- UNITED STATES
P POSTAL SERVICE®

MTEOR Standing Request Training
VIETHETES

~all MTEOR

This meeting begins at 2:00 p.m. EST

Participant Event Plus Dial-In Number: 1 (844) 366-8108

Conference ID: 59061118
January 21, 2015



Before We Begin

o To join the teleconference, click “Communicate” from the WebEx
menu bar, then click “Join Teleconference”

o If you are using speakers you may hear an echo, for optimum
results please use your headset

« Decreasing the sound may help, but may not eliminate the issue

o For best viewing, select “Full Screen” at the bottom left corner of
your screen

o To ask a question, click on the Question Mark on the WebEx
controls, and submit your questions to one of the Panelists

As an attendee, your phone is muted by default
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Objectives

o Review the basics of MTE, MTEOR and the standing request
functionality

o Understand the different types of requests
o See the changes on the MTEOR Dashboard

o Learn how to create and modify standing request templates in
MTEOR

o Learn how to manage and view individual standing requests

o Review tools and resources

MTEOR 3



MTE Definition

o Mail transport equipment (MTE) - MTE are any trays, flat tubs,
sacks, sleeves, pallets and rolling stock used to transport mail




MTEOR Overview

POSTAL SERVICE

o Mail Transport Equipment Ordering system

o A fast, reliable, and convenient place for you to request Mail
Transport Equipment (MTE) online

JUSPS.COM

ail Transport Equipment Ordering System

Pashboard

EUSPSCOM

Mail Transport Equipment Ordering System
Request Entry Form

MITE Delivery Address { Facility Step 1. Select USPS Plant Pick Up Lt

Request Fickup Date:

WTEOR D: L17518 - LOCAL MAILER 1 - 60 CHARACTERS AEERESSB

Crete New One Time Request e T
+ Before placing & New Request, review Request History.

©  September 2013 O + Chedk your request history for your Ready for Pick up date
+ Before mreating & new standing request template, review the current Stand

Create New Stending Requsst Template
Plant Request History [ECUERPLECVSSSSUNETERg  WTE Catalog

To View standing request history dtsils, se2 instructions below
+ Vizw - select the box or boxes to the Ieft of the templste number(s) and dick on View Details

to determine when the product will be svailable.

Su Mo Tu We Th Fr Sa + Your items will be held at the plant for 3 days sfier your
scheduled picwp date. If you have not picked up your
requested MTE afizr 2 days, we will restock the fizms and
withdraw your request,

23 24 25 26| 27| 28

[[] TemplsteNumber ¢ Status ~ DayScheduled  ~ Loads ¢ StartDate ¢ EndDate & User .
Enter Point Of Contact
Use the comments box when
[E] T0000000493-WON PENDING AFFROVAL  MON 2 12092014 01282015 sitesidevmt o T - You are requesting & pidk up earlier than 45 hours from the request date
- Ifyou have additionsl MTE requirements
[ T0000000450-WON PENDING AFFROVAL  MON 2 12022014 010812015 sitesidevmt * Otner communication for the Plant representative
Phane Number:
[F] Toooo000452-MON PENDING APPROVAL  MON 1 12022014 Q1212015 sitesidevmt -
[T ToooooonasT-won PENDING APPROVAL  MON 2 12092014 01292015 sitesidevmt
143 of 145 charscters remaining
[F] T0000000454-4ON FENDING AFFROVAL  MON 1 12022014 01282015 sitesidevmt
[[] T0000000257-WON FENDING AFFROVAL  MON 1 282014 0222015 F4OFKO
© Frevious O Next
[[] To0oop0pati-MON FENDING AFFROVAL  MON 1 T2R014 122812014 mayanigTi
Step 3. Seledt Order Quantities
[] To000000456-WON PENDING APPROVAL  MON 1 12032014 012012015 mayanigT1 -
‘ L ’

Step 4. Confirm & Pl

= Need MTEOR Help? Call 1-886-220-23404 or email the Help Desk st MTEORUSPS gov




Introduction to Standing Requests

o This new functionality allows you to create multiple reoccurring
requests with one template in MTEOR as well as:

J Streamline communications between you and your Plant
@ Save you time from repeatedly placing the same request for MTE

%‘ Ensure you receive your MTE consistently

The Standing Request functionality is now live!




Users Impacted by Standing Requests

o The standing request functionality is available to Mailers who
only receive MTE from their local Postal Plant

o Local Mailers — Mailers who request MTE from a Postal Plant

o Mustreceive MTE on a weekly basis to use the new standing request functionality

e MTESC Mailers — Mailers who receive direct delivery of MTE from an MTESC
« MTESC Mailers can still create one-time requests from Postal Plants

« MTESC Mailers will continue to receive their standing orders from MTESC



Types of Requests

0 Understanding the differences between requests will help you
tremendously!

. IS a single request that is
created by you for an individual need
= One-time requests have request numbers starting with “R”

« New Functionality: A standing request template allows user to
create recurring MTE requests on a weekly basis

- Standing request templates have template numbers starting “T” with
different day codes

« New Functionality: A standing request is displayed on your
dashboard as a single request generated by a standing request
template

- Standing requests have request numbers starting with “S”

VTEOR. 8




MTEOR Dashboard Changes

UNITED STATES
POSTAL SERVICE

Home

) The “Select Action”
= USPSCOM button allows you to

Mail Transport Equipment Ordering System create new requests for
Dashboard MTE

MTE Delivery Address / Facility

MTEOR ID: L17518 - LOCAL MAILER 1 - 80 CHARACTERS A

« Before placing 3 Maw Reguest, review Reguest Histony.

« Before creating 3 new standing reguest template, revisw the currsnt Standing Reguest Templates.

Plant Request History Standing Request Templates MTE Catalog

To “View or "Export/Print” reguest history details, see instructions below:
= Vigw - s=lect the box or boxes to the left of the reguest numbser(s) and click on View Details

» Export/Print - from the reguest histony detsils scresn, select the Print” or "Excel Shest” button

MTECOR ‘Reguest History” detals are stored for up fo 30 days afer the Requesied Fick-Up Daie

[[] RooDDODE35D  FLACED 12182014 120242014 F40FKD &
[[] RoooooDE3S1 FLAGED 12/18/2014 12202014 F40FKD [
[C] moooooos3sz  FLACED 12182014 20252014 F40RD

[C] 50000004705  PLAGED 11/05:2014 11/08/2014 SYSTEM

[[] sovoopos7os  PLACED 11/05/2014 11/06/2014 SYSTEM

[ sovoopos7or PLACED 11/05/2014 11/07/2014 SYSTEM

[[] soooobod7os  FLACED 11/05/2014 11/07/2014 SYSTEM

T| 1} r

« Mesd MTEOQR Help? Call 1-885-330-2404 or email the Help Desk at MTECR@USPS.gov 9




MTEOR Dashboard Changes

UNITED STATES
POSTAL SERVICE

Click to “Create a New
. One Time Request” or
= USPS COM «Create a New
prt Equipment Ordering System Standing Request
The “Standing Request Template”
Templates” tab is available  «raciliy

on your dashboard
[18 - INSCAL MAILER 1 - 8D CHAHACTEHSAE m

Creste Mew One Time Request

» Before placing 3 New Reguel, review Reguest Histony.

= Before cresting 3 new standing Nguest templats, review the current Stang

Plant Request History Standing Request Templates MTE Catalog

T Wiew" or "Export/Print” reguest history detsils, see instructions below:
« View - select the box or boxes to the left of the request number(s) and click on View Details

Create Mew Standing Reguest Template

« Export/Print - from the reguest histony detsils scresn, select the Print’ or "Excel Shest” button

MTEOR ‘Request History” details are stored for up 1o 20 dsy= affer the Requested Pick-Up Date

Dretails

D Request = Status « [Date « Date « Ready for Pick . Actual Pick a Date s User -
Number T FPlaced T Requested T Up Date T Up Date T Withdrawn -
] Roooooossso FLACED 121872014 1202472014 F4OFKD -
[[] rooooooezst FLACED 12182014 1272002014 F40FKD |:|
[[] mooooooezsz FLACED 1211572014 122572014 EA0EKD

[ soooooosros SYETEM

[ soooooos7os . SYETEM

There are now different
[ soooooos7or 11052014 SYETEM
types of request numbers

[] sooooooszos FLACED 11/05/2014 SYETEM

— a2
1| 1T} | *

+» Mesd MTEOR Help? Call 1-885-330-2404 or email the Help Desk at MTECRE@USFS. gov 10




Creating a Standing Request
Template



Creating a New Standing Request Template

UNITED STATES

POSTAL SERVICE

= USPSCOM Click here to create a new

Mail Transport Equipment Ordering System standing request template
Dashboard

MTE Delivery Address I Facility

MTECR ID: L17518 - LOCAL MAILER 1 - 80 CHARACTERS A |E|

Creste Mew One Time Request

» Before placing 3 Mew Reguest, review Reguest Histony.

= Before cresting 3 new standing reguest templats, review the current Stang

Plant Request History Standing Request Templates MTE Catalog

T Wiew" or "Export/Print” reguest history detsils, see instructions below:
« View - select the box or boxes to the left of the request number(s) and click on View Details

Create Mew Standing Reguest Template

« Export/Print - from the reguest histony detsils scresn, select the Print’ or "Excel Shest” button

MTEOR ‘Request History” details are stored for up 1o 20 dsy= affer the Requested Pick-Up Date

Dretails

D Eequest = Status s Diate s Diate s Ready for Pick s Actual Pick s Date *  User -
umber Placed Requested Up Date Up Date Withdrawn

[] rooboooesso FLACED 1218/2014 1202472014 F4OFKD -

[[] rooooooezst FLACED 12182014 1272002014 F40FKD |:|

[[] mooooooezsz FLACED 1211572014 12/25/2014 EadEKD

[ soooooosros FLACED 11/05/2014 1/06/2014 SYETEM

[] svooooos7oe PLACED T1/05/2014 11/08/2014 SYETEM

[ svooobod7or FLACED 11/05/2014 1/07/2014 SYETEM

[[] svooooos7os FLACED 11/05/2014 1/07/2014 SYETEM

T| i | *

+ Mesd MTEOR Help? Call 1-855-330-2404 or email the Help Desk at MTEOR@USFS. gov 12




=) Selecting the Postal Plant

UNITED STATES
POSTAL SERVICE

o Select a Plant for your MTE standing requests

Home | Gatewsay | Logout

EUSPSCOM MTEOR

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Step 1. Select USPS Plant Pick Up Location

YO U can save yo ur Select state, then city or plant for the MTE pick up location.

selections b
y Choose a city to namow your search or directly choose a plant.

check Make
Default for Future ctate SN
Requests

City: MAMSFIELD

\ﬁ% 0204 - MANSFIELD MA ANNEX - 31 MIDDLESEX DRIVE - MANSFIELD, MA 020431137

Make Default for Future Standing Request Templates

[ B[]

Enter Point of Contact

Select Order Quantities

Confirm & Place Order

MTEOR ;
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UNITED STATES
POSTAL SERVICE

Confirming the Point of Contact

o Confirm your Point of Contact information

This information is
pre-populated with

your information, but
can be edited if
needed

e USPSCOM

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Step 1. Select USPS Plant Pick Up Location

Step 2. Enter Point of Contact

Enter Point Of Contact:

Full Name: John Doe

Phone Mumber: | 1234567830

Email Address. | jphn.doe@123.com

© Previous

Step 3. Select Order Quantities

Step 4. Confirm & Place Order

© Mext
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= Choosing the Template Date Range

UNITED STATES
POSTAL SERVICE

o Select the start and end date for your standing request template

E2USPSCOM MTEOR)

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Your standing request
template must last for at
least 30 days and cannot
exceed 90 days from the
current date of request.

ct USPS Plant Pick U

Monday Tuesday Wednesday Thursday Saturday Sunday

Select Start Date: || 01/20/2015 Select End Date: |0Z/03/2015

[} March 2015 ]

Request Limit Reached: 46%
Su Mo Tu We Th Fr 5a

Add Load Each request cannot exceed il 2/ =] &l sl &l 2IM foot truck.
;‘i:f“ Piece Unit 8| 910 11 12 13| 14
':LI-.ET-I:?'TIE uD ?_“E"';t ';a';; Quantity :=:”_ 15 16 17| 18 19 20 21
. . . 22| (23| 24| 25| 26| 27| 28
You will receive an email HALF TRAY s 2
notification 14 days prior HALF sLeEE il e o il
to your 90 day expiration TR woome =[]
d a.t e MM SLEEVE (] 0BT | 11 . E 7,326 34,468 26 1
PRIORITY MAIL SACK 600 WA 11 - El 6,600 $46,134.00 3
. SEMI-CLEAR SACK 500 50.84 - E|
Once a standing request e . uw = L
template expires after 90 - .
. L P -
days, you will have to < |
create new standing View MTE Catalog

request templates for
approval

@ Previous © Next

15




E Selecting the Day to Receive MTE

POSTAL SERVICE

o Select the MTE type and quantity you want to request for the first
day of the week

= USPSCOM' MTEOR

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Monday Tuesday Wednesday Thursday Saturday Sunday

Select Start Date: 01/20/2015 Select End Date: 03/03/2015

You only see days that

the Selected Request Limit Reached: 46%
Postal Plant iS Open. Add Lead Each request cannot exceed a truckload - based on a forty eight foot truck.
Pieces
Load 1 per Piece X Unit | cimes El .
MTE Type Pallet Value Quantity =e=s Pieces Value
For example, Friday is e oo =[] 0
not showing on this e = - L] 1
HALF TRAY 310 $1.83 .
dashboard because the =]
) HALF SLEEVE 1131 $0.41 = [+l
selected Postal Plant is A o o =
Closed on Frldays MM SLEEVE 555 $081 |11 =] 722 $4,488.85
PRIORITY MAIL SACK 600 698 (11 s ] 8800 $46,134.00 o
SEMI-CLEAR SACK 500 $0.24 - [=]
FALLET 45 $8.00 Fimcez |l 5
4 T | »

Wiew MTE Catalog

© Previous
. 16




UNITED STATES
POSTAL SERVICE

=) Requesting Desired MTE

o Choose the MTE type and quantity you want to request for the first
day of the week selected

= USPSCOM' MTEOR

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Monday Tuesday Wednesday Thursday Saturday Sunday

Select Start Date: 01/20/2015 Select End Date: 03/03/2015

Request Limit Reached: 46%

|
Add Lead Each request cannot exceed a truckload - based on a forty eight foot truck.
Pieces X
toz¢ t WTE Type Bllet Ve Quantity Unit | pieces [w] pigces Value
ﬁ FLAT TUB 84 $4.09 . E| -~
FLAT TUB LID 1|2 5. - [=]
Each request cannot — il
HALF TRAY 310 $1.83 . E|
exceed a 48-foo_t truck R e e
load capacity w TRaY 2w w0 . 5] ]
MM SLEEVE S $061 [11 . [=] 738 $4,488.25
You m ay add multi P le FRIORITY MAIL SACK 600 3638 |11 . [=] 6o $46.13400  —
loads for this particular SEMLGLEARSAGK 50 3084 . =]
day’s requests = £ s I E—— o

Wiew MTE Catalog

© Previous © Next
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UNITED STATES

POSTAL SERVICE

ESelecting the Multiple Day(s) to Receive MTE

o Select the MTE type and quantity you want to request for the
another day(s) of the week if needed

edUSPSCOM

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Step 1. Select USPS Plant Pick Up Location

C||Ck Other days Of the Step 2. Enter Point of Contact
Week tO request MTE for Step 3. Select Order Quantities
multiple days
Monday Tuesday Wednesday Thursday Friday Sunday
Select Start Date: 01/20/2015 Select End Date: 03/09/2015

Request Limit Reached: 4%

——
Add Load Each request cannot exceed a truckload - based on a forty eight foot truck.
Load 1 Pieces
0a per Piece N
MTE Type Pallet Value Quantity Unit | Pieces E Pieces Value
Load 2 HALF TRAY 400 183 Fieces |7 -
HALF SLEEVE 131 50.41 Disces E
MM TRAY 210 5207 Disces E
MM SLEEVE 666 5061 |24 Disces E 24 $14.64
PRIDRITY MAILL SACK 600 5699 | o4 Picces E 24 $167.76
SEMI-CLEAR SACK 500 50.84 | oy Pieces E 24 $20.16
PALLET 45 5800 |24 Diecas E 24 5192.00 1
OTHER MTE 1 $1.00 Pieces E
$424.80

View MTE Catalog
18



Requesting Other MTE

POSTAL SERVICE

o Use “Other MTE” to request MTE that is not on the list

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Step 1. Select USPS Plant Pick Up Location

Monday  Tuesday | Wednesday | Thursday = Fridsy = Sunday

Select Start Date: 01/20/2015 Select End Date: 03/09/2015

Request Limit Reached: 59%

Add Load Each request cannot exceed a truckload - based on a forty eight foot truck.
03 per Piece . .
MTE Type Pallet  Value Quantity Unit | Pieces |Z| Pieces Value
— "
HALF SLEEVE 13 5041 |1 Pallets E 1,131 $463.71

LATSER? 210 52.07 Pieces
MM SLEEVE 668 5081 Pieces
Click “Other MTE”, for PRRITYMALSACK 00 sace
MTE requests that are SEMICLEARSACK 500 S04 S~
not on the list PALLET e s o~
ORI i SO 5 Pisces
You must describe your §6,902.45
MTE needs in the y o0

comment box \. View MTE Catalog
Need 5 hampers

You selected OTHER MTE - MUST list type and quantity of equipment in
comments field:

m

5 $5.00

B E] & ]| & E]

© Previcus © Next

Step 4. Confirm & Plac

19
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UNITED STATES
POSTAL SERVICE

Completing the Request

o Complete the standing request template by agreeing to the Terms
and Conditions and hitting “Submit”

Include any

additional
comments here

2 USPSCOM MTEOR]

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Step 1. Select USPS Plant Pick Up Location

Step 2. Enter Peint of Contact

Step 3. Select Order Quantities

Step 4. Confirm & Place Order

Additional Comments:

Please deliver to dock door D

120 of 149 charsciers remsining

| understand that Mail Trensport Equipment iz the propery of the United Sfates Posfal Senice and it iz provided =zolely for irsnsporting snd handling mail. Mizuze may

be 5 violstion of feders! lsw

Read Complete Terms And Conditions

| Agree.

© Previous m
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Completing the Request

Home | Gateway | Logout

e USPS.COM @

Your standing request has been submitted successfully!

Back to Dashboard

o Once a standing request template has been submitted, it shows on
you MTEOR Dashboard in a “Pending Approval” status

o Postal Plants review each standing request template and either
approve or deny the template

» Approved templates appear as “Active” on your MTEOR Dashboard

» Denied templates appear as “Denied” on your MTEOR Dashboard

MTEOR .



Viewing Standing Request Templates

POSTAL SERVICE

o View your standing request templates on the “Standing Requests
Template” tab

= USPSCOM MTEOR

Mail Transport Equipment Ordering System
Dashboard

MTE Delivery Address ! Facility

MTEOR ID: L17518 - LOCAL MAILER 1 - 80 CHARACTERS ADDRESSE

s Before placing 2 Mew Reguest, review Reguest History.

+ Before oeating a new standing request template, review the cument Standing Reguest Templates.

Plant Request History I Standing Request Templates MTE Catalog

To Wiew' standing request history details, see instructions below:

= View - select the box or boxes to the left of the template number(s) and click on "View Details’

View Details

Template Number & Status % Day Scheduled % Loads & StartDate %+ End Date * User *
Standing request —
templates created for | ———— [ : B S -
m u Iti p I e d ays h ave th e TOOO0000661-TUE FENDING APPROVAL TUE 2 01/04/2015 02/04/2015 sritestdevmt
Sam e tem p | ate TOOO0D00662-THU FPENDING APPROWVAL THU 5 01/04/2015 02/04/2015 sritestdevmt
n u m b er W ith d ifferent TOOO0000663-MON PENDING APPROVAL MON 1 01/M06/2015 02M8/2015 sritestdevmt
d ay Cod es TOOO00000631-MON PENDING APPROVAL MON 2 01/20/2015 03/09/2015
TOOO0000681-THU PENDING APPROVAL THU 1 01/20/2015 023/02/2015 Rl
TOOO00000681-TUE PENDING APPROVAL TUE 2 01/20/2015 03/02/2015 E40EKD
TOOO0000ES1-WED PENDING APPROVAL 'WED 2 01/20/2015 023/02/2015 b e |:|

1 - | »

s MNeed MTECR Help? Call 1-866-230-2404 or email the Help Desk at MTEOR@USFS . gov

22




Modifying a Standing Request
Template



UNITED STATES
POSTAL SERVICE

Modifying a Standing Request Template

o You can modify a standing request template in “Active” status at any
time during the 90-day period

e USPSCOM |

Mail Transport Equipment Ordering System
Dashboard

MTEOR ID: L17518 - LOCAL MAILER 1 - 60 CHARACTERS ADDRESS IZ|

» Before placing 8 Mew Reguest, review Request History.

« Before oresting & new standing request template, review the cument Standing Request Templates.

Plant Request History Standing Request Templates MTE Catalog

To Wiew' standing request history detsils, see instructions below:

View - select the box or boxes to the left of the template number(s) and dick on View Details’

|:| Template Number 4 Status Day Scheduled Loads Start Date End Date User

e —————— - e — - e e e

[[] Toooooooss1-TUE PENDING APFROVAL TUE 2 01/04/2015 0Z/04/2015 sritestdevmt

[] TOOOODDOEE2-THU PENDING APFROVAL THU 5 01/04/2015 02/04/2015 sritestdevmt

[[] Tooooooosss-MoN PENDING APFROVAL MON 1 01/06/2015 02182015 sritestdevmt
TOO0D000EE-MON ACTIVE I MON 2 01/20/2015 0302015 USFS

[F] ToooooooeE1-THU FENDING AFFROVAL THU 1 01/20/2015 03022015 !

[[] TOD000DOGS4-TUE ACTIVE TUE 2 01/20/2015 0302015 USFS

[F] ToooooooEE1-WED DENIED WED - 01/20/2015 03092015 USFS

m

s Meed MTECR Help? Call 1-868-320-2404 or email the Help Desk at MTEOR@USPS gov

24



UNITED STATES
POSTAL SERVICE

Modifying a Standing Request Template

Click the “Edit” button to make changes

EUSPSCOM

Mail Transport Equipment Ordering System
Standing Request Details

Standing Request Template T0000000681-MON

Standing Request Line Hems

Start Date:01/20/2015 End Date:02/09/2015

Requested Scheduled Day: MOHNDAY NASS: 020AX-MANSFIELD MA ANNEX Name:
31 MIDDLESEX DRIVE Phone:

Flease deliver to dodk door .
Comments: o MAMSFIELD, MA 020481137 Email:

TEOR.

John Doe
123-456-7890

john.dee@123.com

ad 1
Any C h an g es to th e Stan d | n g e Humber :‘:;I:-T:ZEE Quantir:.[:iecesf Convene:l ;o Pallets
request template must be Lt ToE D E_;_D B
approved or denied by the HALF TRAY - co
Postal Plant ad 2
e Humber MTE Type GQuantity [Pieces) Converted to Pallets
EMM SLEEVE 2,595 5.0
Standing Request Status History
Update Date Status Remarks
01/05/2015 13:38:03 ACTIVE <USPS =

=1

Back to Dashboard

25



E Modifying a Standing Request Template

SERVICE

0 Review the point of contact information and modify as necessary

= USPS.COM MTEOR)

Mail Transport Equipment Ordering System

Standing Request Template Entry Form

Step 1. Select USPS Plant Pick Up Location

Step 2. Enter Point of Contact

Enter Point OFf Contact:

Full Name: John Doe
Phone Mumber:  123-436-T230

Email Address: | john.doe@123.com

© Previous

Step 3. Select Order Quantities

Step 4. Confirm & Place Order

26




= Modifying a Standing Request Template

UNITED STATES
POSTAL SERVICE

o Make any changes to the request dates, days, loads and MTE type

and quantity for your standing requests
EUSPSCOM' MTEOR)

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Step 1. Select USPS Flant Pick Up Location

You can only
modify the end date
of the standing

e request template

Tuesday Friday

Manday

Select Start Date: 01/20/2015 Select End Date: Deactivate D

Request Limit Reached: 31%

Add Load Each request cannot exceed a truckload - based on a forty eight foot truck.
You can add a load g e it |
MTE Type Pallet Value  Quantity Fizzez Pieces Value
by click “Add Load” > ¢ I B TRAY m e = -
or delete a load by um sLeEvE oo s0e =
click the “x” next to FLAT TUB 84 3409|420 Fieces | 420 $1.717.80 L
the |0ad nu mber FLAT TUB LID 152 51.28 | 5780 Pz | 5760 57.257.80 |
HALF TRAY 310 5183 1550 P | 1550 $2,838.50
HALF SLEEVE 1131 50.41 [=] i
MM TRAY 210 $2.07 E|
MM SLEEVE 685 30,61 [+]
:;ull"\urrv MAIN_CACrY & 28 oo - - 1 | : k%

iew MTE Catalog

© Previous
Step 4. Conf 27




UNITED STATES
POSTAL SERVICE

= Modifying a Standing Request Template

o Update the comments as needed and then click “Submit”

E2USPSCOM MTEOR]

Mail Transport Equipment Ordering System
Standing Request Template Entry Form

Step 1. Select USPS Plant Pick Up Location

Step 2. Enter Peint of Contact

Step 3. Select Order Quantities

Step 4. Confirm & Place Order

Include any

Additional Comments:

additional
comments here

Please deliver to dock door D

120 of 149 charsciers remsining

| understand that Mail Trensport Equipment iz the propery of the United Sfates Posfal Senice and it iz provided =zolely for irsnsporting snd handling mail. Mizuze may

be 5 violstion of feders! lsw

Read Complete Terms And Conditions

| Agree.

© Previous m

MTEOR. ;




Completing Request

Home | Gateway | Logout

edUSPS.COM @

Your standing request has been submitted successfully!

Back to Dashboard

o Once a modified standing request template has been submitted, it
shows on your MTEOR Dashboard in a “Pending Approval” status

o Postal Plants review each standing request template and either
approve or deny the template

» Approved templates appear as “Active” on your MTEOR Dashboard

» Denied templates appear as “Denied” on your MTEOR Dashboard

MTEOR .



Active Standing Requests



UNITED STATES
POSTAL SERVICE

Active Standing Requests

o An active standing request template generates individual requests
on the “Plant Request History” tab for each day and load

e USPS.COM

Mail Transport Equipment Ordering System
Dashboard

MTE Delivery Address / Facility

MTEOR ID: L17518 - LOCAL MAILER 1 - 60 CHARACTERS ADDRESSIZI

Create Mew One Time Reguest
= Before placing 8 Mew Request, review Request History.

= Before oesting 8 new standing request ternplate, review the cument Standi

Create Mew Standing Reguest Template
Plant Request History Standing Request Templates MTE Catalog

To View' or 'Export/Print’ request history details, see instructions below:
» View - select the box or boxes to the left of the reguest number(s) and click on View Details

= Export/Print - frem the request history details soreen, select the "Print’ or ‘Excel Sheet' button

MTEQOR "Regusst Hiztory’ detsilz are stored for up fo 30 daye sfter the Reguested Pick-Up Dafe

w Datails

I:l Request &  Status » Date - Date » Ready for Pick » Actual Pick Up . Date User -
- Humber h T Placed Requested T Up Date h te T Withdrawn h
Standing requests have —
request numbers — —
A= D RO0QO0003833 PLACED 10/27/2014 10/22014 devbugtestd
A H 3 L
Startl ng WIth S D RO0OO0003834 PLACED 104272014 111472014 devbugtestd |—|
D RO0OO0003835 PLACED 100272014 110112014 devbugtestd
One-tlme requeStS have I:‘ RODDO004575 PLACED 11/04/2014 11/11/2014 dhanas2
requeSt numbers I:‘ 50000004619 WITHDRAWN 11/05/2014 110182014 By USPS
- 17 tL
Startlng WI h R D 50000004620 WITHDRAWN 11405/2014 12014 By USPS
D 50000004624 WITHDRAWN 11/05/2014 1172014 11/05/2014 By USPS
|_| 50000004622 WITHDRAWN 11/05/2014 1172014 11/05/2014 By USPS ol
T [l | »

* Need MTEOR Help? Call 1-888-330-3404 or email the Help Desk at MTECR@USPS.gov 31




= Active Standing Requests

UNITED STATES
POSTAL SERVICE

o You can view, withdraw and replicate individual standing requests

o Postal Plants process standing reguests the same way as one-time
requests

Home | Gateway | Logout

= USPS.COM MTEOR

Mail Transport Equipment Ordering System

Request Details
Request - 50000005586
Last Updated: 12802014 15:53:13 Pickup From: 3504X-BIRMINGHAM ANNEX B
Requested Pick Up Date: 12032014 4500 1st Ave S
Request Status: PLACED BIRMINGHAM, AL 352229957

The replicate button
Template No: TOOOOO0O0255-3AT Load No: 2
creates a new one- Requested Line ltems
tfime request Line Humber MTE Type Quantity (Pieces) Converted to Pallets

20.8

2,500

. EMM TRAY
It does not replicate

the standing Reque=t Status History
request template ;

Status Remarks

PLACED By USER <5YSTEM=: Testing - Reguest Comments

Back to Dashboard
32
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Deactivate Standing Request Template

UNITED STATES
POSTAL SERVICE

0 You can deactivate a standing request template in “Active” status at
anytime during the 90-day period

e USPSCOM

Mail Transport Equipment Ordering System
Dashboard

MTEOR ID: L17518 - LOCAL MAILER 1 - 80 CHARACTERS A Izl

» Befors placing 2 Mew Reguest, review Reguest History.

= Before creating 2 new standing reguest template, review the curent Standing Reguest Templates.

Plant Request History MTE Catalog

To View” standing request history details, == instructions below:
» \igw - s=lect the box or boxes to the left of the template number(s) and click on View Details”

I:‘ Template Number =«  Btatus % Day Scheduled % Loads #% StartDate % EndDate % User *
> > . CA > |
DE O C1E |:| TOODODODEEL-TUE PENDING APPROVAL TUE 2 01/04/2015 02042015 sritestdevmt i
€ DO = |:| TOO00DD0EEZ-THU PENDING AFPROVAL THU & 01042015 02042015 sritestdevmt

= e |:| TOODODODEES-MON PENDING AFPROVAL MON D108/ 2015 022015 sritestdevmt
- @1 MO ACTIT MON 2 01y, 0302015 USFS
I:l TOODODODES-THU PENDING APPROVAL THU 01202015 0302015 ES ST
|:| TOODODD0EET-TUE INACTIVE TUE 2 01, 01/06/201 F4iEKD |_|
|:| TOODODODEE1-WED DENMIED WED 2 0122015 0302015 USFS :

<

L1

« MNes=d MTEOR Help? Call 1-B56-230-3404 or email the Help Desk at MTECR@USPS.gov
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UNITED STATES
POSTAL SERVICE

Deactivate Standing Request Template

a Click the “Edit” button

= USPSCOM
Mail Transport Equipment Ordering System

Standing Request Details

Standing Request Template T0000000681-MON

Requested Scheduled Day: MONDAY MAS5S5: 020AX-MAMSFIELD MA ANNEX Mame: John Dos
31 MIDDLESEX DRIVE Phone: 123-458-7820
Please deliver to dodk door
Comments: o MANSFIELD, MA 020481137 Email: john.doe@123.com
Standing Request Line ltems

Start Date:01/20/2015 End Date:02/0%/2015

Load 1
Converted to Pallets

Guantity (Pieces)

Line Number MTE Type
1 FLAT TUB 420 5.0
2 FLAT TUB LID 5,760 5.0
3 HALF TRAY 1,550 5.0
Line Number MTE Type Guantity (Pieces) Conwverted to Pallets
1 EMM SLEEVE 2,595 5.0
Update Date Status Remarks
01/05/2015 13:38:03 ACTIVE <USPS >

Badk to Dashboard
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Deactivate Standing Request Template

POSTAL SERVICE

o In step 3, check the “Deactivate” box

E=ZUSPSCOM MTEOR

ail Transport Equipment Ordering System
Standing Request Template Entry Form

Monday Saturday Sunday
Select Start Date: 01/20/2015 Select End Date: 03/05/2015
Request Limit Reached: 21%
A —
add Load Each request cannot exceed a truckload - based on a forty eight foot truck.
] . Unit
Pieces per Piece X P El )
MTE Type Pallet Value  Quantity =e== Pieces Value
Load 2
HALF TRAY 310 $1.82 1550 E| 1,550 $2.835.50 e
Load 3
HALF SLEEVE 131 50.41 [ _— E
MM TRAY 210 52.07 [=]
MM SLEEVE 886 $0.61 Fimcms E|
PRIORITY MAIL SACK 600 3553 E
SEMI-CLEAR SACK 500 30.84 — E|
PALLET 45 $8.00 Pieces |
OTHER MTE 1 $1.00 Fimces  |w]
] T o
iew MTE Catalog
© Previous O Next
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pd Deactivate Standing Request Template

o Once you check the “Deactivate” box and confirm you want to
cancel the standing request template in the pop-up window

Any open requests will be withdrawn. Do you want to countine?

Once you deactivate a
standing request template,
all open requests associated
with the standing request
template for this day are
“withdrawn”




E Deactivate Standing Request Template

POSTAL SERVICE

o You will see the “Deactivated Template” message in red once you
successfully deactivated your standing request template

Tuesday
Select Start Date: 01/20/2015 Select End Date: 03/09/2015 Deactivate
Request Limit Reached: 31%
|
Each request cannot exceed a truckload - based on a forty eight foot truck.
Load 2 Pieces
54 hece ; Unit  pisces i
Load 3 MTE Type Pallet Value Quantity : .kt: Pieces Value
FLAT TUB LD 1152 51.26 f—
HALF TRA&Y 400 5183 J—
HALF SLEEVE 13 50.41 Piaces
MM TRAY 210 £2.07 J—
. MM SLEEVE 666 S0.61 Piaces 3
Once a standing =
. PRIORTY MAIL SACK 600 55.99 f—
request tem plate IS
. . SEMLCLEAR SACK 500 5084 J—
deactivated, it
PALLET 45 58.00 Piaces —

change to an

ulnactiveu StatUS on OTHER MTE 1 $1.00 N )
the MTEOR \!MTF F:rann
Dashboard

Deactivated Template - Back to Dashboard

@ Previous © Mext
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UNITED STATES
POSTAL SERVICE

o Review the webinar recordings and training materials on MTEOR

Tools and Resources

RIBBS Page (https://ribbs.usps.gov/mteor)

Intelligent Mair*

ervices
Address Qual
Produc

Business Mail
Acceptance

Centifications
industry O

Major/Minor
Release Schedu

MDA Customer
c Help Desk

ove Updato
wTAC
Operations
Updates

UNITED STATES
POSTAL SERVICE«

) Custolnes S

Mail Transport Equipmenf
Ordering System

Welcome to the MTEOR Home Page!
The Mail Transport Equipment Ordering System (MTEOR) provides 3 fast, reliable,
and convenient place for Mailers to request mail transport equipment (MTE) directly
from a Postal Plant or 3 MTESC. Mailers who request at least one pallet
{spproximately 100 pieces) of stacked trays, tubs, s3cks or sleeves, any quantity
of plastic paliets, or rolling stock from a Postal plant should use MTEOR.

WTEOR has successfully launched for Local Mailers requesting MTE from
Postal Plants throughout the nation!

Check with your local plant or BSN to verify if you should bagin using MTEOR to
request MTE

A fist of participating Postal Plants is listed

Need MTEOR Help?
Please contact the MTEOR Help Desk 3t 1-866-330-3404 or MTEORS
The MTECR Help Desk is avaiisble:
WMonday - Friday
7:00 a.m. to 5:00 p.m. (Central Time)

IMPORTANT
UPDATES

Click hare for 2015 Network Consolidasons

Click hars for Mall Processing Curmant and
Fumirs Oparating Plan

Cllck hars for Piants with Remiancs Wy Sorr
Programs

Click hars for CuSTOmer LaTar ragarding 2015
Network Consolidations

Click hars for the new Sarvics Typs ID
Informaton page

Getting Started with Full-Service
Intelligent Mail
o Cartfieg Ful-Servs or Sutmary L
o Full-Ses eg
Intrmation Sheet
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https://ribbs.usps.gov/mteor

MTEOR RIBBS Webpage:
https://ribbs.usps.gov/mteor

MTEOR Help Desk:
Hours: Monday-Friday, 7:00 a.m. to 5:00 p.m.(CST)
Phone: 1-866-330-3404 Email: mteor@usps.gov
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