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Introduction

1.1 The Business Customer Gateway

The Business Customer Gateway is the new portal into all U.S. Postal Service Business Services. The
Business Customer Gateway is entered directly from http://www.usps.com . The new Business Customer
Gateway will create a single, unified landing point for customers to access all of the Postal Service’s online
business offerings.

e Consolidate Postal Service online offerings

e Provide jumping-off point for access to all Business Services

e Provide business customers an integrated look at their USPS services

Drive all customer Self-Service focus drives all process decisions

Provide Self-Service Capability for Administrators to Manage their own Users

Provides Integrated Business Profile

Enables centralized access to all services under the Intelligent Mail Full-Service and Basic options

1.2 About this Guide

The primary purpose of this Guide is to provide information regarding obtaining Intelligent Mail Full-Service
option reports and other information from the new Business Customer Gateway webpage. The guide
replaces the “Intelligent Mail Full-Service Option User Access and Reports Guide. The guide has been
expanded to include information beyond just the Full-Service Option reports and access; it focuses on other
USPS services which business customers will likely need for participation in electronic mailings.

1.3 Finding Information

Other more detailed documentation and guides related to Intelligent Mail mailing solutions are available on
the Rapid Information Bulletin Board System - RIBBS Website at www.ribbs.usps.gov.

¢ A Guide to Intelligent Mail for Letters and Flats

¢ Electronic Documentation and Intelligent Mail; Ready, Set, Go!
¢ A Resource Map to Intelligent Mail Documents

¢ Postal Service Mail.dat Technical Specification

¢ Postal Service Mail. XML Technical Specification

e A Beginners Overview to Intelligent Mail Services

¢ A Guide to Customer/Supplier Agreements

e Pub. 8A - Address Change Service

e Pub. 8B - OneCode ACS Technical Guide


http://www.usps.com/
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1.4 The USPS Web-site

The United State Postal Service (USPS) official Web-site, http://www.usps.com provides a link to the
Business Customer Gateway. The Business Customer Gateway link is located at the bottom right corner of
USPS.com. Selecting this link takes you to the Business Customer Gateway landing page. Refer to Figure 1.

The Business Customer Gateway link replaces the National & Premier Accounts link on the USPS.com
homepage. The new Business Customer Gateway is available for ALL business customers — large or small.

Figure 1: USPS.com

1.5 Before Getting Started

For some Business Services, the Business Service Administrator (BSA) will need to be pre-designated. A
BSA is needed when a USPS customer has multiple users for one company. The primary role of the BSA is
to activate, deactivate and assign appropriate access to its users, as well as to manage existing users’
access and privileges. A BSA set-ups business profiles and establishes user-role-business entity
assignments. A business entity is defined as a relationship between companies who jointly do business with
the USPS. The Business Customer Gateway enables a Business Service to users in accordance with the
BSA assignments.

The Business Customer Gateway will prompt the user who is first to request a Business Service and from a
business location not currently registered with the Business Customer Gateway to assume the BSA role.
More than one BSA can be assigned within the umbrella of one company. For more information on the BSA,
Refer to the section 2.4.


http://www.usps.com/

Customers who currently or elect in the future to electronically submit postage statements and supporting
electronic documentation, or plan to use the Intelligent Mail barcode — Basic or Full-Service options, will
benefit by becoming familiar with the Electronic Documentation and Intelligent Mail: Ready, Set Go! guide.
The Ready, Set, Go! guide describes the steps for achieving Intelligent Mail technical compliance. Electronic
documentation and compliance to the Intelligent Mail barcode is required for the Full-Service option.

1.6 Existing Postal Service Customers

Existing Postal Service customers of PostalOne! and FAST that logged in through the PostalOne!
log on page between 3/30/2009 and 4/13/2009 had their account information migrated to the new
system. Refer to Figure 2. These customers will be able to log on to the new Business Customer Gateway
with their existing Usernames and Passwords and access their “new” services that are mapped from the
roles they had previously in PostalOne! or FAST. Customers that did not log on during this time period will
need to re-register on the new system as a hew user.

In preparation for the migration to the Business Customer Gateway and the new online application process
existing customers who missed the PostalOne! log on window of 3/30/2009 through 4/13/2009 and
new users who wish to create an account with the Postal Service will be able to do so beginning May 11,
2009, using the new Business Customer Gateway.

Previous user roles in the former PostalOne! system, role mapping under the new Business Customer
Gateway is illustrated in Figure 3. Refer to the section on Existing Customers below for information on old
PostalOne! roles and their mapping to corresponding Business Customer Gateway links.

Figure 2: Migration to the Business Customer Gateway
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Figure 4: Business Customer Gateway Landing Page (User Sign-in)

Navigating the Business Customer Gateway

The Business Customer Gateway landing page offers information on the services available as well as
general information and customer support links that are essential for mail management. It also presents a
task oriented display rather than USPS application names. Once users have received access to a Service,
they will be able to access the functionality included under that Service from their Business Customer

Gateway homepage. Refer to Figure 5.
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Figure 5: User homepage once signed-in with the Business Customer Gateway

A User Homepage features standard hyperlinks.

e HOME on the Business Customer Gateway will return a user to USPS.COM

¢ HOME inside a Service (such as PostalOne! Mailing Reports) will return a user to the Business
Customer Gateway.

o GATEWAY returns a user to the Business Customer Gateway Signed In page.

e HELP takes a user to the USPS.COM Customer Service page.

e SIGN OUT returns a user to the Business Customer Gateway Sign In page.

2.1 Existing Customers

Some stand-alone Services displayed in the Request Access process are actually business service groups
(multiple related services under one group heading). Manage Mailing Activity for example is a business
service group. Stand-alone services do not display individually on the Business Customer Gateway landing
page, but display on the Business Customer Gateway user homepage (Figure 5). The user homepage
(page when user is signed-in) will display the individual services that make up the Manage Mailing Activity
group. The display of individual services is intended to enable easier navigation.

Note: The External Site Administrator role in the old PostalOne! system will transfer to BSA role. For
locations that do not have an External Site Administrator in PostalOne!, their users will be migrated as users,
but when a new user requests access there will be a BSA prompt.
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Existing users can access the functionality for the old PostalOne! Preparer role through links found on the
Business Customer Gateway user’'s homepage. Refer to the Preparer Role mapping (Figure 6).
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Figure 6: Preparer Role Mapping

Existing users can access the functionality for the old PostalOne! Owner role through links found on the
user's homepage. Refer to the Owner Role mapping (Figure 7).

Mailings Reports
Electronic Data Exchange
Postal Wizard

Balance & Fees

Permit Profile
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Figure 7: Owner Role Mapping

2.2 New User Process

In the following sections, screen flows are presented that simulate a new user entering the Business
Customer Gateway. Users will find multiple ways to navigate the Business Customer Gateway once they

become familiar with the site map. Hyperlinks just below the USPS logo and blue banner navigate users
directly to popular access points.

2.3 Customer Registration

New users must sign in under the New Users sign in the Login tab. Refer to Figure 8. During the initial login,
a new customer will establish a username and password. The user will receive a confirmation email from the
USPS of the username and business type. The user will be prompted to continue with the initial sign-up.

With the new Business Customer Gateway, Online processing replaces the hardcopy documents. New
Users create their own Usernames and Passwords online. Refer to Figure 9.

10
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Profile Account Type

Flease select a personal or business account. A personal account is bestforthe everyday mailing needs ofthe
individual consumer, like buying stamps online, printing postage-paid labels with Click-N-Ship®, and changing
your address. A business account meets all ofthese needs and offers additional business capahilities like
ordeting postane-paid Business Reply Mail and providing customers with maore robust tracking and reporting
Services.

Please choose the appropriate account type below.

" Personal @ Business

Continue >
Site hep Contact Us Forms Gow't Services Jobs Privacy Palic Terms of Use National & Premier Accounts
S 7

Figure 10: Establishing an account type

When users create their profile, the system requires an account type selection: Personal or Business
(Figure 10). Users wanting access to the Business Customer Gateway MUST select Business. This
customer registration system is the standard for all USPS online users. Consumers using USPS.com
services also register through this system. Personal accounts are directed to USPS.com after registration.
A user can hold both a personal and business account.

Note: On the Business Profile page (Figure 11), users enter company information. If users do not
consistently enter a business name and address as may be registered in the system, there is potential that a
different Customer Registration ID (CRID) is assigned and the user will not be linked to the business entity
for the desired location. Business Service Administrators need to ensure their company users apply with the
same business information that the initialing user entered for the desired location. Refer to the section on
Business Service Administrators below.

12
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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 Iﬁ
= First Mame lTlm—
Middle Initial [T
= Last Mame IF
Suffix l_;l

Company Information

= Cormpany Mame |GATEWAY MNEWS

* Country IUNITED STATES 'I

* Address 1 [900 N STEWART 5T
Address 2 | Apt, floor, suite, ete.
* City [ARLINGTON
* State Im
“IP Code™ [e220mAIDT

- 10 digits required, no dashes
Business Phone I?U32259999 E}dl PDEED

} 10 digits required, no dashes
Business Fax Numberl or spaves

* Email |timtester@ema\\ cam

* Re-enter Email |timtester@ema\\ cam

Optional Field: Source Code
Source Code | only applies if provided by a
USPS representative

‘e ook farward to communicating with you about the USPS products or
senvices you select,

Send me additional information about:

¥ Other USPS programs, products, or services

¥ Products or services of USPS partners that you may find of interest

(<Back ) (_Continue > )

Site hiap Contact Us Forms Gow't Services dobs Privacy Polic: Temms of Use Hational & Premier Aecounts

Figure 11: Creating a business profile

13
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We found multiple addresses at the one that you have entered. Please select from the options below in order
for ug to store the correct information

Here is the address you entered

Company Name: GATEWAY HEWS
Address line 1; 900 N STEWART ST
City, ARLINGTON
State: WA
Faostal Code: 22203-4101

p Select the address thatwas entered.

*Choose an address from the following list.

Address City State ZIP Code
900 M STUART ST APT (Range -
o 104 - 303 ARLIMGTON WA, 22203-4102
el 200 N STUART 5T APT (Range ARLINGTON va, —
422 - 6113
~ 900 M STUART ST APT (Range ARLINGTON n 122054105
B12-801)
900 M STUART ST APT (Range
o B02- 913 ARLIMGTON WA, 22203-4108
900 N STUART ST APT (Range
C 914 -1103) ARLINGTOMN W, 22203-4107
00 W STUART ST APT (RANGE
o 1104 - 12087 ARLINGTOM VA 22203-4108 LI
< Edit Continue >
Site hisp Cortact Us Forms Gow't Services Jobs Privacy Policw Temms of Use Mational & Premier Atcourts
. -

Figure 12: Confirming the Business Location

The registration process provides Address Management System (AMS) address standardization to support
consistent address information entry. Please note that a user must input all fields marked with a red asterisk
and that some fields are case-sensitive.

This business location screen (Figure 12) appears when the Business Profile is submitted. If more than one
address is associated with the Business customer, the system prompts the user to validate which address to
apply. The system displays business information for confirmation purposes; and therefore requires an email
address and phone number.

14
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Company Profile Summary
Flease review the company information below. f you need to edit this information, select Edit below.

Company Account Information

Username: TESTERTIM
First Mame: TIM

hdiddle: T
Last Mame: TESTER

Company Profile Information

Cornpany Name: GATEWAY NEWS
Address 1. 900 N STEWART ST
City: ARLINGTON
State: WA
IP Code™: 222034101
Courtry: UNITED STATES

Business Phone: 7032259999

Email: timtester@email.com

Communication Preferences

[v Other USPS programs, products, or services
¥ Products or services of USPS partners that you may find of interest

< Edit Continue >
Site hiap Contact Us Forms Gow't Services Jobs Privacy Polics Terms of Use MNatioral & Premier Ascourts

Figure 13: Reviewing data entered

This Company Profile Summary screen (Figure 13) appears when the company profile is entered and
submitted. The system will allow the user to Edit or Continue within the same session. A user can log back
into the Business Customer Gateway and edit Profile data as necessary.

UNITED STATES
POSTAL SERVICE« HOME | SIGH IH

Privacy Act

Before signing up, you must read and accept the following Privacy Act. Acceptance means that you
understand and consent to the terms

The information you supply will he used to provide you online AI
PLUvIAE LNOSE Seivices, Fleass O dwale ULEL LIS SeLvlGE 1S

woluntary, but that regquested information is reguired to provide
the serwice. Collection of information for this serviee is
authorized by 39 U.3.C. 401, 403, and 404. We do not disclose
your personal information to anyone, except in accordance with
the Privacy Act.

Auchorized disclosures include limited circumstances such as the
following: _I

Do you agree to these terms? & Yes Mo

Continue >

Figure 14: Accepting the Privacy Act



This Privacy Act screen (Figure 14) appears when the Company Profile information is fully entered. For the
Privacy Act, the user must read and accept the term and conditions of the Act, and select the Yes radio
button in order to continue.

2.4 Business Services

A Business Service is an automated process or USPS application, which a user can request using the new
Business Customer Gateway. Business Services are grouped under three common business areas on the
Business Customer Gateway landing page: Design and Prepare, Mail & Transport and Track & Report. A
Service must be authorized for a given user before access is enabled. A user can apply for a business
service by selecting one of the service links from under one of the Business Service areas.

Some stand-alone Services displayed in the Request Access process are actually business service groups
(multiple related services under one group heading). Manage Mailing Activity for example is a business
service group. Stand-alone services do not display individually on the Business Customer Gateway landing
page, but display on the Business Customer Gateway user homepage. The user homepage (page when
user is signed-in) will display the individual services that make up the Manage Mailing Activity group. The
display of individual services is intended to enable easier navigation. Refer to Figure 5 above.

The user landing page (user is already signed-in) will display the individual services that make up the
Manage Mailing Activity group. If a signed-in user selects a Service, but is not set-up or pre-approved for the
service, the system will prompt the user to Add that Service. Services that require user access include the
widely known business services.

Business Service Administration
Electronic Data Exchange

Postal Wizard

Mailer ID

Mailing Reports

Audit Mailing Activity

Manage Mailing Activity

Manage Electronic Verification (eVS)
Manage Electronic Return Activity (PRS)
View Mailing Induction Activity

Schedule a Mailing Appointment
Customer Label Distribution System (CLDS)
Customer/Supplier Agreements

16
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EWTEDSMTES

POSTAL SERVICE HOME | GATEWAY | HELF | SIGN OUT

|

"~
Profle  RequesiAccess  RequesiSlalys  Requestinbox  Manage UserAtcess

Select a Business Service

The business capabiliies shown on the Business Customer Galeway are grouped into “senvices” These serdces allow
users to conduct business actvities for their companies. Click the details link for more information on a senvice, and to
apply for a business service simply select one of the service links from the list below.

Search parameters can he entered into the text box below for a customized search

Locate servicewhere | Serice Name =] contains: | Submit
- Design & Prepare
o MaileriD  (details)
i Mail & Transport
= Customer Label Distribution Svslem (CLDS)  (details)
= Schedule a Mailing Appoiniment (FAST)  {details)
=i Track & Report
- duditailing Actil (PostalOne  (dstals)
« Manage Elechonic Relym Activity (PRS)  (details)
= Manage Elechronic Verification Activity (V) {defails)
« Manage Malling Acivity (PostalOnell  (details)
o View Mailing Induction Activity (PostalOnel)  (details)
SteMp  ComprUs  Foms GoviSeniess  Caesy ProovPoley TomeofUss  Nomionl & Premier Accouns

Copyight® 2009 USPS. Ml Rights Reserved.  No FEAR AEEODats  EOIA

This screen appears directly after the user aceepts the Privacy Act and clicks Continue> button. See Privacy Act screen.

Figure 15: Selecting a Business Service

Once the user has accepted the Privacy Act and has checked the Yes radio button, the Select a Business
Service screen appears (Figure 15). To add a Service, the user can either type in the Service (then click the
Submit button), or click a Service link from under one of the business areas. A user can also refine a search
by selecting a filter from the (Locate Service) dropdown menu (then click the Submit button).

UNITED STATES
E POSTAL SERVICE» HOME | GATEWAY | HELP | 210K QUT
Erofils  RequeslAccess  FeauestStalus
Select Business Locations

Each Buginess Senice must be associabed with atleast one business location. This enables users to access data for
W business location with 1he capabiliies of he serice selected

‘fou have selectad the following Business Senice;

Senvice
Manage Mailing Activity (FostalOned) {atails)

This Business Senice may be associaled with one or more business locations. The table below lsts all of the
business locations to which you are affiliated. if you would ke to affliate 1o additional business locations, select the
“Mew Business Location” link,

Aferyou have identified all of your business locations, you may altach them 1o the selected business senice by
selecting the checkbox nest bo gach location. Afer checking the desired locations, select “Nexr,

Existing Business Locations How Business Loostion
Business
Name CRID Address City State Zip
W | GATEWAY NEWS 4431205 | 900 N STEWART ST ARLINGTON WA | 22203-4101
Cancel MNext >
Gt b Cotact U ot Do Sarvited Carsani Priwacy Pobiy Teima &1 Ugs Natichal & Praituiar Pe<onsds

Copieigrk® 2003 USPS. M Figniz Reserved Mg FEARAQEEQ DM  EQIA

Figure 16: Associating the Service to a business location
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A user selects the desired service in the online process, and is limited to a single service per request.
Multiple locations can be added to the service request; the user must associate at least one of its business
locations to a service (Figure 16). If the service requires a Business Service Administrator (BSA) approval,
the system will route the request to the BSA. If a BSA is not established in the system, the user will be asked
whether he can assume the BSA role.

Once a service is selected, a user selects the business location they want to associate to this service.
Existing business locations display and a user makes a selection by clicking the checkbox at the left. If a
user needs this service for locations that are not listed, they can select the New Business location button to
add an additional business location to the profile.

When a user requests access to a Service for a Business Location, the system checks to see if that Service
requires a BSA. A Business Service Administrator is the key contact for a Business Location for the
management of the selected Service. This includes the approval and deactivation of all additional users for
this Service at this business location.

The hardcopy Participation Agreement has been replaced by an electronic Terms & Conditions (Figure 17).
click through agreement that the BSA accepts for the Business location.

E UNITED STATES

POSTAL SERVICE» ME | GATEW,
e e
N |

Profile Request Access Request Status Request inbox Manage User Access

Terms and Conditions for Customers

This service requires you to accept the USPS Business Agreement. Click the checkbox below if you agree to these
terms.

United States Postal Service™ il
Terms and Conditions

Section 1 GENERAL

Section 2 TRAMNSACTION TERMS

Section 3 USP3 OBLIGATIONS

Section 4 PARTICIPANT OBLIGATIONS

Section 5 PARTICIPANT LIABILITY

Section 6 GENERAL TERMS AND CONDITIONS

Section 7 PRIVACY ACT

Section 8 USER RESONSIBILITY STATEMENT

This decument describes the terms and conditions pertaining to your participation in and use of
United States Postal Service™ (hereinafter Postal Service™ or USPS™) computer systems as

described and authorized by the USPS™. These terms and conditions are subordinate to, and
do not supercede, any provisions of the Domestic Mail Manual (DMIM™) or any other regulations LI

| certify that | have read and understand the foregoing. [

(__cancel ) Print | _MNext> |

Figure 17: Terms and Conditions

If a Service requires an Administrator, the system checks to see if a BSA has already been established. If
not, the user requesting access will be notified of the BSA requirement and will be prompted to assume the
BSA role (Figure 18). If the user agrees to become the BSA, the process continues. If they decline, the
request will go into a pending status until there is a BSA for this Service at the Business Location. The
request is held for 25 days. The first user requesting a Service for a Business Location is assumed to be the
person that will assume the BSA responsibilities. A BSA also has the option to assign additional approved
users to the other BSA roles. A non-BSA user follows the same Service request process. When the system
validates the request and identifies a BSA, the non-BSA will receive a notification that the request is under
review.

Note: The External Site Administrator role in old PostalOne! system will transfer to BSA. For locations that
do not have an External Site Administrator in PostalOne! --their users will be migrated as users but when a
new user requests access there will be a BSA prompt.
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EUMTEDSTATES

POSTAL SERVICE= HOME | GATEWAY | HELP | SIGN OUT
. OO 1
N |

Profile Reguest Access Reguest Status Reguest Inbox Manage Liser Access|

Business Service Administrator Approval

This service requites Business Service Administrator (BSA) approval, however, no BSA currently exists for this service at
the husiness location(s) for which you are requesting access. Ifyou do not become the BSA, your access request will be
placed in a gueue until another individual becomes the BSA

Flease review the following BSA Agreement:

The BSArole is a critical part of your company's paricipation in online collaboration with the LS
Postal Service. The BSA is the key contact for your company for the administration of your selected
senvices. The BSA has the overall respansibility to coordinate the administrative program
requirements within your company. This person must also approve all requests for computer
access to these services far your company.

Administrator Responsibility:

Administrator will (23 be responsible for activating and deactivating its users' logon IDs, and () 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:

FParticipant shall notify the USPS Custormer Service Center (1-800-522-9085) when a BSA leaves
ermployment at participant's company. If participant fails to notify the WSPS Custamer Service
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 selactwhich of the following companies forwhich you wish to become the BSA:

Business - -
Marme CRID Address Cityr State Zip
I~ | GATEWAY NEWWS 4431362 8900 M STUART ST ARLINGTOM ey 22203-4101
(_No Thanks (_Print_ _ Yes

Figure 18: Business Service BSA Approval

The user is promoted to select the appropriate button: No Thanks (takes user to a Permissions Pending
Screen — Figure 19); Yes (takes user to the BSA Agreement — Figure 21).

UNITED STATES
POSTAL SERVICE» HOME | GATEWAY | HELP | SIGN OUT

Profile Reguest Access Request Status
Permissions Pending
For a list of all serdce requests, check the Request Status page.

Business Senices:
Manage Mailing Activity (Postalonel)

Ofthe business locations you selected, requests are pending for

Business -
% CRID Address City State Zip
W | GATEWAY NEWS 4431205 | 900N STEWART ST ARLINGTON VA | 22203-4101
Continue
S Map Contect Us Foms Careers Privacy Policy Tarms of Uss Hational & Premisr Accounts
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This screen appears if the user selects No Thanks (does not want to be the BSA).

Refer to the Business Service Administrator Approval screen.

Figure 19: The request is placed in the Pending queue without a BSA designated



User receives email confirmation of pending status for the
Service at the requested location(s) and a follow-up email
when request is approved or denied:

Your request for the following services and business location is
pending:

Service(s):
Manage Mailing Activity (PostalOne!)

Business Location:
GATEWAY NEWS 900 N STUART ST ARLINGTON VA 22203-4101

You will receive an email when it is approved or denied.

You can access your services from the Business Customer Gateway:

Figure 20: Email notification Request shall be Pending

If the user does not elect to be or is not the designated BSA, an email confirmation (Figure 20) from the
USPS will be sent stating the Request for a Business Service is pending, until a BSA is designated or the
assigned BSA responds to the request for Service and/or access.

== LIWITED STATES
POSTAL SERVICE «

Business Service Administrator (ESA) Agreement
Pledds rdd Tl BEA Agraamant Slatemint

 Adimisisivalor Responmibility: Adrinisance will (5) B8 reaponiibis fof sl

« Adminisirator Obligations: B=As will advise its usars of heir obkgabions under fes agneemant
» Addemrieivivales Personnol Change: Part 4 ghall nodsy e LISP

@ T

Figure 21: The BSA Agreement

20



The user must select the statement certification box, indicating the BSA Agreement has been read and is
understood by the user (in order to complete the addition of the Business Service). The user can also print
the BSA agreement. If the user clicks the Cancel button, the system directs the user to the Business
Customer homepage. If the user clicks the Next button, the system will record the Business Service within
the user’s account profile and then takes the user back to the Business Customer Gateway landing page.
The user will receive confirmation via email from the USPS, whether the BSA privilege has been approved or
not.

2.5 BSA Role and New Users

A BSA will have access to user management functionality. Unit Management feature is limited to Business
Service Administrators only. The feature allows a BSA to manage the users of its business locations.

The screens that follow demonstrate the general flow for BSAs approving a new user. Refer to Figure 22
through 27.

UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGN OUT

Frofile Eeouest Atcess Eenuest Status Renuest nbox Manage User ALcess

Business Customer Gateway

Thig i= the navigation page to access the semice options offered through the Business Customer Gateway. These
optiong will assistyou in the steps of your mailing, from design and prepare to transport and tracking

Wheh you select a sewvice you do not have access to, the systern will give you the option to Add a Service.

= Design & Prepare Your Account Settings
= |ntelligent Mail Services Welcome SUE

= Mailer ID

= Mail & Transport Profile

+ Centralized Account Processing Systerm (CAPS)

» Custormer Label Distribution Systern (G 0SY & Frofile

+ CustomerSupplier Agreements (CEAS) s RequestAccess
« Electronic Data Exchange (PostalOnel s Request Status
& Postalizard

+ Schedule a Mailing Appointrent (FAST) User Management
= Prefile

e Reguestinboxg

Permnit Profile (PostalOnel
+ Permit Profile (PostalOne s Manage User Access

= Track & Report

ADVANCE

Audit Mailing Activity (PostalOnel

Balance & Fees (PostalCnel Customer Suppeort

Delivery Conmirmation

De!l\-’e Cpnﬂrmatlon . e National Customer Support Center
Mail Tracking & Reporing _RIEAS

Mailing Reports (PostalOnel
Manage Electronic Return Activity (PRS) eFubwatch

Manage Electronic Yeriication Activity (a4S) Business Semvice Metwork (BSM)
Manade Mailing Activity (PostalOnel oSerice

Signature Confirmation Custorner Support Contacts
Track and Confirm Mews & Infarmatian
Wiew Mailing Induction Activity (PostalCne!

Serice Updates

Site hBp Customer Service Fomms Gow't Services Careers Privacy Policy Temms of Use Business Customer Gateway

EEQ Data FOlA

Figure 22: User Management for BSAs Only
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UNITED STATES
POSTAL SERVICE » HOME | GATEWAY | HELP | SIGN OUT

Profile Eeguest Access Feguest Status Requestinbaox Manade UserAccess]

Request Inbox

The list helow containg all access reguests to services for which you are the BSA. Click the last name of any of the
requesters to apprave or deny the regquest. All requests expire 29 days after they hawve heen submitted. Ifyou da not
review and take action an these requests by the expiration date, they will automatically be denied.

Request Date Last First Business Business . .
D Submitted Name Hame Hame Location delommoooas Sl
GATEWYAY 900 N STUART | Manage Mailing Activity Pending
10249 0451272009 TESTER | BOH MEVIE 5T (PostalOnel) BoA
Site higp Contact L= Fomms Gow't Services Carsars Priwacy Palicy Temms of Lse Buziness Customer Gateway

Inspector General

yrightE No FEAR Act EED Data FOlA - *. Presening the Trust Yy Promoting Integrity

Figure 23: BSA Request Inbox

The Request Inbox displays all access requests for which the user is the BSA. The BSA selects a request

by clicking the last name of the requester.

UNITED STATES
POSTAL SERVICE» HOME | GATEVAY | HELP | SIGMN OUT

Profile Reguest Arcess Redguest Status Renuest Inhox Manahe USEI’ACCESS‘!

Request Details

The request details for the selected request and requester are displaved below. Clicking the Accept button will approve
the request. Clicking the Deny button will deny the request. Clicking the Return to Queue button will display your
Reguest Inbox without taking action on this regquest. Requests expire after 25 days

Requester Information:

MNarme: BOB TESTER

Email susan.fredman@usps.qoy
Username: TESTERBOB

Request Infoermation:
Submit Date: 045122009

Expiration  nay1 53008

Date:
Type: Arcess Service
Status Pending BSA
Business ’ -
Semice: hanage Mailing Activity
I ’
BEAGroup: 1 POStalOnel system provides a new automated, streamiined

alternative to the existing business mail acceptance process.

Business Location Infermation:
Mame:  GATEWAY MEWS

Fhone:

Address: 900 M STUART ST

City: ARLINGTON

Zip Code: 22203-4101

Country.  UNITED STATES

{ Deny | { Retunto Queue | ( Approve |

Figure 24: BSA responds to a Request for Access

When a BSA responds to a request, the Request Details page displays (Figure 24). The BSA can Approve,

Deny, or Return to Queue.

22



User Access to Electronic Mailing Information and Reports Guide Version 2

UNITED STATES
POSTAL SERVICE« HOME | GATEWWAY | HELP | SIGH OUT

Erofile BEeauest Access Eequest Status Eequest Inbox ManageUserAccess|

Request Approval Confirmation

Clicking the Confirm button will approve this service access reguest. The Cancel button will return you to the request
details page without appraving the request.

MName: BOB TESTER
Username: TESTERBOB
Business Mame: GATEWAY MNEWS
Business Location: 900 M STUART 5T
Business Service: Manage Mailing Activity (FostalOnely
Type: Access Service

Eite hap. Contact Us Fomms Gow't Services Careers Privacy Polic Terms of Use Business Customer Gatewa

Postal Inspeciors E Inspector General
Promoting i

. PreseningtheTrust -/ Integrity

Figure 25: BSA Confirmation/Review screen

When an action (approve or deny) is taken on a request, the BSA receives a confirmation screen to validate
the action (Figure 25).

UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | SIGHN OUT

Erofile Request Access Reguest Status Reguest inbox Manage UserAccess!

Manage User Access

This page allows you to assign Business Senice Administrator (BS5&) status to another user, to rewake BEA status that
you'e assigned, and to remove a user's access to a service. To assign user(s) BSA status, click the check hoxes next to
any user(s) that vou would like to assign BSA status to, and click Assign. To revoke privileges that youve assigned
previously, click the check boxes next to the users that you've assigned BSA status to and click Rewoke. To remoave a
User's access to a senice, click the check boxes next to any non-B5A users that you would like to have rernowed fram the
service, and click Rewoke.

Filter by Ser\ricel(mne) j Filter by Business Namel(nUnE) j
Current Last First q - . .
Service Business Hame Business Location
Level Name Name
[ Revoke | [ Assign |
Site hiBp Contact Us Forms Gow't Services Caresrs Privacy Palicy Temn= of Use Business Customer Gateway

Postal Inspeciors F Inspector General

EEQ Crata - *. Presening the Trust '.,;'-’.r' Promoting Integrity

Figure 26: BSA User Management

The Manage User Access feature allows BSAs to assign or revoke the BSA role for other users (Figure 26).
Such users must already have access to the Service at the location for which the BSA is assigned.
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Electronic Mailings Initial Set-up and Access

3.1 Customer Registration ID (CRID)

The Customer Registration ID is an identifier (12 digits maximum) created by the Customer Registration
system to uniquely identify the USPS Customers at a business location address. For each unique
combination of Company Name and physical address, the USPS will create a new CRID to identify
customers and associate customer data. The CRID is the single unique ID that connects a company’s
information at a specific geographic location across all USPS applications. A CRID will be associated to
every Permit Number and Mailer ID that is issued (there may be multiple Permit Numbers or MIDs
associated to a single CRID).

CRIDs are assigned during the initial login at the Business Customer Gateway. New users are
recommended to register with the same business information that the BSA entered for the desired location.
A different CRID may unintentionally be issued by the system from address variance entered by users
registering for a service that has business locations with variations in the address.

The CRID should be considered an account number and treated with the appropriate confidentiality. CRIDs
will display in Profile Information within the Business Customer Gateway. A user can review CRID
credentials and user profile information by clicking the Profile link (Figure 27) where Business locations
including the CRIDs associated to those locations are presented (Figure 28).

UNITED STATES
POSTAL SERVICE« HOME | GATEWAY | HELP | 2IGMN OUT

Profile Eequest Access Fequest Status Fequest [nbox MManage Lser Access

Business Customer Gateway

This is the navigation page to access the service options offered through the Business Customer Gateway. These
options will assistyou in the steps of your mailing, from design and prepare to transport and tracking.

‘When you select a semice you do not have access {0, the systermn will give you the option to Add a Service.

=l Desigh & Prepare Your Account Settings
e |ntellinent Mail Services Welcome SUE

e Mailer D

= Mail & Transport Profile

e Centralized Account Processing System (CAPS)

e Customer Label Distribution Systern (CLDSY * Profile

s CustomeriSuppliet Aureerments (CSAS) * Reguesthccess
o Electronic Data Exchange (PostalOnel o Redquest Status
e Postal Wizard

» Schedule a Wailing Appointment (FASTY User Management
El Profile

e Feguest nhox

Perrnit Profile (PostalOnel
e Permit Profile (PostalOnel » Manage User Access

= Track & Report

o ADVANCE

e Audit Mailing Activity (PostalOnet

» Balance & Fees (PostalOnel) Custemer Support

o _I’\[—DE!IVE Cpnﬂrmatmn » National Customer Support Center
e flail Tracking & Reparting _RIBES

» Mailing Reparts (PostalOnely o Senice Updates

e fanage Elactronic Return Activity (PRS » ePubwatch

e Manace Electronic Yerification Activity (845} « Business Service Network (BSN)
e Manage Mailing Activity (Postalone! eSemice

e Signature Canfitration » Custorner Support Contacts

e Trackand Confirm ® News & Information

e View Wailing Induction Activity (PostalOne!

Site hiap Customer Service Forms Gow't Services Careers Privacy Policy Temms of Use Business Customer Gateway

Figure 27: Access to a user’s profile information
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UNITED STATES
POSTAL SERVICE HOME | GATEWAY | HELP | SIGN OUT

Profile Eenguest Access Renuest Status Request Inhox Manage User Atcess

Profile Information

Welcome TIM, your current user profile and affiliated business locations are shown below. If you need to
edit the profile information for one of your associated business locations just click on the Business Mame
lirnk.

User Information
Marme: TIM TESTER
Company Name: GATEWAY NEWS
Address Line 1: 900 N STEWART ST
Address Line 2:
City: ARLINGTOM
Zip Code: 22203-4101
State: WA
Email: timtester@email.cam

Business Locations:

Business . -
Name CRID Address City State Zip
GATEWWAY NEWS 4431205 400 N STEWART ST ARLINGTOM WA 22203-4101

Toremove access to one or more services, selectthe associated check boxes and click the Remowe Service hutton. If
you are the BSA for a service, you must instead call the Help Desk to remove your access to that senvice.

Services:
Service Business Busim_ass BSA Status
Hame Location
[~ | Manage Mailing Activity (PostalOne! GATEWAY MEWS 900 N STEWART 5T Yes

Remove-Service

Figure 28: Profile Information screen

The user Profile Information displays the user’s Business locations including the CRIDs associated to those
locations (Figure 28). The Profile also displays the Services a user has and the locations for which that
Service has been approved. There are various view options for a user including the ability to remove
Services. Refer to Figure 29 for a summary of Business Customer Gateway links to their functions.

Business Customer

Gateway Link

Users can view their business
Profile locations and the services they
have at each

Users may request additional
Request Access setvices or additional locations
for a service

User can see the status of their
Re¢uest Status requests.
Reguest Inbox Administrator queue to approve
(BSA Only) user access reguests.

PEREE UEer e Administrator tool to remove
a(gBSA only) access or assign additional
¥ users the BSA role.
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Figure 29: Summary of general Business Customer Gateway links and corresponding functions

UNITED STATES
POSTAL SERVICE - HOME | GATEWAY | HELP | SIGN OUT

Profile Eeqguest Access Eequest Status Eequest Inbox ManageUserAccess_"

Business Customer Gateway

This is the navigation page to access the service options offered through the Business Customer Gateway. These
options will assistyou in the steps of yaur mailing, from design and prepare to transport and tracking.

When you select a service you do not have access to, the system will give vou the option to Add a Service.

= Design & Prepare
e [ntelligent Mail Services
e hailer 0

= Mail & Transport

Centralized Account Processing Systerm (CAPS)

CustomerSupplier Agreements (CSAS

Electronic Diata Exchange (PostalGnel)
Postal Wizard

Schedule a Mailing Appointrent (FAST)
= Prefile
e Permit Profile (PostalOnely

Custamer Label Distribution Systerm (CLOS)

Your Account Settings
Welcome SUE

Profile

= Profile
» ReguestAccess
» Reguest Status

User Management

» Requestinhox
» Manage User Access

= Track & Report

Track and Canfirrm * Mews & Information
Wiew Mailing Induction Activity (PostalOnel

* ADWANCE

o Audit Mailing Activity (PostalOnel

e Balance &Fees (PostalOnel Customer Suppert

* Deliverv Confirmation s Mational Custorer Support Center
o Mail Tracking & Reporting —RIBAS

* Mailing Reports (PostalOnel e Serice Updates

» fanadge Electranic Return Activity (PRS s ePubwatch

« Manane Electronic Verification Activity (eVS) « Business Service Metwork (BSMN)
* hanage Mailing Activity (Postalone! eSenice

¢ Signature Confirmation s Custorner Support Contacts

L]

L]

Site hiap Customer Service Formms Gow't Services Careers Privacy Policy Temms of Use Business Custorner Gateway:

t EEQ Data

Figure 30: Customer Support links of Business Customer Gateway landing page

The Customer Support section of the Business Customer Gateway provides directs links to online resources.

National Customer Support Center — RIBBS
Service Updates

ePubwatch

Business Service Network — BSN eService
Customer Support Contacts — Help Desk Contacts
USPS News & Information
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3.2 Mailer ID System

A Mailer ID (MID) is required in all Intelligent Mail. The MID is a field within the Intelligent Mail barcode that is
used to identify Mail Owners and/or Mailing Agents or other service providers.

The MID system is designed and integrated with the Business Customer Gateway. The MID system is
designed to manage the assignment and distribution of MIDs and the affiliation of customer Business
Entities, as well as to configure MIDs for the enablement of Business Services such as Full-Service ACS,
OneCode ACS, ACS, eVS, PTS, PRS, Confirm, SignOn and other services.

Once users attain access to the MID system, they will have the ability to request MIDs for their own use and

on behalf of the business entity for which they are affiliated. Using the Business Customer Gateway, the MID
systems prompts a user to answer access related questions to ensure that the customer has applied for and
been provided all pertinent information to get access to USPS Business Services.

For MID business rules and MID-related technical requirements, refer A Guide To Intelligent Mail For Letters
and Flats and the Electronic Documentation and Intelligent Mail: Ready, Set, Go! guide.

3.2.1 Accessing the Mailer ID System

Select the Mailer ID link under the Design and Prepare section on the Business Customer Gateway landing
page to request the Mailer ID service. Refer to the section 2.4 on how to request a Service. For users who
have been approved for access to the MID system, select the Mailer ID from their homepage (Figure 31).
Figure 31: Accessing the Mailer ID System

UNITED STATES
POSTAL SERVICE» HOME | GATEWAY | HELP | SIGN OUT

Proiile ReguestAccess Reguest Status Reguestinbox  Manage User Access

Business Customer Gateway

This is the navigation page to access the setvice options offered through the Business Customer Gateway. These
options will assistyou in the steps of your mailing, from design and prepare to fransport and tracking.

When you select @ service you do not have access to, the system will give you the option to Add a Service.

= Design & Prepar, Your Account Settings
+ |ntellinent Maj ices Welcome SUE

e Mailer ID

= Mail & Transport Profile

» (Centralized Account Processing System (CAPS)

e Customer Label Distribution Systern (CLDS) » Profile

+ CustomenSupplier Aareements (CSAS) + ReguestAccess
e Electronic Data Exchange (PostalOnel + Request Status
* Postal Wizard

» Schedule a Mailing Appointment (FAST User Management
= Profile

o Permit Profile (PostalOnen O (MR
* Manage UserAccess

= Track & Report

ADYAMCE

Audit Mailing Activity (PostalOner

Balance & Fees {Fostaldnely Customer Suppert

Uelvery Confirmation Mational Customer Supoor Center

Mail Tracking & Reporting _RIBBS

Mailing Reports (PostalOnel Service Updates

Manage Electronic Return Activity (PRE) sPubwatch

Manade Electronic Verification Activity (eVs) Busginess Service Metwark (BSH)

Manage Mailing Activity (Fostalone! eSarvice

Signature Confirmation Custormer Support Contacts

Track and Confirn Mews & Information
Wiew Mailing Induction Activity (PostalOnel

Site higp Customer Senvice Forms Gow't Services Careers Privacy Policy Temms of Use Business Customer Gatemay
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Figure 32: MID System Landing Page

3.2.2 Navigating the MID System

Once the user has gained access to the Mailer ID service (and a BSA has been designated for this service),
the user will have access to the MID system. The MID Summary page is the MID System landing page
(Figure 32). This screen appears after the user selects the Mailer ID link. In this example, the (signed-in)
user currently has MIDs associated with its CRID. A user with no MIDs assigned will see a MID Summary
indicating no Mailer IDs are associated to its CRID (Figure 33). In the following sections, logical screen flows
are presented for a new user accessing the MID system.

3.2.3 The MID System Landing Page

This initial MID system has several features and are described in the following sections.
1. Apply for a MID(s)

Invoke the Address Book Function

Edit a MID

Add or Edit a MID Profile

Invoke a Search by MID

Invoke a Search by another CRID (if another affiliate exists in drop down)

o gk wnN
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UNITED STATES .
POSTAL SERVICE. Home | Sign Cut

Maler ID System

No Mailer IDs associated with CRID Y4018 were found.

MID Summary

o Address Book

MID Search

e Affliate [FA7058 - i e

Search > | | Request a 300 >

Results

MID ATV Affiliate AV Profile Type

P Cumpmar Sarvica [ GuvY Sarvigas Careary Privgey Pesow Tarms o Use

Copyripht® 2003 USFS. M1 Rights Reserved. Mo FEAR AGEEO Dty FOIS "~ Presareng e Tt @MM

Figure 33: MID Summary — User with no MIDs assigned

3.2.4 Applying for a MID

The Apply for a MID screen appears (Figure 33) when the user selects the Request MID button from MID
System landing page. The user has the option to select a nine-digit numeric or a six-digit numeric MID ID
from the dropdown menu (Figure 33). The system assigns MIDs based on the USPS established business
rules. For detailed information on the constructs of MIDs, refer to A Intelligent Mail for Letters and Flats
Guide, and the Electronic Documentation and Intelligent Mail: Ready, Set, Go! guide.

The MID system logic in assigning MIDs are a function of the MID issuance rules.

1. number of MIDs currently owned and the MID usage within the mailing supply chain
2. annual piece count of the associated CRID

3. possible customer overrides to Global Parameters for Maximum number of MIDs

4. required volume for initial/additional MIDs

The user enters the number of MIDs being requested, and then selects the Request MID button. If the user

selects the Cancel button, the user is redirected to the MID Summary screen (Figure 32).

29



User Access to Electronic Mailing Information and Reports Guide Version 2
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Figure 33: Appling for a MID

The MID Application Details screen appears (Figure 34) when the user selects the Request MID button from

Apply for a MID page. The user must select at least one application for which the MID will be used. There
are four possible applications.

e AMDC

e Confirm

e Full-Service
e PostalOne!

A user can elect to have the MID automatically generated (MID #1), or can specify a particular MID (MID
#2).The user enters the number of MIDs being requested, and then selects the Request MIDs button. The

MID Application Screen appears when the user selects the Request MIDs button from Apply for a MID page
(Figure 33).

When the user selects the Request MID button from the MID Application Details page, the MID Summary
review screen appears. This screen displays MIDs that the system issued (Figure 35). The example in
Figure 35 shows the that the MID #1 was executed, but the specific MID #2 request incurred an error

message, and was rejected by the system. The user can continue requesting additional MIDs or return to
the MID Summary page.
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Figure 35: MID Summary (review)
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3.2.5 MID Maintenance

From the MID Summary (assign) screen (Figure 35), a user has the ability to edit a MID by selecting the

MID, hyperlink-enabled number. If the user selects the MID number, the system displays the MID Details:

Edit a MID page (Figure 36).

The user has the option to add or remove an application(s) using the Update button, or Delete an

application(s) associated to this MID (the system places this MID in an “inactive” status in this case). Before

the system executes the Delete function, a warning pop-up screen appears where the user has the option to

Continue or Cancel.

If a user selects the Return button, the system redirects the user to the MID Summary (assign) screen

(Figure 35) without making updates or changes.

3 MID Details - Microsoft Internet Explorer
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Figure 36: MID Details (edit mode)
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MID

You are about to delete MID 100014, Once delated,
you willl not be able to retrieve this MID.

Do wou wish to continue?

[ Continue | | Cancel |

Figure 37: MID deletion pop-up warning

Before the system executes the Delete function, a warning pop-up screen appears where the user has

the option to Continue or Cancel. If the user selects the Continue button, the MID Details confirmation
screen appears (Figure 37).
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Figure 38: MID Update confirmation
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A user has the ability to edit a MID Profile by selecting the Add Profile or Edit Profile links. If the user selects
the Edit Profile hyperlink under the Profile Type section From the MID System landing page (Figure 32), the
system displays the MID Profile page (Figure 39). This page is lengthy, requiring the user to use the scroll
bar. Figure 39 below shows the upper section of the MID Profile page.

Each independent section for each Service associated with the MID will be presented. From the MID System
landing page (Figure 32), the mocked Company MID is associated with Business Services: ACS, Confirm
and Start-the-Clock (when using the scroll bar). The edit functionality for each service varies, depending on
the Service.

In the MID Profile top section, the user can associate or remove an affiliate(s) from a MID profile (the MID
must be associated to the CRID). If the user elects to associate this MID to an affiliate (checks the Delegate
checkbox) the remaining portion of the screen becomes disabled as it can ten only be updated by the
selected delegate from the dropdown menu. The dropdown options are entries extracted from the (signed-in)
user’s Address Book. Refer to the Address Book section below.

A user can select an existing recipient or add a new recipient for Full-Service ACS. If the user elects to
delegate this profile the remaining portion of the screen becomes disabled as it can be updated only by the

selected delegate. A user can perform updates by using radio buttons and selecting from dropdown menus.
There are five options for Full-Service ACS data.

e not to create a profile for Full-Service ACS data,

e send the Full-Service ACS data to the Preparer of the mailing and select from the recipients list,

e send Full-Service ACS data to the holder of the MID on the mailing,

e route Full-Service ACS data by designating recipient(s). The user has the option to select from
affiliates registered in the MID system. Recipients in the dropdown menu are entries extracted
from the user’'s Address Book. Or,

e designate a recipient(s) to receive ACS data based on information contained in electronic file
submissions. Refer to Figure 39 below.

/3 MID Profile - Microsoft Internet Explorer _|= 5[[
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Figure 39: MID Edit Profile Mode (top of screen)
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Figure 40: Confirm data routing to recipient (middle of MID Edit Profile mode page)

A user can select an existing recipient or add a new recipient for the Confirm service. A user can make
selections by using radio buttons and selecting from dropdown menus. There are five options for
Confirm data.
e not to create a profile for Confirm data,
e send the Confirm data to the Preparer of the mailing and select from the recipients list,
send Confirm data to the holder of the MID on the mailing,
route Confirm data by designating recipient(s). The user has the option to select from affiliates
registered in the MID system. Recipients in the dropdown menu are entries extracted from the
user’s Address Book. Or,
e designate a recipient(s) to receive Confirm data based on information contained in electronic file
submissions.
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Figure 41: FULL-SERVICE ACS data routing to recipient (MID Edit Profile mode)

A user can select an existing recipient or add a new recipient for the Start-the-Clock service. A user can
make selections by using radio buttons and selecting from dropdown menus. There are five options for
Start-the-Clock data.

not to create a profile for Start-the-Clock data,

send the Start-the-Clock data to the Preparer of the mailing and select from the recipients list,
send Start-the-Clock data to the holder of the MID on the mailing

route Start-the-Clock data by designating recipient(s). The user has the option to select from
affiliates registered in the MID system. Recipients in the dropdown menu are entries extracted
from the user’'s Address Book.

designate a recipient(s) to receive Start-the-Clock data based on information contained in
electronic file submissions.
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Figure 42: Start-the-Clock data routing to recipient (bottom of MID profile edit page)

3.2.6 Address Book

The Address Book screen appears when the user selects the Address Book link from the MID Summary
page. The Address Book feature allows a user to maintain a list of potential MID data recipients. Refer

to Figure 43.

A users has the option to enter a MID and the system will display a pop-up (below) to verify the recipient
to be added. At this point, the user can add the entry to the Address Book by clicking the Continue

button or by Clicking the Cancel button. Refer to Figure 44.
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Figure 44: Entering a MID in Address Book




3.3 Mail.Dat

3.3.1 Overview

The Mail.dat file format is an electronic data exchange with the PostalOne! system. To participate in the
PostalOne! program, the files and fields must comply with the PostalOne! Mail.dat file formats. Technical
details concerning Mail.dat file format and content are provided in the Postal Service Mail.dat Technical
Specification.

Participants must successfully transfer version 09-1 Mail.dat files to the Testing Environment for Mailers
(TEM) PostalOne! System before transferring version 09-1 Mail.dat files to the Production PostalOne!
system. The Production Environment will be used by all customers that have been approved in the TEM
environment by the USPS to start sending the transaction/messages.

TEM will support Mail.dat Versions 08-2, and 09-1. Mail.dat version 08-1 will no longer be supported for
testing. This environment is integrated with the login procedures for the new Business Customer Gateway
system, allowing Mailers to use the same username and password for the TEM. The TEM environment will
support both the existing Mail.dat Transfer Applet or Batch Processor, and the new file upload infrastructure.

Note. Only the Mail.dat version 09-1 supports the Full-Service option. To use Mail.dat version 09-1, a
Customer Registration ID (CRID) and Mailer ID (MID) are required. For more information, refer to the Postal
Service Mail.dat Technical Specification.

To request the Service for the Mail.dat a user must first request and get approved for access to the Manage
Mailing Activity service. Once the request for the Manage Mailing Activity is approved by the BSA (user will
receive a notification by email), the user logs in to the Business Customer Gateway and clicks on the
“Electronic Data Exchange” link on the left-hand side of the screen on the Business Customer Gateway user
homepage. Refer to Figure 45.
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Figure 45: Electronic Data Exchange Link

3.3.2 Test Environment for Mailers (TEM)

The Postal Service will make available a Test Environment for Mailers (TEM), allowing customers to test
their ability to send electronic documentation information to the U.S. Postal Service Business Services
and/or online applications. The TEM mimics a “production-like” environment. eDoc file layouts and
corresponding file submission or creation software preparation can all be tested prior to participating in “live”
mailings. Refer to the Postal Service Mail.dat Specification and the Postal Service Mail. XML Specification
guides for detailed specifications.

When the Manage Mailing Activity is added to a user’s profile using the Business Customer Gateway request
access feature, the user selects Electronic Data Exchange link to access to the Postal Service TEM. Refer to
Figure 46.

The PostalOne! Electronic Data Exchange page is displayed (Figure 46). For Testing, under the “09-1
Mailer Test Environment” heading click on “Download Client Application (Windows) or “Download Client
Application (Solaris)”.

Production Environment

For Production use, under the “09-1 Mail.dat Production” heading, click on “Download Client Application
(Windows)” or “Download Client Application (Solaris)”. Refer to Figure 47.
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Figure 46: Testing Mail.dat versions 09-1 and 08-2

3.4 Mail XML

3.41 Overview

Mail. XML is a complement to Mail.dat; participants of Mail.dat can continue to use it as a database but will
use the Mail. XML for communication, automation of business to business processing and getting answers in
near real time. Mail. XML version 6.0 specifications is composed of families of related messages that provide
all the capability that Mail.dat specification provided, as well as business function support that Mail.dat did
not provide. Refer to the 041709 _Postal Service Mail. XML Technical Specification ver. 1.0 for full details.

As part of PostalOne! support for the Full-Service program, Mail. XML 6.0 Web Services messages will
provide an alternative to and replace the current Wizard Web Services (WWS).

41



The Mail. XML version 6.0 is used for providing data feedback to you for Full-Service, such as Start-the-
Clock, Container Induction Scans, Full-Service ACS COA and Nixie detail records, as well as Verification
errors or By/For information mismatches.

3.4.2 TEM (Testing Environment)

The TEM environment is used for software approval processes for all mailers prior to moving into production
environment. Mailers must work with the help desk to start the process of approval of their software and
must be approved in the TEM environment, prior to sending data transactions in the production environment.
Refer to Figure 38.

Production Environment
The environment will be used by all customers that have been approved in the TEM environment by the
USPS to start sending the transaction/messages.
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Figure 47: Mail.dat Production Use

3.4.3 Mail. XML Push Data

For the Mail. XML Push data, the USPS invokes a Customer’s Web Services. Through the Push Subscription
Profile, a customer can register with the Business Customer Gateway as a subscriber of detail data (Delivery
messages). The customer can register to automatically receive either the detail data or the notifications as
they pertain to Start-the-Clock, Container Scans, Full-Service ACS COA and Nixie data. Refer to the
following section, Push Subscription Profile.

3.4.4 Push Subscription Profile

The Push Subscription Profile is a Business Service, which provides the ability to setup data distribution
profiles and a “push” method of data distribution to customers or their affiliates.
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Note: To receive Full-Service push data the customer must be registered in the Customer Registration
system at the Business Customer Gateway (in other words the customer is a registered PostalOne! user). A
new or existing customer, after completing the Business Customer Gateway approval and request access
steps for this Business Service, must have also set-up a push subscription profile using the Business
Customer Gateway system. This activation process enables data distribution control. Data distribution is
driven by data provided in the eDocumentation to the PostalOne! system with the By/For relationship. The
MID profile if setup by the customer, take precedence on authorization rules over the electronic
documentation data.

The Push Subscription Profile provides the ability to setup data distribution profiles and methods of data
distribution subscription. Refer to the PostalOne! Mail XML Technical Specification.

UNITED STATES
POSTAL SERVICE « HOME | HELF | CUSTOMER CARE | SIGH OUT

Manage Mailing Activity .‘?iwt-.;ﬁiﬂf ;a;-\ J‘\;,.
. _— e T3

Horme = kizi I.ing Reports‘ i

» Home
Mailing Reports
» Summany
% Balance and Fees ’
+ View Transactions + Mailing Summary Report
% Postal Wizard ) ) }
+ Pending Postage Statements # Electronic Mail Improvement Report

Electronic Data Exchange

W

» Customer Supplier Aqreements =  Mail Quality Reports

g

Mailing Reports + Push Subscription Profile
Ciashhoard

L3

W

Manage Permits

» Full Service Reports

Home | Site Map | Help | Custemer Care | Feedback | Sign Out

Figure 48: Push Subscription Profile Access Page

3.4.5 View Push Subscription(s) Data

From the Mailing Reports page, the user clicks on a link named “Push Subscription Profile”. The system will
display the Full-Service Push Data Profile page that lists all message types along with the Business Entity’s
subscription status for each message type. A user selects a business entity from the dropdown menu to
refresh the table containing the Message Type, Status and Actions columns. Refer to Figure 49.

Each message type is listed with three data elements.
1. Message Type. The name of the message, which can be either of four types.
a. Full-Service Address Correction
b. Full-Service Container Visibility
c. Full-Service Nixie
d. Start-the-Clock
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2. Subscription Status. The status indicates whether the business entity has a subscription for the
Message Type. Possible values include: Subscribed to Data Push, Subscribed to Data Notification, or
Not Subscribed.

3. Actions. For a Message Type that the business entity is already subscribed, there will be two
hyperlinks “Edit” and “Unsubscribe” that allow the user the option to edit or unsubscribe to a
subscription.

Business entity: I Select One ,I
4 Possible subscriptions found, displaying 1 to 4 [Prew] 1 [Mext]
Message Type SubscHption Status Actions
Full Service Address Correction Subscribed to Data Push Edit | Unsubscribe
Full Service Container Wisibility Subscribed to Data Notification Edit | Unsubsecribe
Full Service Nixie Mot Subscribed Subscribe
Start the Clock Mot Subscribed Subscribe
Figure 49: Subscriptions and Messages System-returned Screen
3.4.6 New Push Data Subscription(s)

From the Full-Service Subscriptions and Messages System-Returned Screen page, if the user clicks on the
Subscribe link for a message type, the system displays a new Push Data subscription page.

The user selects from the Push Type dropdown menu and enters all the required fields then click submit to
subscribe to a Message Type. (See Figure 50)

Last modified by(user id):

Subscription data form

Push Type:

ISeIed One 'I

Enter the detail of the external system receiving the data/notification below.

User id: I

Password:

|
Confirm Password: I
I

Web Service URL:
Push start date:
Frequency: ISeIed One ,I

FWI12B0

Last modified date: 10/23f2008

Submit Cancel

3.4.7

Figure 50: Push Data Subscription (subscribe mode)

Edit Push Data Subscription(s)

On the Subscriptions and Messages System-Returned Screen (Figure 51), if the user clicks on the Edit link

for a subscribed message, the system will

display the subscription profile in the edit mode. A user must first

select the Message Type from the Push Type dropdown menu, and has the option to change or update the

required field(s) and then click submit
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Subscription data form

PushType:  [SgjantOne =

Enter the detail of the external system receiving the data/notification below.

User id: I

Password:

Confirm Password: I
Web Service URL: I

Push start date:
Frequency: SelectOne =

Last modified by{user id): FWJ2B0

Last modified date: 10/23/2008

Submit I Cancel

Figure 51 Edit Push Data Subscription (edit mode)

3.5 Postal Wizard

The PostalOne! system provides the Postal Wizard (PW) tool that enables a secure way to submit postage
statements online. This tool may be used when no electronic documentation is necessary for compliance
with Full-Service requirements. For Full-Service mailings using the Postal Wizard, only the owner of the
mailing permit will receive Start-the-Clock information.

Note: Postal Wizard cannot be used with Full-Service Periodicals and BPM mailings, even if under 10,000
pieces. Also, there are certain types of letters and flats that are eligible for Full-Service when they have
Intelligent Mail barcodes. Refer to A Guide to Intelligent Mail® for Letters and Flats for full details.

A Mailer who elects to use the Postal Wizard applies for access through the Business Customer Gateway.
To request the Postal Wizard service, a user must first request and get access to the Manage Mailing
Activity (Refer to the section on Business Services to learn how to request a service). Once the request for
the Manage Mailing Activity is approved by the BSA (user will receive a notification by email), the user can
login to the Business Customer Gateway and click on the “Electronic Data Exchange” link to access the
Postal Wizard testing support and obtain additional test criteria information (Figure 53).

For Basic Option Mailers wanting to use eDoc with Postal Wizard or elect to use Postal Wizard under Submit
a Form to submit their postage statement information must conform to the certain conditions. To understand
the conditions, please refer to the Electronic Documentation and Intelligent Mail® Ready, Set, Go! Guide.

To access the Postal Wizard, the user selects the Postal Wizard under the Manage Mailing Activity menu

(Figure 54). To claim Full-Service, a mailer must check the Full Service indicator check box on the Postage
Statement (Figure 55), and enter the Mailer ID (Figure 56).
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UNITED STATES
POSTAL SERVICE« HOME | GATEVYAY | HELP | SIGH QUT

Profile ReguestAccess Reguest Status Beguestinbox ~ Manage UserAccese{i

Business Customer Gateway

This is the navigation page to access the service options offered through the Business Customer Gateway. These
options will assistyou in the steps of your mailing, from design and prepare to transport and tracking.

wihen you select a service vou do not have access to, the system will give you the option to Add a Service.

= Design & Prepare

o Intelligent Mail Services

e Mailer D

= Mail & Transport

Centralized Account Processing Systemn (CAPS)
Customer Label Distribution Systerm (CLOS)
CustomenSupplier Agreements

Electronic Data Exchange alOnel
Postal Wizard

* Schedule a Mailing Appaintrent (FAST)

= Profile

* Permit Profile (PostalOne!

= Track & Report

ADYANCE

Audit ailing Activity (PostalGnel
Balance & Fees (PostalOnely

Delivery Confirmation /
Mail Tracking & Repatting

Mailing Repotts (PostalOnely

Manage Electronic Return Activity (PRE)
Manage Electronic Verification Activity (e%/5)
s Manage Mailing Activity (PostalOnel

N Signature Confirmation

Track and Confirm

Wiew Mailing Induction Activity (PastalOnel)

Site hiap. Customer Service Forms Gow't Services Careers Privacy Polic

Your Account Settings
Welcome SUE

Profile

= Profile
# ReqguestAccess
+ Reguest Status

User Management

* Requestinbox
+ Manage UserAccess

Customer Support

+ [National Customer Support Center
—RIBBS

e Serice Updates

s ePubwatch

» Business Setvice Metwork (BSM)
eSemice

+ Custorner Suppart Contacts

* Mews & Information

Temms of Lse Business Customer Gatewa:

Figure 52: Business Customer Gateway User homepage

Electronic Data Exchange
Allows you to transfer files electronically (more information coming soon).
est Environment for Mailers (TEM)
9-1 Mail.dat 08-2 Mail.dat
09-1 Mail clat Guicle 08-2 Mail dlat Guide
Chent Apnlication [ Downlosd Batch Processor
! Application (Sokark File Validator
Start Testing - Hotify Help Desk Start Testing - Hotify Help Desk
File Transfer
il crml Guicle:
Start Testing - Nufﬂef Desk
Postal Wizard
Postal Wizard Guide
ctronic Verification System (EVS)
Start Testing - Hotify Help Desk
at Support for Production
[09-1 Mail.dat Mailer Production 08-1 / 08-2 Mail.dat Production
Downiad Client &pplication (Andows) Doswnigad Batch Processor
IDownload Chent Application (Solaris) File Walidator
File Transfer
Ietrics Search
Metrics - File Transfer

Figure 53: Postal Wizard from the Electronic Data Exchange link
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E UNITED STATES
POSTAL SERVICE« HOME | HELP | CUSTOMER CARE | SIGN OUT

N -
L | -

Home = hailing Reports

» Home
Mailing Reports

= Bummary
» Balance and Fees ’

. View T * Mailing Summary Report
+» Postal Wizard N . -

* Pending Postage Statements * Electronic Mail Improvement Report
+ Electronic Data Exchange « Customer Supplier « Mail Quality Reports

+ Mailing Reports

Push Subscription Profile
» Dashhoard

+ Manage Permits

Full Service Reports

Home | Site Map | Help | Customer Care | Feedback | Sign Out

Figure 54: Postal Wizard link is located under the Manage Mailing Activity menu

Home - Peylal Viaed -+ Fovisge Staterent

Postage Statement
First.Class Mail . Permit Imprint  » Permit Entry

kb Irdormmtsnn

Permit Holder Mailing Agent KMail Cremer
Humber MIA
Typa MNA
PORTLAND ME 04101-9651

Check this box i this is a Single Fiece
Price mailing O
This is a Political Campaign mailing: [0
This is a consolidated stalemant. [0

Mailing includes Parmit Reply Mail. [J

From-identcel, feave blask  [Liusd be leaa Ban 128 pound )

- —
Total Weight [100__ b

" Maikng Dete. [arisraoes 1M

* Processing Category: [Lefters (may include Cards) |

Move Update Method, [NCOALink s )
MNext Step: Account Venfication
Information
Continug >

Pasmi| Ergry

Figure 55: The Full-Service indicator box



Firnt Class Wail . Permit impeint  » Postage Ststemnant Enary

Waling Diate 04157200

Post Offics of Madng PORTLAND ME 641515651

Crptera Saquencs 1o I

Federal Agency C

Cuazzersy Hplg g

Figure 56: Mailer ID must be entered Postage Statement Entry screen

Full-Service Reports

The Business Customer Gateway captures all electronic mailing information provided by customers (also
commonly referred to as electronic documentation), as well as service performance metrics and mailing
quality information from the Postal Service Seamless Acceptance Service Performance (SASP) system.
PostalOne! assisted by the new Business Customer Gateway system receives data from the SASP for Start-
the-Clock, container scans, Full-Service ACS and Nixie data. SASP enables information to be available
through reports and data downloads.

The reports and available data are provided through the Business Customer Gateway via the Mailing
Reports page from the Business Customer Gateway landing page. Refer to Figure 6.1.The Business
Customer Gateway also provides functionality to manage Mailer IDs, where customers create data
distribution profiles that allow what third parties to receive their data. For example if a mail owner employs a
list management company (third party) to manage their addresses and address change updates; this profile
allows the change-of-address (COA) data to be routed to the designated service provider. Refer to the
section on Mailer ID set-up and profiles.

Full-Service ACS differs from both OneCode ACS and the traditional ACS programs in several ways,
although all three processes provide similar information. The most notable differences involve three
components.

e Pricing (Full-Service ACS is a no-cost service for specific time frames)
e Record format and layout
¢ Fulfillment method

Refer to Publication 8A (Address Change Service — Traditional) and Publication 8B (OneCode ACS
Technical Guide) for full details on the record formats and data transmission methods of Traditional ACS and
OneCode ACS. For Full-Service ACS, the electronic record format is different from those of both OneCode
ACS and Traditional ACS, the information comes to the customer by a selection of different electronic
channels and is a no-cost service (with the exceptions noted above). Refer to A Guide to Intelligent Mail for
Letters and Flats, Section 4 for full details on the fulfillment methods.
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For Intelligent Mail barcode users who choose OneCode ACS or Full-Service ACS, the Mailer ID in the
Intelligent Mail barcode must be registered with ACS. Use of the Intelligent Mail barcode, in and of itself,
does not automatically trigger ACS data collection and generation. New Mailer IDs will have a Full-Service
ACS default profile created automatically. If mailers want no ACS services, Traditional ACS, OneCode ACS,
or if they want options different from the default option for the new Mailer ID, they should contact the National
Customer Support Center (NCSC) in Memphis after the MID is created. The NCSC will work with a mailer to
ensure that the mailer’s profile matches the desired mailpiece disposition and address correction handling.

4.1 Full-Service Reports Access

Reports for the Intelligent Mail Full-Service option include two reports: the Start-the Clock and Full-Service
ACS. Full-Service ACS reports are downloadable, compressed COA and Nixie files. Please refer to the
Address Correction section below to understand the ACS offerings.

The Full-Service Reports are accessed from the new Business Customer Gateway landing page: select from
under the Mailing Reports > Full Service Reports. There are two primary reports: the Start-the-Clock and

UNITED STATES
POSTAL SERVICE» HOME | GATEVWAY | HELF | SIGN QLT

Ity Profile Eeguest Access My Reguest Status

Business Customer Gateway

Welcome to the Business Customer Gateway your single point of entry into
the USPS.com husiness services and capabilities. The Gatewway provides
you the ahility to performing mailing activities, track your activities and provide
feedback to the Postal Service.

- Design & Prepare Your Account Settings
e |ntelligent Mail Services {detailsy Welcome TIM
& Mailer D {detailsy
= Mail & Transport Profile
e Cenfralized Account Frocessing Systern (CAFS) [details)
o Customer Label Distribution Systern (GLDS) {details) s MyProfile
o CustormenSupplier Agreements (CSAS {details) + ReguestAccess
e Electronic Data Exchance (PostalOnel {details) o Wty Request Status
e Postal Wizard (PostalOnely {detailsy
e Schedule a Mailing Appointrment (FAST) (details)
- Profile
e Pearmit Profile (FostalGnel {details) Customer Support
- Track & Report )
AT e e . Ejag:;gz Customer Support Center
o Audit Mailing Activity (PostalCnel (detailsy . mu dates
# Balance & Fees (PostalOnel (details) e ePubwatch
o Delivery Confirmation (details) e Business Senice Metwark (BSH)
o ffail Tracking & Reporing {details) eService
o Mailing Reports (PostalOnel (details) e Customer Support Contacts
e Manage Electronic Return Activity (PRS) {details} o MNews & Information
+ Manade Electronic Yerification Activity (8%5) (details) « USPS Help Desk
& Signature Confirmation (details)  FAQ
e Trackand Confirm [details) —
o Yiew Mailing Induction Activity (PostalGnel) {details)y
Site hap. Customner Service Formz. Gow't Services Careers Privacy Policy Tems of Use Businezz Customer Gatewa
S 7

Full-Service ACS. Refer to Figure 4.1 and 4.2.

49



User Access to Electronic Mailing Information and Reports Guide Version 2

Figure 4.1

4.1.1 Full-Service Report Features

The Full-Service report features are:
1) The Start-the-Clock report shows container scans, appointment, dispatch information and, whether
the mail is origin entered or destination entered.
2) The Full-Service ACS reports allow users to query ACS records, display sample data, and enables
the ability to download COA and Nixie data in Excel and CSV formats.

UNITED STATES
POSTAL SERVICE « HOME | HELF | CUSTOMER CARE | SIGH OUT

Manage Mailing Activity w

Horme = kizi ﬁng Reports i

» Home
Mailing Reports
» Summany
% Balance and Fees ’
+ View Transactions + Mailing Summary Report
% Postal Wizard ) ) }
+ Pending Postage Statements # Electronic Mail Improvement Report

W

Electronic Data Exchange » Customer Supplier Aqreements =  Mail Quality Reports

g

Mailing Repors + Push Subscription Profile

Ciashhoard

L3

W

Manage Permits

» Full Service Reports

Home | Site Map | Help | Custemer Care | Feedback | Sign Out

Figure 4.2: PostalOne! Mailing Reports Page
4.1.2 Start-the-Clock Summary Report

The system navigates the user to a new page (Figure 4.3), “Full-Service Reports” page, when the Full-
Service Reports hyperlink is selected from the Mailing Reports page (Figure 4.2).

The system navigates the user to the new Start-the-Clock Reports page (Figure 4.4) when the “Start-the-
Clock” hyperlink is selected. Users can then select the Start-the-Clock Summary Report hyperlink.
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E UNITED STATES
POSTAL SERVICE= HOME | HELF | CUSTOMER CARE | SIGH OUT

Manage Mailing Activi o . .

Home = Reports

# Home

Reports
= Bummary
% Balance and Fees ’

» Start-the-Clock

3 Postal YWizard
& Address Correction Service (ACS)

= hailing Reports

3 Dashboard

3 hManage Permits

Home | Site Map | Help | Customer Care | Feedbadk | Sign Out

Figure 4.3: Full-Service Reports Page

The new Full-Service Reports page (Figure 4.3 above) displays two hyperlinks for accessing either the
“Start-the-Clock” or “Address-Correction-Service” reports.

UNITED STATES
POSTAL SERVICE HOME | HELF | CUSTOMER CARE | SIGM OUT

s
M Mailing Activi : el

Home = Reports

» Home

Reports
 Summary
# Balance and Fees ’

& Start-the-Clock Summary Report

3 Postal Wizard

» Mailing Reports

3 Dashhoard

# Manage Permits

Home | Site Map | Help | Customer Care | Feedback | Sign Out

Figure 4.4: Start-the-Clock Summary Report Page

The Start-the-Clock Summary Report will allow a user to track shipment and start the clock with scheduling
or dispatch information. The report has drill down functionality stemming from the Start-the-Clock record
(search results) to Job ID to Appointment Number and finally to the Container Visibility/Scan data.
Depending on the user-selected search criteria, the report will display information based on the search
criteria. Refer to Figure 4.5.
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UNITED STATES
POSTAL SERVICE« HOME | HELP | CUSTOMER CARE | SIGH OUT

Home > Reports > Start-the-Clock Summary Search G’ Today: Apr 11, 2000 05:47:52 F b

Start-the-Clock Summary Reports Search

Pleaze correct the follovwing errors and try again:
10 Mumber iz reguired.

Search By IMaiIing Group ID 'l ID Humber *; I
Entry Point Type*: | All Facility Types j Search With *: I exactwvalue 'l
Facility: I vl Facility State: I vl
Citw: I vl Zip (5 or 9): I
Fram: [02/25/2009 [ Display per Page: |1D results 'l
Date Range: * -
To:  ||o4/11/z009 [l
Search |

Home | Site Map | Help | Customer Care | Feedback | Sign Out

ltems marked with an red asterick are required inputs.

Figure 4.5: Start-the-Clock Summary Report Search Parameters

The system allows the user to build the report with search criteria and filters for Start-the-Clock. The first four
fields require user inputs and/or selections.

Fields 1-4 below are Required Inputs.
1. Mailing Group ID or Job ID. The user selects an option from the dropdown menu.

2. ID Number. The user must enter a whole number.

3. Search With. The user selects one option from the dropdown menu. The option is a value attribute
within the job ID number.

exact value
starting value
ending value
containing value

aoop

4, Entry Point Type. The options from the dropdown menu allow the user to refine the search by
facility type.

All Facility Types

BMEU Origin

Mailer Facility

USPS Induction Facility

5. Entry Point Location

aoop

The system will allow the user to further refine the search. These field selections are optional inputs.
a. Facility Name (dropdown menu)
b. City (dropdown menu)
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c. Facility State (dropdown menu)
d. Zip (the user must enter 5 or 9 characters)

Date Range. The user can select the Start and End dates or enter a date using the Calendar
functional icon for both the start and end dates.

Display per Page. The options from the dropdown menu define the number of search results (data
rows) to be displayed per screen page. The result set is paginated in fixed increments. The default
is a maximum of 10 rows.

a. 10
b. 15
c. 20

Home >

UNITED STATES _
P_ POSTAL SERVICE« | Feedback | Personal Profile | Logout |

Start-the-Clock Summary Report Search

Restricted Information

9' Today: Jan &, 2009 09:15:42 A

Start-the-clock Date [From: 010172008 [EEe

Job ID:* Search With:' | exact value ~
Entry Point Type:' | Al hd Facility:* | All e
City, State Zip (3 or 5

Range: | lo1/0s/z000  [EEl- Display per Page: |10 results v

Please click on an Job 1D to view the Start-the-Clock details for that job.

Job D & Entry Poirt Type | aclty | City.State | Zip | _StarttheClock

SETEI805E0 BMEL BIMEL Location Mame Sussex Tx. o000 030172008
BEEETES4EE BMEL BMEL Location Mame Suzsex Tx. 00ooo 03101 £2008

ACISEEET BMEL BMEL Location Mame Sussex Tx. o000 030172005

EDROPT20 BMEL BMEL Location Mame Suzsex Tx. 00ooo 03101 £2008

SCEMO3SS BMEL BMEL Locstion Mame Sussex Tx. o000 030172005
Q57955580 BMEL BMEL Location Mame Suzsex Tx. 00ooo 03101 £2008
Q873985550 BMEL BMEL Location Mame Sussex Tx. o000 030172005
Q57955580 BMEL BMEL Location Mame Suzsex Tx. 00ooo 03101 £2008
SETEI85550 BMELI BMEL Location Mame Sussex Tx aoooo 030172005
SE7E9585550 BMEL BMEL Location Mame Sussex Tx. 0oooo 030172005

Page1 of 2 Hext >>

| Feedback | Logout |
Copyright @ 1099-2000 USPS, Al Rights Reserved.
Termns of Use

Figure 4.6: Start-the-Clock Summary Report Search Parameters

When the user clicks the Search button, the system returns Start-the-Clock data based on the report
parameters defined by the user. The presentation of the data will display below the search input fields. Refer
to Figure 4.6.

The Start-the-Clock Summary Report Data Columns

1.

Job ID (hyperlink). This column lists the Job ID defined by the search criteria. A single Job ID
number that when selected, directs the user to a new, standalone page that displays the data by Job
ID (Refer to Figure 4.7).

Entry Point Type. This column displays the Entry Point Facility defined by the search criteria.

Facility. This column displays the Entry Point Facility name defined by the search criteria.
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4. City, State (of entry point). This column displays the Entry Point Facility City and State.
5. Zip. This column displays the Entry Point Facility ZIP code corresponding to the facility location.

6. Start-the-Clock. This column displays the Start-the-Clock date (Day 0) corresponding to the Job ID.

Eygs’%% | Feedback | Personal Profile | Logout |

©
Restricted Information

Today: Jan 26, 2000 12:54:30 P
Home = Start-the-Clock Summary Report Search > Start-the-Clock Summary Report 9 o

Job Summary Information

JOB I 9575968550 Class: Standard Mail Total Container Count: 29
Origin Facility: Beltimore PADC ?I;:;‘;:;:'B'C'O':" Date a1 2oos
[ erry ot Typo | Apptum | Contane istyScan | —Entry Facity | appt Datoand Time | At | Unioaa tart | Unload End | St he ClocDate ey ) |
Origin BMEL nis Dulles PADC nia nia nia nias 03103/2008
Origin BMEU nis Battimare P0G ni nia nia na 0303/2008
Origin 123456-0302 nis Dulles PEDC nis nia nia na 030372008
Origin 123456-0219 nis Battimaore PEDC ni nia nia na 030372008
Destination 623456789 3 Atlanta SCF 02/16/2008 14:00 EDT 02416/2008 14:25 EDT 02416/2008 14:25 EDT 021672008 14:55 EDT 0241672008
Destination 123456789 2 Culles PADC 02M5/2008 12:00 EDT 024572008 12:00 EDT 024572008 12:20 EDT 021572008 12250 EOT 024572008
Destination 92345R0215 3 Mew Work SCF D21 5/2008 03:00 EDT 020272008 03:00 EDT 020272008 03:00 EDT 0200272008 09:15 ECT 020272008
Destination 623456789 3 Atlanta SCF D2/ 8/2008 14:00 EDT D2HB/2008 14:25 EDT D2HB/2008 14:25 EDT 021872008 14:55 EDOT 03101/2008
Destination 623456789 3 Atlanta SCF D2M8/2008 14:00 EDT D2HB/2008 14:25 EDT D2HB/2008 14:25 EDT 021872008 14:55 EDOT 03101/2008
Destination 623456789 3 Atlanta SCF D2/ 8/2008 14:00 EDT D2HB/2008 14:25 EDT D2HB/2008 14:25 EDT 021872008 14:55 EDOT 03101/2008
Destination 623456789 3 Atlanta SCF D2M8/2008 14:00 EDT D2HB/2008 14:25 EDT D2HB/2008 14:25 EDT 02A 82008 14:55 EDOT 0301/2008
Destination 623456789 3 Aflanta SCF 021 &/2005 14:00 EDT 024 &/2005 14:25 EDT 024 &/2005 14:25 EDT 024182008 14:55 EOT 03101/2008
Destination 623456789 3 Aflanta SCF 021 &/2005 14:00 EDT 024 8/2005 14:25 EDT 024 8/2005 14:25 EDT 024182008 14:55 EOT 03101/2008
Destination 623456789 3 Aflants SCF 0211 8/2008 14:00 EDT 02418/2008 14.25 EDT 02418/2008 14.25 EDT 021812008 14:55 EDT 03401/2005

Page 1 of 2 Hext =>

| Feedbick | Logout |
Copyright (@ 1999-2009 USFS. Al Rights Reserved.
Terme of Use

Figure 4.7: Start-the-Clock Summary Report by Job ID - User clicks a JobID hyperlink

The system displays the Start-the-Clock Summary/Job ID report on a new separate page (Figure 4.7) when
the user selects the Job ID hyperlink from Start-the-Clock Summary Report (Figure 4.6).

The system displays the Start-the-Clock information per the associated Job ID. This view by Job ID, displays
the Job ID Summary information and nine data columns.

The Job Summary Information section includes five elements.
1. JobID
Class (malil class)
Total Container Count (sum of all containers/pallets for per the single Job 1D
Origin Facility
Start-the-Clock Date (Day 0)

akrwbn

Job ID Summary information presents ten data columns.

1. Entry Point Type. There are two possible values Origin or Destination.

2. Appt Num (Appointment Number). The Appt Num that when selected, the system will display a
separate, standalone report that displays information per the single Start-the-Clock Summary Report
Appt Num (refer to Figure 4.8). The system returns/displays Appointment Number information only if
Entry Point type is Destination. The Appt Num hyperlink will be enabled.

3. Container Visibility/Scan. This column displays the number of scans corresponding to the
Appointment Number. The number is hyperlinked-enabled to Container Visibility/Scan information
(Figure 4.9). The hyperlink is enabled only if the entry point is Destination.

4. Entry Facility. This column displays the name of entry point facility.

5. Appt Date and Time
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6. Arrival (date and time)

7. Unload Start (date and time)

8. Unload end (date and time)

9. Start-the Clock Date (Day 0)
| = ggggfggﬁﬁ | Feedback | Personal Profile | Logout |
Home > Start the Clock Summary Report Search > Startthe Clock Summary Report > [Z] Teday: Jan 28, 2008 12:58:14 PM

Appointment Information

Start-the-Clock Appointment Humber: B23456789 Total Containers in Appointment: 3 Appointment Date Time: August 02, 2008 09:00 Akt
USPS Induction Facility: Atlarta SCF Arrival Date Time: September 02, 2008 09:00 A
Unload Start: 02M&2008 14:25 EDT Unload End: 02H 8/2005 14:55 EDT

Job Summary Information

JOB 1D: 9679935880 Class: Standard hail Total Container Count: 23
Origin Facility: Beftimore PADC Arrival DateTime: 03012008 1525 EDT
Start-the-Clock Date
03 12008
(Day 0):

Shipment Content Summary

Mzl Preparer: PROFESSIOMAL
CUTLERY DIRECT

Mailer Cortact:

GINMEY MCPHEE
(203)871-1000

Scheduled Containers

II = I

9878988880
9978958897

[Mailer Totals
Appointment Totals,

| Feedbak | Logout |
Copyright @ 1999-2000 USPS. Al Rights Reserved.
Terms of Use

Figure 4.8: Start-the-Clock Appointment Summary by Appt Num - User clicks an Appt Num hyperlink

The system displays the Start-the-Clock Appointment Summary by Appt Num Report on a new, separate
page (Figure 4.8) when the user selects a single Appt Num hyperlink from the Start-the-Clock Summary/Job
ID Report.

The system displays the Start-the-Clock Appointment Number information. This (Appt Num) view displays
the Appt Num Summary information and seven data columns.

The Start-the-Clock Summary Appointment Number Information section includes seven elements.
Start-the-Clock appointment number

USPS Induction Facility

Unload Start (date and time)

Total Containers in Appointment

Appointment Date and Time

Arrival (date and time)

Unload End (date and time)

NoorwhPE

The Job Summary Information section is static, retained from the same Start-the-Clock Summary by Job ID.
1. JobID
2. Class (malil class)
3. Total Container Count (sum of all containers/pallets for per the single Job ID)
4. Origin Facility
5. Start-the-Clock Date (Day 0)
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The Shipment Content Summary section displays Mailer Preparer information and contact data, including a
Mailer contact Phone number. The Shipment Content section provides four data elements.
1. Job ID hyperlink. When the Job ID hyperlink is selected, the user is redirected to the Start-the-Clock
Summary Report associated with the Job ID.
2. Scheduled Container hyperlink. This column displays the container count. When the count hyperlink
is selected, the user is redirect to Container Visibility/Scan Information (Figure 4.9).
3. Mailer Totals. This is the sum of all scheduled containers within the Shipment Content.
4. Appointment Totals. This is the sum of all appointments within the Shipment Content.

UNITED STATES.

Bd posTAL SERVICE. | Feedback | Personal Profile | Logout |

Restricted Infarm atian

1 Today: Jan 26, 2009 12:58:33 FM
Home > Start-the-Clock Summary Report Search > Start-the-Clock Summary Report > (7] edayJan

Appointment Information

Start-the-Clock Appointment Humber: 623456739 Total Containers in Appointment: 3 Appointment Date Time: August 02, 2005 09:00 AM
USPS Induction Facility: Atlanta SCF Arrival Date Time: September 02, 2005 09:00 AM
Unload Start: 02M82008 1425 EDT Unload End: 02/ 8/2008 1455 EDT

Job Summary Information
JOB ID: SB7B986580 Class: Stanciard Mail Total Container Count: 28
Origin Facility: Battimore PADC Arrival Date/ Time: 03101/2008 15:25 EDT

Start-the-Clock Date Q3 2006
(Day 0p:

Mailing Group ID USPS Induction Facility USPS Induction Facility Locale Key IM Container Barcode Container Scan Date/Time Induction Status Induction Issue Desc Induction Issue Resolution
555678 Aflarta SCF ¥10054 99M423905469898432348  02/18/2008 14:00 EDT Accepted Narne
535678 Atlarta SCF X10054 99Md239054696954 32349 02M8/2008 14:00 EDT Accepted Mone
| Feedback | Logout |

Copyright @ 1999-2000 USPS. Al Rights Reserved.
Terms of Use

Figure 4.9: Start-the-Clock Appointment Summary Report by Container Content Information

The system displays the Container Visibility/Scan information on a new separate page (Figure 4.9) when the
user selects a Scheduled Container number hyperlink from the Shipment Content section of the Start-the-
Clock Appointment Summary/Appt Num reporting. The Container Visibility/Scan information displays seven
data columns.

The Appointment Information section is static, retained from the Start-the-Clock Summary Appointment
Number Information report.

Start-the-Clock appointment number
USPS Induction Facility

Unload Start (date time)

Total Containers in Appointment
Appointment Date/Time

Arrival Date/Time

Unload End (Date/Time)

NoosrwdNE

The Job Summary Information section is static, retained from the same Start-the-Clock Summary by Job ID
Information report:

1. JobID

2. Class (mall class)

3. Total Container Count (sum of all containers/pallets for per the Job ID)

4. Origin Facility
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5. Start-the-Clock Date (Day 0)

The Container Visibility/Scan Information section presents eight data columns.
Mailer Group ID

USPS Induction Facility

USPS Induction Facility Locale Key

(Intelligent Mail)IM Container Barcode (Intelligent Mail)

Container Scan Date/Time

Induction Status

Induction Issue Desc

Induction Issue Resolution

© NG WDNRE

4.1.3 Download Full-Service ACS Reports

The system navigates the user to the new Full-Service ACS COA and Nixie Detail Reports page (Figure 4.10
below) when the “Address Correction Service (ACS)” hyperlink is selected from the Full-Service Reports
page (Refer to Figure 4.3).

UNITED STATES
POSTAL SERVICE « HOME | HELP | CLUSTOMER CARE | SIGN QUT

Manage Mailing Activity g \?3%;;@;; fi\?‘\vﬁ

Home = Reports

Reports

» Home

B Bummary

» Balance and Fees ’
* Download ACS Report
» Postal Wizard
& Download Hixie Detail Report

» hailing Reports

# Dashboard

» Manage Permits

Home | Site hiap | Help | Customer Care | Feedbadi | Sign Out

Figure 4.10: Full-Service ACS Reports

The Full-Service ACS reports enable two options:

1. The Download ACS Report, which allows the user to search ACS records, display sample data, and
download the data set(s) in a CSV or Excel format.

2. The Nixie Details Report, which allows the user to search Nixie Detail records, display sample data,
and download the data set(s) in a CSV or Excel format.

The system displays the Download ACS Report and search criteria selections screen on a new separate
page when the user selects the Download ACS Report link (Figure 4.11). The report can be queried by four
required input parameters.

Fields 1 -4 below are Required Inputs.
1. Mailing Group ID or Job ID (dropdown menu)

2. ID Number (user must enter a whole number)
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3. Search With. The user selects one option from the dropdown menu. The option is a value
attribute within the job ID number.

a. exactvalue
b. starting value
c. ending value
d. containing value
4, Record creation Date Range. The user can enter a date or select a date using the Calendar
functional icon for both the start and end dates.

When the user clicks the Search button, the system displays the data online. The user has the option to
download the data in CSV or Excel formats using the dropdown menu. Refer to Figure 4.11.

The system displays a system download message that will allow users the option to save the search results
to their local (computer) drive.

UNITED STATES
POSTAL SERVICE« | Feedback | Personal Profile | Logout ||
Restricted Informatian
Home > (73 Today: Jan 8, 2008 09:15:42 AM

Download ACS Report

Search By: | Mailer D |+ ID Humber: |

Record Creation Date |.Job ID oo | [EE Search with: |exactvalue -
Bano=) n1/n6/2006 | [

Search |

‘ Download Search Result In The Format OF': I Excal (<LS) =l |

Total Count: 3,000 000. Listing the sample data from search result
Please click "Download" button to save the data or "Search” button to search again

Record | Move Keyling, Old Oid Parsed New Parsed
Mailer ID love| Deliverabilityy COA Old City- New City Classwuufcauun Fee
Job ID Original MB PMB
- “bate | Date. | Type Code Narmel oo | *Te| " ame | agaressl S ZIF M(HESS Uﬂlﬂﬂlla(m" state-2IF Notification
Date Date eDm: Type Mame Address| Type Name Address|

b 5573 123 Main  Saint Ross M2
23456789 451 I14239054695984 008021202008 F nul Street Agt LA il Center ol
Smith 9012 00655507
B 700873233 Lare
3456
1234
123 Main  Saint Ross 1122
B23456789 861 M4239054 4 008021202008 F el G il Street At LA, G rull e e | B N
Smith 9012 TO0BS6507
P 700873238 Lane
3456
1234
123 Main  Saint Ross 122
E23456789 861 M4239054 4 0080241202008 F il S G il Street At LA, G rull Gy  gnTle o) B N
Smith 9012 00856507
Pl 700873238 Lane
3456
1234
123 Main  Saint Ross 122
B23456789 861 M4239054 4 008021202008 F joelim D G il Street At LA, G rull e - | B N
Smith 9012 00856507
Fa| 700873239 Lane
3456
Jobn 152?; 123 Main  Saint Ross Mz
623456575 451 83399 99M4 230054698004 32348 021 B2008021 22008 F ® nul Street Apt LA ® nul Center il B N
Smih 9012 00856507
Pl 700873239 Lane
3456
| 152?; 123 Main  Saint Ross Mz
2345678 451 83399994 23005469800432348 02 S2008021 22008 F & nul Street Agt LA G nul Center il B H
Smih 9012 00856507
Pl 700873239 Lane
3456
&0 1523; 123 Main  Sairt Rose 1122 LA,
23456759 AB1 8339999M4 233054698854 32348 021 B2008021 22008 F ® nul Sirest Agt LA G nul Center il B N
Smih 9012 00856507
28 700873239 Lane
3456
i 1523; 123 Main  Sairt Rose 1122 b 1L,
23456759 AB1 83399994 238054698954 32348 02 B2008021 22008 F ® nul Sirest Agt LA G nul  Center il B H
Smih 9012 00856507
B Pl 700873239 Lane

Figu
re 4.11: Full-Service ACS COA Report

4.1.4 Full-Service ACS Nixie Detail Report

The system displays the Full-Service ACS Nixie Detail Report and search criteria selections screen on a new
separate page when the user selects the Full-Service ACS Nixie Detail Report link. The report can be
searched by four user-required input and/or selections.
Fields 1 -4 below are Required Inputs.
1. Mailing Group ID or Job ID (dropdown menu)
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2. ID Number (user must enter a whole number)

3. Search With. The user selects one option from the dropdown menu. The option is a value
attribute within the job ID number.

a. exactvalue

b. starting value

c. ending value

d. containing value

4, Record creation Date Range. The user can enter a date or select a date using the Calendar
functional icon for both the start and end dates.

When the user selects the Search button, the system displays the data online. The user has the option to
download the data in CSV or Excel formats using the dropdown menu. Refer to Figure 4.12.

The system displays a system download dialog that will allow users the option to save the search results to
their local (computer) drive.

| Feedback | Personal Profile | Logout |

UNITED STATES
P_ POSTAL SERVICE

Restricted Information

Home > 6
Download Nixie Detail Report

Today: Jan &, 2008 09:15:42 Ab

Search By: IMal\er D~

hailer D
- oo [EE

Record Creation Date | Joh [D

ID Humber: I

Search With: Iexamvﬁ\ue =

Range:™ | ot ioeezons | G
Search |
| Downoad | Search Result In The Format 0f: | Excel (4LS) =l ‘

Tatal Count: 3,500,010. Listing the sample data from search result
Please click "Download" button to save the data or "Search” button to search again

Job ID

Original MB

Record
Creation

E23456750 AE15999999M4 230054605954 3234502 512008

Parsed

123 Main Street Kenner LA

1122 Center

Saint Rose LA

| Feedback | Logout |
Copyright @ 1999-2009 USPS. All Rights Resened

Terms of Use

1234 5678

- Action M On Piece City Return To [ Return To Cit Reason | HKeyline Fee
Code | AUAresSON| “gige zp addiess | State @ Code | from eDoc| Notification
Date Piece
R A il

Apt28 700656507 Lane 700573239 9012 3456
62345675 A518333999M4 230054595304 32348021 512005 R L?;ga'” e ?ggggéég :1&:2 ey ?sggg%z‘z L& & 1953; gjgg N
E2345675 AF18393999M4 230054695054 32348 021 52008 R Lﬁgﬁm Street ?UESS:;SLUAY 1L1a§§ center ?;gg;;z LA a ;‘53; gﬁ;s N
623456759 A518999999M4 239054695954 32345 021 512008 R L{;z“g"'” Street ?ggg;éé;} 155 Center ?;ggg”;az LA a ;é?; gs;g N
623455753 A515399999M4 2309054695904 32348021 52005 R L{jz'ga'” Street :gn”g‘;gé';} Sjg Center ?;‘D”é;;fg LA & ;g?; gs;g N
623456789 AF18393999M4 230054698934 32348 021 52008 R Lz:;ga'” Street ?SSE%EL$ légé center ?;ggg;sjz LA & 1953; gﬁgs N
623456759 5129999 99NH 239054695954 32345 021 512008 R Lﬁ;gﬂm Street ?ESSSEESLDAY 1L1ai§ Center ?;ggg”;z LA a éé?; gj;g N
623456750 45159009094 2390546089843234802M 312008 R Lifz“ga'” Sfiesl fOaLs fedeniEn pREELS | oa BRI 4
62345675 A518333939M4 239054595304 32348021 512005 R Li?z'ga'” Street ?ggg‘;gég :lgé enter ?sgggg‘z LA 1953; gjgg N

Figure 4.12: Full-Service ACS Nixie Detail Report
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Appendix A — Full-Service ACS Nixie Detail and Full-Service ACS COA
Detail Report Formats (csv format)

Nixie Detail Report:

ORIG_MAILER_ID_6  VARCHAR2(6 BYTE),
ORIG_MAILER_ID_9  VARCHAR2(9 BYTE),
MD_JOB_ID VARCHAR2(8 BYTE),
RECORD_CREATE_DATE  DATE,
ORIG_INTL_MAIL_BARCODE VARCHAR2(34 BYTE),
ACTION_CODE VARCHAR2(1 BYTE),
ONPIECE_ADDRESS VARCHAR2(100 BYTE),
ONPIECE_CITY_ST_ZIP  VARCHAR2(100 BYTE),
RETURN_TO_ADDRESS  VARCHAR2(100 BYTE),
RETURN_TO_CITY_ST_ZIP VARCHAR2(100 BYTE),
REASON_CODE VARCHAR2(1 BYTE),
KEYLINE_FROM_EDOC  VARCHAR2(50 BYTE),
FEE_NOTIFICATION  VARCHAR2(3 BYTE),

MAILING_GROUP_ID NUMBER DEFAULT 0,
CUST_GROUP_ID VARCHAR2(25 BYTE) DEFAULT 0,
USER_LIC_CODE VARCHAR2(4 BYTE) DEFAULT 0

ClassNotificationType VARCHAR2(1 BYTE)

ACS Report:
ORIG_MAILER_ID_6 VARCHAR2(6 BYTE),
ORIG_MAILER_ID_9 VARCHAR2(9 BYTE),
MD_JOB_ID VARCHAR2(8 BYTE),
RECORD_CREATE_DATE DATE,
ORIG_INTL_MAIL_BARCODE VARCHAR2(34 BYTE),
MOVE_EFFECTIVE_DATE  DATE,

MOVE_TYPE VARCHAR2(1 BYTE),

LAST_NAME VARCHAR2(100 BYTE),
FIRST_NAME VARCHAR2(100 BYTE),
MIDDLE_NAME VARCHAR2(50 BYTE),
NAME_PREFIX VARCHAR2(50 BYTE),
NAME_SUFFIX VARCHAR2(50 BYTE),

KEYLINE_FROM_EDOC VARCHAR2(100 BYTE),
OLD_ADDRESS_TYPE VARCHAR2(1 BYTE),
OLD_URBANIZATION_NAME VARCHAR2(100 BYTE),
OLD_PRIMARY_NO VARCHAR2(10 BYTE),
OLD_PRE_DIRECTIONAL VARCHAR2(2 BYTE),
OLD_STREET_NAME VARCHAR2(28 BYTE),
OLD_STREET_SUFFIX VARCHAR2(4 BYTE),
OLD_POST_DIRECTIONAL VARCHAR2(2 BYTE),
OLD_UNIT_DESIGNATOR  VARCHAR2(4 BYTE),
OLD_SECONDARY_NO VARCHAR2(10 BYTE),

OLD_CITY VARCHAR2(28 BYTE),
OLD_STATE VARCHAR2(2 BYTE),
OLD_zIP VARCHAR2(5 BYTE),
OLD_ZIP_PLUS_4 VARCHAR2(4 BYTE),

NEW_ADDRESS_TYPE VARCHAR2(1 BYTE),
NEW_URBANIZATION_NAME VARCHAR2(100 BYTE),



NEW_PRIMARY_NO

VARCHAR2(10 BYTE),

NEW_PRE_DIRECTIONAL  VARCHAR2(2 BYTE),
NEW_STREET_NAME VARCHAR2(28 BYTE),
NEW_STREET_SUFFIX VARCHAR2(4 BYTE),
NEW_POST_DIRECTIONAL VARCHAR2(2 BYTE),
NEW_UNIT_DESIGNATOR  VARCHAR2(4 BYTE),
NEW_SECONDARY_NO VARCHAR2(10 BYTE),

NEW_CITY
NEW_STATE
NEW_ZIP

NEW_ZIP_PLUS_4

VARCHAR2(28 BYTE),
VARCHAR2(2 BYTE),

VARCHAR2(5 BYTE),

VARCHAR2(4 BYTE),

PRIVATE_MAIL_BOX VARCHAR2(37 BYTE),
CLASS_NOTIFICATION_TYPE VARCHAR2(1 BYTE),

FEE_NOTIFICATION

VARCHAR2(3 BYTE),

MAILING_GROUP_ID NUMBER DEFAULT 0,

BUSINESS_NAME
DEL_CODE_TYPE
CUST_GROUP_ID
USER_LIC_CODE

VARCHAR2(100 BYTE),
VARCHAR2(1 BYTE),
VARCHAR2(25 BYTE) DEFAULT 0,
VARCHAR2(4 BYTE) DEFAULTO

The PostalOne! system will send one or more FullServiceAddressCorrection blocks.

The PostalOne! system will provide Move Type to identify the type of move for Individual,
Family or Business (indicated by values ‘I, ‘F’, or ‘B’ respectively).

The COAName element will be used to identify the following:
Individual/Family Move Type = Last Name, First Name, Prefix and Suffix

Business Move Type = Last Name will be utilize to provide business name
information

The ClassNotificationType element will be used to identify the mail class of the mail piece
that generated the ACS COA notification for the following values:

‘A’ = Package Services (Bound Printed Matter)
‘B’ = First-Class

‘C’ = Periodicals Initial

‘D’ = Standard Mail

‘F’ = Periodicals Follow-up

The DeliverabilityCodeType element will be used to identify the deliverability status of the
mailpiece that generated the ACS COA naotification for the following values:

<blank> = COA Match with new address
‘K’ = COA Match, no forwarding address
‘G’ = COA Match, PO Box Closed, no forwarding address
‘W’ = COA Match with a temporary COA

The AddressType element will be used to identify the type of address from which the
customer is moving for the following values:

‘G’ = General Delivery

‘H’ = Highway Contract Route
‘P’ = Post Office Box

‘R’ = Rural Route

‘S’ = Street Address
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The PostalOne! system will send one or more FullServiceNixieDetail blocks.

The ActionCode element will be used to identify the action taken for the returned mail for
the following values:

‘F' = Forwarded

‘W’ = Wasted

‘R’ = Returned

‘U’ = Unable to determine action

The ClassNotificationType element will be used to identify the mail class of the mail piece
that generated the ACS COA notification for the following values:

‘A’ = Package Services (Bound Printed Matter)
‘B’ = First-Class

‘C’ = Periodicals Initial

‘D’ = Standard Mail

‘F’ = Periodicals Follow-up
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Move Update Verification Results

Move Update Verification Results are aggregated and displayed across mailings in the PostalOne! system.
Results are compiled and updated overnight. To view Move Update reports, mailers are required to have
access to the Business Customer Gateway. Refer to the Existing Customers and New Users sections above.

To access the Verification Results, a user must first request the Manage Mailing Activity service using the
Business Customer Gateway Request Access feature. Once the request for the Manage Mailing Activity
access is approved by the BSA (user will receive a naotification by email), the user then logs in to the
Business Customer Gateway and clicks on the “Manage Mailing Activity” link on the left-hand side of the
screen from their homepage. Refer to Figure 5.1 below.

UNITED STATES
POSTAL SERVICE» HOME | GATEWAY | HELP | SIGH OUT

Profile ReauestAccess Renuest Status Reauestinbox  Manaoe User Access

Business Customer Gateway

Thig is the navigation page to access the service options offered through the Business Custorner Gateway, These
options will assistyou in the steps of your mailing, from design and prepate to transpor and tracking

‘When you select a service you dao not have access to, the systerm will give you the option to Add a Service.

= Design & Prepare Your Account Settings
o [ntellinent Mail Services Welcome SUE

+ Mailer IO

= Mail & Transport Profile

+ Cenfralized Account Processing System (CAPS

s Customer Label Distribution System (CLDS) ¢ Profile

+ CustomerSupplier Agreements (CSAS s ReguestAccess
+ Electronic Data Exchange (Postalone! + Reguest Status
s PostalWizard

« Schedule a Mailing Appaintrent (FAS User Management
= Profile

» Reguestinbox

Eermit Profile iPostalOnel o
+ Permit Profile (PostalOne » Manage User Access

= Track & Report

Track and Confitrn
‘Wi Mailing Induction Activity (PostalOnel

* Mews & Information

o ADYANCE

o Audit Mailing Activity (PostalOne!

+ Balance & Fees (PostalOnel Customer Support

# Delivery Confirmation » National Customer Support Center
s Mail Tracking & Reporting —RIBBS

+ Mailing Reports (PostalOneli + Serice Updates

+ [anage Electronic Return Activity (PRS + ePubwatch

s Manage Electronic Verification Activ s Business Serice Metwork (BSH)
+ Manage Mailing Activity (PostalOnel eService

+ Signature Canfirmation » Custorner Suppart Contacts

.

.

Site hWip Customer Service Formms Gonr't Services Careers Privacy Policy Temz of Lse Businezz Customer Gateway

EED Data EOlA

Figure 5.1: Business Customer Gateway user homepage

The following screens below show how Continuous Mailers can review verification results generated during
sampling of their mail. Move Update reports are only available on First-Class Mail and Standard Malil
mailings which are verified via MERLIN equipment.

Continuous Mailers are defined as mailers who continuously produce mail (over a varying timeframe) and
release it for transport at different intervals, while verification is performed by sampling portions of the mail
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prior to completion of the entire mail job. All other non-continuous mailers already have access to these
types of verification data via the Dashboard in the PostalOne! Mailer view.

The user selects Dashboard from the Manage Mailing Activity left-hand menu (Figure 5.2). The Dashboard
Management System displays, where the user then selects View Verification Results link underneath the
search page (Figure 5.3). If the link is not present, then no verification results are available.

E UNITED STATES
POSTAL SERVICE» HOME | HELP | CUSTOMER CARE | SIGMOUT

Manage Mailing Activity J_ M l&' "

» Home Y APR
iy BN REEE
= Bummary 1z 4
Transaction Information sle 7 [e[afoln
# Balance and Fees Ho.[oate [PemitsPub [Location weaction Type |Customer Reference ID |Begin Balance e ces 1212 114 |15 16 17 |18
T — 1 04092008 Plig PORTLAND, ME QMR verification N -§334.98 $0.00 33488 1000 (19 [z0 |21 |2z |23 |24 |28
il 2 0408/2000 Pl PORTLAND, ME 3600 NiA $14362  $a83.50 §33408 1000 |5 (37 (26 |28 |30
» Electronic Data Exchange 3 040272000 FL1B FORTLAND, ME 3602 HA $508 .12 -§448 60 $148.52 1000 Fee Expiration
4 04032008 PIT PORTLAND, ME  Adjustment A Debit  -$12.50 Debit  Nis
» Mailing Reports 5 04m1/2008 FIT PORTLAND, ME 3602 Job 123 Debit -$3.205.00 Debit 12500
Library
Dashhoard Summary Information Mailing Guide(Dhihi 200}
# Manage Permits Humber of Mailings 1g  Fostal Explorer
Humber of Fieces 80,135 Business tail 101
Total Post. 26 69976
otal Fostage e Domestic Mail Manual
Humber of Depesits 3
Total Deposits .§180.00  Intemstional Mail Manusl
Bulk Wail Centers
0 i or C ol Getthe Latest News
Help us improve the information prowided to wou. Flease take a moment to complete our feedback form and let us knows how we can
provide you with & better product. Thank you, Mumber of Mailings

9
&
:

Jan Feb  Mar

Mailing Summary

Figure 5.2: Manage Mailing Activity left-hand menu

Home = Dashboard Management System

Dashboard Management System

Dashboard Alerts
¥ AL ERT: Review your Dormant Jobs.

Dashboard Search advanced search: show / hide

hailer Location: | &l j‘
Encl: I
3 Mailing Group: Mailer Job #:
for Mave L Y arnings
l— / Preparer Permit Type: lm

Submit Date:
Bexin: |D3/3D/2DD3 Postage Statement 1D

Job Statuses:

Preparer Permit #:

CON - Consolidated

EFA - Failed on Submission (I S —————

Permit Halder Permit Type: | A1 =l

Search | [ Wiew Verification Results |
Status Chart show fhide @ Mail Class Chart show [ hide
Manage My Settings show | hide

¥ Wy detault time frame: I 2weeks P Save all of my current critetia selections as:
b Mumber of rovws to display per page: |20 = I | Save Query
¥ Iractivity slert time period: I? days |z I P My existing queriss:

|USPS Defaults (=] [ Select Query

Figure 5.3: View Verification Results link

The Dashboard Management System screen appears after the user selects the View Verification Results
link (Figure 5.3).

The user can click on any of the links in the “Verifications” column to access the underlying results (Figure
5.4). The following types of verifications are available:
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¢ ME =MERLIN

e MU = Move Update

e PS =Presort

e BP = Bundle Preparation

e SP = Short paid (for First-Class Metered mailings)

e TT =Tap Test (for mailings with windowed envelopes)

Home = %ievr verification Results

View Verification Results

The table below displays verifications that were performed st & mailer facility and that are not as=ocisted with a specific postage statement

Search Criteria

Reporting Period:

From |[03/30/2009 Job Status: [ Mo Selection =

To: [04/1372008

Date Created Document Created mm Additional Postage Cost Avoidance

04012009 Werification ID#54931166 -- First-Class Mail 18P 1,000 $0.00 $6,260.00
04/012009 Werification ID#54931171 -- Stanckard hail 18Pl 1,000 $0.00 $207.12
04/01,2009 Werification ID#54931279 -- Standard Mail TPl 10,000 $0.00 $4,510,00
04372009 Werification ID#54931690 -- First-Class Mail TR 1,000 1250 $0.00

Status Chart show / hide §§ Mail Class Chart show / hide

Home | Site Map | Help | Customer Care | Feedbadk | Sign Out

Figure 5.4: View Verification Results
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Appendix B — Glossary

Abbreviation / Acronym

Definition

AMS

Address Management System

AVW DPV and/or Move Update Warning

ACS Address-Change-Service ACS is a registered trademark.
BCG Business Customer Gateway

BME Business Mail Entry

BME & PT Business Mail Entry & Payment Technologies
BMEU Business Mail Entry Unit

BMA Business Mail Acceptance

BNS Business Needs Statement

CAN Canceled

CAT Customer Acceptance Test

CAT Critical Acceptance Time

COA Change of Address

CON Consolidated

CRID Customer Registration 1D

CSA Customer/Supplier Agreement

DMU Detached Mail Unit

eDOC Standardized Electronic Documentation
ERR Failed on Submission

FAI Failed Verification

FIN Finalized Statement

HTTP/HTTPS Hyper Text Transfer Protocol/Hyper Text Transfer Protocol Secure
IMb Intelligent Mail barcode

INC Incomplete

ISM Integrated Solutions Methodology

IT Information Technology

Mail.dat, Mail. XML Transmission Protocol of Mailers Files

MDA Mailpiece Design Analyst

MEI Mailer Enterprise Integration

NAP Not Available for Processing

PAS Passed Verification without Auto-Finalize
PAV Pending DPV and Move Update Results
PBV Performance Based Verification

PC Personal Computer

PEN Pending Verification Results

QMR Quality Mail Review

REV Reversed

REW Returned for Rework

RIBBS Rapid-tnformation-Bulletin-Board-System RIBBS is a registered trademark.
SASP Seamless Acceptance Service Performance
SQL Sequel Database Transaction

SRS Software Requirements Specification

STC Start-the-Clock

URL Uniform Resource Locator

UPD USPS Processing Due

USPS United States Postal Service

ZIP Zone Improvement Program
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