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Introduction

The Mail Transport Equipment Ordering System (MTEOR) is a fast, reliable, and convenient
place to order mail transport equipment (MTE) online. MTEOR allows users to place and
change orders, check order status, and review order history. It is accessed through the
Business Customer Gateway, or BCG, (http://gateway.usps.com).
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The picture above shows the MTEOR Dashboard. This is the central pointin MTEOR to view
your order history, withdraw orders, and create new orders.

This Manual instructs you on:
e Accessing MTEOR
¢ Viewing Order History
e Placing Orders
e Replicating Orders
e Withdrawing Orders

e Backorder Process
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Accessing MTEOR

Log into the Business Customer Gateway (http://gateway.usps.com).

NOTE: For registration instructions, view “BCG Registration Instructions” available at
https://ribbs.usps.gov/imteor.
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Click on “Mail Transport Equipment Ordering System (MTEOR)” under Mail & Transport to add
MTEOR has a business service.
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MTEOR Dashboard

The MTEOR Dashboard is where orders are placed, changed, and reviewed. The dashboard is
comprised of three sections: MTE Delivery Address/Facility, MTE Catalog, and Order History.

EUSPSCOM MTEOR )
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Dashboard
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Under MTE Delivery Address/Facility choose the location for which to place, change, or review
orders. If there are questions about the types of MTE available to order through MTEOR, you
may reference the MTE Catalog. One or several orders may be reviewed in Order History.
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In the Order History section, you will see three days of past orders and 20 days of future orders.
You will also see the current status for those orders, the dispatch date, as well as the date and
user that last modified the order.

MTEOR Orders have six statuses: Placed, In Progress, Backorder, Replaced, Shipped, and
Withdrawn.

EUSPS.COM MTEOR

Mail Transport Equipment Ordering System
Dashboard

MTE Delivery Address | Facility

Rl © CreateNew Order

Order History

Order Numbet Stats Required Dote
0002436002 IN PROGRESS 10129/2012

0002496001 REPLACED 10/29/2012

0002497054 BACKORDER 10/26/2012

0002375674 PLACED 10/25/2012 User01
0002387105 SHIPPED 10/23/2012 UsSPs

D002386750 WITHDRAWN 10/22/12092 User01
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To view order details, click the checkboxes to the left of the orders that you would like to review
and click “View Details”. You can review multiple orders at the same time.

| Gatewn

EUSPS.COM' MTEOR

Mail Transport Equipment Ordering System
Order Details

Pending orciers without o Wihdraw Ordar bulion Can be modified or withdrawn by cordacting your BSN
Withdrawn Orders will immadaledy alow the user to sslect the ¥rip for & new ceder

Order - 0002387979

Last Updated: sonazI212 Order Status: PLACED

Dispatch Date:

Order Line Kems

Line Number MTE Type Rem Shipped Quantity Quantity

{Palicts} (Pieces)

EMM TRAY <0 350
EMM SLEEVE 8 4152

Order Status History

Updaste Date Status

10N820121221 PLACED

Order - 0002387380

Last Updatod: 21228 Order Status: PLACED

Dispatch Dates 20100 Nas GuUntveno

Order Line Rems

Line Numbes MTE Type Nern Shipped Quantity Quantay
(Palicts} (Pieces)

ENSM TRAY 48 4508

Order Status History

Updaste Date Status

10N820121228 PLACED
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Order Details include the order number, order status, date of last update, delivery date, and the
items being shipped. Shipping dates and times for orders that depart the MTESCs after
scheduled operating hours will not show up in MTEOR until the next business day.

Fromthe Order Details page, you can also “Withdraw Orders” and “Replicate Orders”. If the

“Withdraw” button is not available, contact your BSN for assistance. The “Replicate Order”
button will not be available for orders that are currently in “Backorder” status.

E2USPS COM' MTEOR,

Mail Transport Equipment Ordering System
Order Details
Perxing orders without a VWithdraw Crder button can be moditied or withdrawn by contacting your BSN m

Withar sown Ordlers will immedintaly slow 1he uzer to select the trip Tor & new Crder

Order - 0002387579

Last Updated: 10182012121 Order Status: PLACEC
Dispatch Date: 107232012 User: sricabmi
Order Line Rems

Line Number MITE Type Mem Shipped Quantity Quantity
Pallets) (Pieces)

EMM TRAY 40 3840
EWvM SLEEVE 8 4152

Order Status History

Update Date Status

101820121221 PLACED
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Creating a New Order

To create a neworder, select the delivery location from the MTEOR Dashboard and click
“Create New Order”.
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You will be taken to the Order Entry Formto complete your order. Verify your delivery address,
verify the point of contact name and phone number, and then click “Next”.
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Select your desired dispatch date and time. Select the dispatch date from the calendar and then
select available transport options. You must select a delivery date and time. MTEOR will not
allow you to place an order in the systemwithout it. Available transportation options appearin

MTEOR as follows:

e Scheduled trips will appear as the first available transportation option

e Once all the schedule trips have been used, non-scheduled trips willappear

e After all the non-scheduled orders have been used, Mailers may request extratrips

After choosing your transportation, click “Next”.
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Now, select your MTE type and quantity using the form. You can place orders by the number of
pieces or the number of pallets needed. When completing the order using the number of pieces,
MTEOR will automatically round the order to the closest number of pallets.

MTEOR will calculate the truck volume using the bar under “Step 3: Select Order Quantities”.
The bar will turn fromred to green as you place your order. An order must reach 100% in order
to complete the order in MTEOR.

Click “Next” to continue.

eJUSPSCOM

Mail Transport Equipment Ordering System
Order Entry Form

pep 2 Select Tranaportstion Dispadch Dade & Tine

Truek Volume Filled: §2'%

Orders must be for & Al truckiosd, If less than o truckdoad is required, contact the loce USPS plat

MITE Type Pieces per Pallet  Pyece Value  Quantity Unit  FPiece :l Pieces Paliets Vabue

=
i
>

| A ARRH RN T TR R g

§12,705.20

NOTE: For a list of available MTE types, view the MTE Catalog. A link to the MTE Catalog is
located at the bottom of the Order Entry Form.
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To confirmand place your order, selectthe checkboxnext to “I Agree” and then click “Submit”.

e USPSCOM

Mail Transport Equipment Ordering System
Order Entry Form

! undersiand that Mall Transport Equipment Js the property of the United States FPostal Service and It Js provided solely for ransporting énd
hendling mal. Misuse may be @ violation of Federal law

You will be taken to the Postal Store website to checkout and complete the order. Click
“Checkout” to go to the next screen.

EJUSPSCOM
Shopping Cart

Order Summary

“Costtoyou
= < A
Value to USPS |l
Tor WTE vas 2083 20
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Click “Place My Order” to finalize your order.

EJUSPSCOM

Checkout

"~ Click ‘Place
My Order”

Your order is not complete until you see the “Success!” message. To go back to your MTEOR
Dashboard, click “Back to Dashboard”.

= USPSCOM

An order is not
complete until you
see this message

Confin sation

Your Order has been Placed!

Success!

O Back 10 Deskboxd
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Withdraw an Order

You may withdraw an order before it has shipped from the MTEOR Dashboard, select your MTE
Delivery Address/Facility from the dropdown menu. Scroll down to order history and choose
orders to view by selecting the checkbox next to each order on the right. Then click, “View
Details”. To withdraw an order, select the “Withdraw Order” button. If the “Withdraw” button is
not available, contact your BSN for assistance.

EJUSPS.COM MTEOR

Mail Transport Equipment Ordering System
Order Details

Perxing orders without a VWithdraw COrder button can be modified or wihdrawn by contacting your BSN m
Wilhar sown Ordlers will mmedintaly alow 1he user to select the trip Tor & new Ceder

Order - 0002387979

Last Updated: 10182012121 Order Status: PLACEC
Dispatch Date: Q23012 User: sricabmi
Order Line Rems

Line Number MITE Type Mem Shipped Quantity  Quantity
(Pallets) (Pieces)

EMM TRAY 40 3840
EWM SLEEVE 8 4152

Order Status History

Update Date Status

101820121221 PLACED

Somomor

Once the order is withdrawn a popup window will appear asking if you are certain you want to
withdraw the order. Click “Ok” to withdraw the order. Once you do this the order will appear as
“Withdrawn” in your order history.
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In addition, once the order is withdrawn you will be able to see the date the order was withdrawn
and reason why the order was withdrawn.

Order - 0002387973

Last Updated: on

Dispatch Date: 10942012 01:00

Line amber MTE Type

ENM TRAY
EMM SLEEVE
FLAT U8
FLAT TUB LK
HALF TRA
HALF SLEEVE
MM TRA

MM SLEEVE
PALLETY
PRCRITY MAL

SEMLCLEAR SA

SACK

ROLLING CONTANER

Order Status:
User:

fem Shipped Quantity  Quatity

(Pallets)  (Meces)

K

WITHORAYWN - CANCEL IN MTECR I

A Mephonte Oroer

The following are the reasons an order may be withdrawn from MTEOR:

Cancel Empty Trailer

Holiday Adjustment
Incorrect Input
Insufficient Stock

Not Authorized for [tem
Classification on OPCM
Local Order Fulfillment

Cancel in MTEOR

Does Not Meet Customer
Order 75% Fill

Replaced with Emergency
Order

Customer Request

Standing Transfer Order
Template from on IMOS

Transportation Issue on TRMC

Transportation Issue

Trailer Redirect

Not Enough Inventory Weather
Inactive NASS Code
Revised January 25, 2013 14
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Replicate an Order

Fromthe MTEOR Dashboard select your MTE Delivery Address/Facility from the dropdown
menu. Scroll down to order history and choose orders to view by selecting the checkbox next to
each order on the right. Then click, “View Details”. To reorderthe same equipment as a
previous order click “Replicate Order’. Once you do this, your order details will automatically be
replicated and you will need to select transportation for your order.

EJUSPSCOM

Mall Transport Equipment Ordering System
Replicate Order

Newinwe Oder Detads
Dethvury Adifr oy Oviter Rpmin

MY Type

Satect Dispatch Dt Ryatlabte 11 snvapen ! Options

Octnber 2012 () 102672012 F iy 0100 Tiphio - 120 [

Su Mo Tu We Th Fr Sa

To replicate an order, proceed as you would with creating a new order. Once you select
transportation, click “Submit”. The order will then need to be reviewed in the USPS Shopping
Cart and Checkout. The order is finalized only when a “Success!” screen appears.
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Backorder

If an order cannot be filled on the original sourcing date, it will be placed in “Backorder” status.
The order will remain in the “Backorder” status for a maximum of four days, as we attempt to fill
your order. If the order cannot be filled within the four day period, it will be withdrawn from
MTEOR.

EZUSPS.COM MTEOR’
Mail Transport Equipment Ordering System

Order - 0002496001

Order Detatis

Dogetct Osta 2018 > Ll

Umo arter  MTE Tygm tam hgoed Dumrtrty  Qummty
Folery)  Pece)

Orvier Ratum Hasdoey
Uposs Date Statu

Once the order can be filled, MTEOR will replace the original order and the order status will
change from “Backorder” to “Replaced”. The “Replaced” order will contain the MTE requested
fromthe original order. If the original dispatch date and time have not passed, the original
transportation will be assigned to the “Replaced” order. If the original dispatch date and time
have passed, newtransportation will be assigned to the “Replaced” order and will be displayed
in the order details.
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In the example shown below, pallets were requested for Order 0002496001, but were
unavailable at the time of the original sourcing date. The order was then placed in “Backorder’
status. Once the pallets became available the order was replaced with Order 0002496002, an
identical order.

Order - 0002496001
Last Updated 10V29/2012 09:34
Dispatch Data 10/302012 0300

Order Line ams

Lino Numbar MTE Typa

" Order 0002496002 is

created as the

» replacement for Order
10/29/2012 09:34 REPLACED (Replaced by Ordar: 0002496002) - 0002496001

Upddate Date Status

10/27/2012 19:569 PLACED

The dispatch date did not pass and is used in the new order as displayed below. Both the
original order and replacementorder will appear on the MTEOR Dashboard.

Order - 0002496002

LastUpdated:  102/2012 19:69 IN PROGRESS
Dispatch Dato 10/30/2012 03:00 USPS
Ordor Ling lams

Line Numbor  MTE Type

Original order
0002496001 is replaced
by new Order

10v29/2012 19:50 IN PROGRESS 0002496002

10/20/2012 08:34 PLACED (Replacement for Order: 0002496001)

Update Dalo Status

Orders will ship if they fill at least 75% or more of the trailer. If the MTESC is unable to fill the
order and you still require the item that was unable to be sourced, contact your BSN for
assistance.

NOTE: Orders cannot be replicated if they are in “Backorder” status.
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Order and Holiday Schedule

When selecting transportation for an order or withdrawing an order, referto the Order Entry and
Withdraw Schedule belowto ensure you place orders with correct time required for delivery.

Order Entry and Withdraw Schedule

Orders mUSti:eNf:;;'::;r Withdrwn For Shipments to be Dispatched on:
Monday Thursday
Tuesday Friday/Saturday
Wednesday Sunday/Monday
Thursday Tuesday
Friday Wednesday
If a Reoccurring Order occurs on a holiday or you require an Emergency Order,
please contact your BSN to help schedule your order.
**Emergency Orders must be requested at least 24 hours in advance of delivery.

Federal holidays may cause minor disturbances to the order schedule if your MTESC does not
provide transportation on a given holiday. In an effort to mitigate order disruptions, orders can
no longer be scheduled on major holidays, such as Thanksgiving and Christmas, through
MTEOR. If you try to place a new one-time order on these holidays no transportation will be
available for that day.

Some MTESCs will offer transportation on holidays, such as Martin Luther King Day, while
some do not. You must work with your BSN to determine if your MTESC is operating on a
specific holiday. If no transportation is available that day, you will need to reschedule or place a
new order for needed MTE.

If a Standing (Recurring) Order is scheduled to deliver on a holiday, it will only source if the
MTESC is providing transportation during that holiday. If there is no transportation provided on
that specific holiday, Standing Orders will be withdrawn from MTEOR. You will need to
reschedule or place a neworder for your MTE needs. MTESC holiday schedules are subject to
change, work with your BSN to plan for MTE delivery around holidays.
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Tools and Resources

Additional MTEOR tools and resources can be found on the MTEOR webpage,
https://ribbs.usps.gov/mteor. There you can find:

MTEOR Access Information

e BCG Overview — Comprehensive overview of the BCG from registration through editing
your user profile

e MTEOR Registration for BSAs — Instructions for howto register as the BSA for
MTEOR

e MTEOR Registration for General Users — Instructions for howto register for MTEOR

MTEOR Tools and Resources
e MTEOR Mailer Overview Presentation — Overview of MTEOR capabilities and features

e MTEOR FAQs - Frequently Asked Questions related to MTEOR and roles involved in
the MTE process

e MTE Photo List — Print out a reference of the MTE types available in MTEOR

e MTEOrder Aid & Schedule — Print out a quick reference sheet for how and when to
place MTE order

e MTEOR Bulletin Archive — Viewpast MTEOR Bulletins

For Additional Information

Email: MTEOR@usps.gov

Call: 866-330-3404

Visit: https://ribbs.usps.gov/mteor
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