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Enhancements to External Mailing Summary Report and eMail Notification of Fee Notice and 
Low Balance  
 
 
In January 2014 release, the Mailing Summary Report on the Business Customer Gateway allows you to search by permit 
to obtain this data. The Manage Permits tab also allows you to obtain data on your permits. The database referenced in 
Question 1 might also be a way to further improve management of permits and associated transactions. 
 
Step 1;  Login 

 
 
Step 2: Select “Mailing Summary Report” 
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Step 3: Filter Options for Mailing Summary Report 

 
 
Step 4:  Option to select “ALL Forms” or “Individual Form” 
 

 
 
Step 5: Option to Select “All Locations” or each individual location 
 

 
Step 6:  Must select “Account Type”  
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Step 7:  Option to select all “Permit/Publication” or each individual permit/pub 

 
 
Step 8: Mailing Summary Report Search Results – Ability to export via Excel 

 
Step 9:  Download via Excel 
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In January 2014 release, includes several enhancement functionalities for the ”Fee Due Date Notification” email 
notification and “PostalOne! Low Balance Notification” email notification.  We would like to work with your ideas to create 
an efficient and usable process. Perhaps the development of "push" notifications as renewal reminders could be a useful 
component. 
 
The existing “Fee Due Date” Notification and PostalOne! “Low Balance” Notification emails have been updated to provide 
more accurate and useful information to the customer. In addition to the Permit Number, Permit Type and Post Office of 
Permit, each message now displays the Customer Registration ID (or CRID) for each permit contained in the email. The 
Low Balance email has also been updated to display the “Current Balance” for each of the permits listed.  
 
Step 1:  Sign In > Select Postal Wizard 

 
 
Step 2: Click Balance and Fes  

 
 
Step 3:  Click on “Receive Fee Notice” link 
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