Access Eeguest Status Eequest Inbox IManage User Access

Business Service Administrator (BSA) Access Granted

You have been granted BSA privileges to the following semvices:

Business Name CRID Address City State Zip
THE MAILING COMPANY 4431553 345 POSTAL STREET BALTIMORE LD 21224

__Continue

Request Access to the FAST Service

A
~
= @, CLICK the Continue button to proceed to the Apply for BSA FAST Service page.

If the company the user is applying for access to is not currently using FAST services, the user must
create a new corporation to allow the company to serve as the headquarters/corporate office in FAST. If
the user needs to associate the company to an existing corporation in FAST, he/she may locate the
existing corporation using that corporation’s Customer Registration ID.
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The fields and buttons on the Apply for BSA FAST Service page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button

Description

CRID

The Customer Registration ID of the company.

Company Name

The Name of the company.

Address

The Address where the company resides.

Locate Corporation
button

Directs the user to the Apply for BSA Fast Service Page where the user may
enter a Customer Registration ID to locate an existing corporation in FAST.

Create Corporation

Directs the user to the Apply for BSA FAST Service page where the user may
confirm that the company will be created as the headquarters/corporate office in

button

FAST.

UNITED STATES
POSTAL SERVICE » Home

Facili ipment Tracking (FAST

Facility Access and Shipment Tracking (FAST)

Apply for BSA FAST Service

Some of the companies you are applying for access to are not currently using FAST services. If you would like any of
these companies to serve as the headquartersicorporate office, click on the Create Corporation button. If you want to
associate one of these companies to an existing corporation in FAST, dick on the Locate Corporation button. When
this process is complete you will be returned to the Business Customer Gateway

1 result
CRID Company Name Address Locate Create

10000703 THE MALING COMPANY 901 POSTAL Locate Corporation | | Create Corporation
STREET BALTIMORE
WD 21224

Apply for BSA
N

@

\

@

H/

FAST Service

CLICK the Locate Corporation button to proceed to the Apply for BSA FAST

Service

page, where the user may enter a Customer Registration ID to locate an existing

corporation in FAST.
OR:
CLICK the Create Corporation button to proceed to the Apply for BSA FAST

page, where the user may confirm that the company will be created as the
headquarters/corporate office in FAST.

Service
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UNITED STATES
’ POSTAL SERVICE
If the user needs to locate an existing corporation in FAST, the Apply for BSA FAST Service page will
display, allowing the user to enter a Customer Registration ID number and search for a corporation.

The fields and buttons on the Apply for BSA FAST Service page are described below. A

screenshot of the page is displayed after the field descriptions.
Field/Button Description
Enter CRID Field to input the existing corporation’s Customer Registration ID.
Search button ILIS).cates; the existing corporation based on the specified Customer Registration
POSTAL SERVICE- -
Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Apply for BSA FAST Service
Please enter the exact Customer Registration Id (CRID) of the corporate entity using FAST senvices to associate the

currently selected entity to
Company Name: THE MAILING COMPANY

CRID: 10000703
Address 1: 901 POSTAL STREET

City: BALTIMORE
State: MD
ZIP Code: 21224

A CRID is a numeric identifier up to 15 digits.
Search >

* Customer Registration ID:

< Back

\

~
P @, corporation in FAST:
ENTER a Customer Registration ID number in the Enter CRID field.

1.
2. CLICK the Search button to search for the existing corporation.

Locate an Existing Corporation in FAST
Perform the following steps on the Apply for BSA FAST Service page to locate an existing

After the user has located an existing corporation, the Apply for BSA FAST Service page will display to
prompt the user to confirm the corporation to be created as the headquarters/corporate office in FAST
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The fields and buttons on the Apply for BSA FAST Service page are described below. A
screenshot of the page is displayed after the field descriptions.

Field/Button Description

Confirms the existing corporation will be created as the headquarters/corporate

Confirm button office in FAST and directs the user to the Business Customer Gateway page.

Directs the user to the Apply for BSA FAST Service page, where the user may

Cancel button enter a Customer Registration ID to locate an existing corporation in FAST,

UNITEDSTATES
B POSTAL SERVICE. Home

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Apply for BSA FAST Service

Please confirm that

Corporate Location
Company Name: THE MAILING COMPANY
Corporate CRID: 10000703
Address 1: 901 POSTAL STREET
City: BALTIMORE
State: MD
ZIP Code: 21224

should be associated to

Mailer Location
Company Name: THE MAILING COMPANY
CRID: 10000703
Address 1: 901 POSTAL STREET
City: BALTIMCRE
State: MD
ZIP Code: 21224

Clicking Confirm will associate the business entity as a location of the above corporate office and you will be returned
to the Business Customer Gateway. Clicking Cance! will return you to the Business Customer Gateway, requiring you
to restar the application process

Cancel Confirm

Associate the Existing Company as the Headquarters/Corporate Office in FAST.

= CLICK the Confirm button to associate the existing corporation as the
@ 7 headquarters/corporate office in FAST and proceed to the Business Customer Gateway

page.

If the user created a new corporation in FAST on the Apply for BSA FAST Service page, a similar screen
will appear. For a detailed list of fields and buttons on this page, please reference the section above. A
screenshot of the Apply for BSA FAST Service page is displayed below.
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UNITED STATES
POSTAL SERVICE USPS.COM | GATEWAY | HELP | SIGN OUT

Profile Request Access Request Status

Add a Service
Confirm Mew Business Location for MAILING COMPANY 13

Please verify that the information you entered for this business location is correct. Clicking Confirm will add this
business location to your profile and associate itto the online Business Senice as pan ofthis]:request. Ifthe business
location information is not correct please click Cancel.

New Business Location
Company Name: MAILING COMPAMY 13
Country: UNITED STATES
Address 1: 913 POSTAL 5T
City: BALTIMORE
State / Province: MD
ZIP / Postal Code: 21224

Cancel Confirm

Create a New Corporation in FAST.

as the headquarters/corporate office, and proceed to the Business Customer Gateway

3 @ CLICK the Confirm button to create a new corporation in FAST, associate the corporation
4 page.

On the Business Customer Gateway page, the user may directly access the FAST service.

The fields and buttons on the Business Customer Gateway page are described below. A
screenshot of the page is displayed after the field descriptions

Field/Button Description

Mail & Transport Section

Schedule a Mailing

Appointment (FAST) Link to access the Welcome to FAST page.
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UNITED STATES
POSTAL SERVICE« HOME | GA AY | HELP | SIGN OUT

Frofile Request Access Request Status Request Inbox IManage User Access

Business Customer Gateway

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

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

Your Account Settings
= Design & Prepare
+ Intelligent Iail Services

Welcome JEANIE

» Mailer 1D Profile
= Mail &Transport * Profile
+ Centralized Account Processing Svstem (CAPS) + Reqguest Access
s Customer Label Distribution System (CLDS) + Reguest Status
« CustomerSupplier Agreements (CEAs)
+ Electronic Data Exchange (PostalOne!) User Management
+ Electronic Data Exchange (PostalOne!)
o |Schedule a Wailing Appointment (FAST) * Reauestinbox
+ llanage User Access
= Profile

» Permit Profile (PostalOne!)
Customer Support
1 Test
+ National Customer Support Center
—RIBBS
+ Senvice Updates
+ ePubwatch
+ Business Service Metwork (BEN)
eSenvice
Customer Support Contacts
+ MNews & Information

= Test Area

=l Track & Repon:

Balance & Fees (PostalOne!)
Delivery Confirmation

Idail Tracking & Reporting
Idailing Reports |P:|staIOnel

Q|gnature C:nnﬂrman:ln
Track and C :mﬂrm

Access FAST from the Business Customer Gateway Page

N
= CLICK the Schedule a Mailing Appointment (FAST) hyperlink to access the FAST
@, service from the Business Customer Gateway page.

! \
D\ — Note: !
! — After completing the customer registration process, the user may not have |
X ; access to all FAST functionality immediately. Please be patient as the E
:\ system registers the new service request. !

12.1.2 Existing Customer Users

Existing FAST users that logged into PostalOne! between March 30, 2009 and April 14, 2009 will
automatically have their account information migrated to the new Business Customer Gateway. These
users will be able to log directly into the new Gateway with their existing usernames and passwords.

Existing FAST users that did not login during this time period will need to reset their passwords through
the Business Customer Gateway.
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