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SUBJECT: Caller/Reserve Conversion to Enterprise Payment System (EPS)
Dear Postal Customers,

Effective July 1, 2023, customers without an Enterprise Payment System (EPS) account will no
longer be able to apply for or renew caller and reserve services at the retail counter. This does
not apply to existing Federal Agencies that are paying through IPAC.

Transition to Enterprise Payment System (EPS)

The EPS allows customers to manage multiple Postal products and services under a single
account.

The benefits of EPS include:
« Pay and manage services online using a single account.
« Enhanced security features, centralized balance, and account management.
« Intuitive and interactive mailing reports and dashboard capabilit es.

EPS offers two payment options through a single account:

* ACH Debit: Allows the Postal Service to withdraw payment transactions directly from
your bank account.

« Trust Account: Allows you to deposit funds to your Postal Service payment account.
o Trust Accounts can be funded using:

= ACH Credit - electronic method to deposit funds into your account
drectly from your banking account.

= Check, cash, or money order may be deposited at all Retail Self Service
(RSS) units (https://postalpro. usps.com/EPS/Rataill ocations).

= Checks deposited via the Mobile Check Deposit application.
Fedwire Transfer - a service provided by the Federal Reserve bank to
electronically deposit funds into your Postal Service account.

To sign-up today contact:
*  Mailing and Shipping Solutions Center (MSSC)
o Call: 1-877-672-0007
o Email: MSSC@usps.gov

475 LENFANT Puaza SW
Wastnsron DC 20280-1600
(202) 2686500

Frc (202) 268-3331

W USFS COM
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For more information visit PostalPro:

» PostalPro EPS page: hitps://postalpre.usps.com/EPS

& For more EPS banefits and how to create an EPS account review the EPS Account
Creation Fact Sheet hitps postalpro, usps com/EPS/MigrationF actShest

+ The updated EPS User Guide can be found on PestalPro:
hitps:fipostalpro. usps. comVEP: i

+ Enterprise Post Office Boxes Online (@POBOL) Fact Sheet
https:fpostalpro. wsps. comEnterprisePayment EPOBOLF actSheet

Sincerely,

A flads

Elvin Mercada
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1 Enterprise PO Box Online (EPOBOL) Service Access

The U.S. Postal Service upgraded its payment architecture for business customers to the
Enterprise Payment System (EPS). This state-of-art application provides customers enhanced
security features, centralized balance, and account management online, the ability to pay for all
products and services with one account, and convenient payment options.

Customers can also manage their PO Boxes online with EPOBOL. Using EPOBOL requires a
Business Customer Gateway and an Enterprise Payment account.

If you do not already have a BCG account and wish to use EPS to manage your Enterprise PO
Boxes Online, follow the steps below to enroll:

1.

Register for a Business Customer Gateway account

Request access to both Enterprise Payment System (EPS) and Enterprise PO Box Online
(EPOBOL) services

» Select Additional Services from the top navigation bar and click Get Access for
EPS and EPOBOL

» Get Access will change to Go to Service. Click Go to Service for EPS and follow
the EPS User Guide to set up and fund your EPS account.

Complete the EPOBOL Migration Sheet | PostalPro with the list of PO Boxes,
Caller Services, and Reserve boxes

Email the completed Migration Sheet to MSSC@usps.gov, and include the
following information:

e Subject Line: EPOBOL Onboarding
e Email body must include Company Name, BCG Username, and Customer

Registration ID (CRID) and EPS Account Number

Once you receive your validated PO Boxes, you may now link them to your EPS Account.
e Follow section 3 Link/Add PO Boxes
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https://gateway.usps.com/
https://postalpro.usps.com/node/11802
https://postalpro.usps.com/conversionsheet
mailto:MSSC@usps.gov

To Access EPOBOL from the BCG landing page:

1. Select Additional Services
2. Scroll down to Enterprise PO Boxes Online and click Go to Service

Note: Customers need to have a Business Location and an Enterprise Payment Account with an
Active Payment Method to utilize the EPOBOL service.

(It is recommended to add the EPOBOL services shortcut to your Favorite Services. Simply click
the Edit button to add services you have access to)

&2 BUSINESS CUSTOMER GATEWAY Home Hello Anne!
Mailing Services  Shipping Servmes eAlerts EF‘end\ng Requests &ManagaAcccunt ~  USPS.com Help

Additional Services

““— Additional services help you do more.

Additional online services available below help business customers manage a variety of tasks
from preparation to transporting of mailings and shipments. You may access services directly from
here that you have been approved for and request access to those you do not.

Your Locations:
[AH Locations

Approved Shipper more info >

Audit Mailing Activity (PostalOnel) moreinfo >

Bulk Indemnity Claims more info >

Business Service Network (BSN) eService more info >

Contract Postal Unit Commercial Postal Store more info >

Enterprise Payment System more info >

Enterprise PO Boxes Online more info >

EPOBOL User Guide February 2023
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To access EPOBOL from EPS:

1. Select the Enterprise Payment Account from the EPS Accounts dropdown

2. Click Manage Account

3. Select Products and Services

4. Click Visit PO Boxes Online to Manage to direct you to the EPOBOL Welcome page.

UMITED STATES

CHTal i

Account Management

EPS #: 1000 » Active User Guide

Anne s & Roles

raw Funds Products & Services N

EPS Accounts:
The following products and services are associated with your account. The account information is available on your Dashboard,
Reports, and Manage Account options in EPS.

1
7 PO Box Services I Visit PO Boxes online to Manage I
(7 PC Postage Account Manage PC Postage Account
[7 Permits Manage Permits
|7 Address Quality Services Manage Address Quality

UNITED STATES
POSTAL SERVICE

_ Welcome to Enterprise PO Boxes Online

click on the Link’Add Boxes Menu to add any exis
ox Number and ZIP Code where the PO Box is

|

Link/Add Boxes To get started, ple
You will need the PO

Pay Now ‘

Update Payment Details

New Box
Attach Caller to PO Box

True-up Due Dates ‘G

Close and Refund

Box Notes

Reports

FAQ \

Alert!

The following box(es) have been reserved per your request

Please ciick on and print Form 1093, below, and take 10 post ofice under Faclity Address 10 compiete the activation process

Baxies) will be sutomatically closed and refunded 30 days from the request date. If ox was resefved in &ror of not reserved in the comrect post ofice, a Rl refund can be 1 52
by clicking on Request Refund ik, below

A G-Month payment term is now avallabile 10 new and existing customers for PO Boxes and Caller Service. To update 10 the S-Month payment term edsting customers will select the
“Update Payment Decails™ option on the side bar. Once the 6-Month payment term i selected, PO Boxes/Caller Services will e renewed every 5-Moaths. NOTE: If Due Date is in
e current month, the 6-Month payment term needs 10 be selected pror 10 the 15th of the month of renewal Fequency will remain at 12-Months

Box Payment Due Payment

Box Number Size/Service Post Office Address Date Period Refund
NAY)
(Miote: PO Bow not actvated yet 7101 S CENTRAL AVE
Eragsatys B G0 226w wie c LOS ANGELES CA 90001 10312024 12 montns

Grma ot
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2 Link/Add PO Boxes, Caller Services, Reserves

1. Ability to link current retail PO Boxes, Caller Services, and Reserves to EPOBOL

2. Link Single or Multiple boxes, services, and reserves. You can submit bulk requests in either
.csv or .txt files. Click the hyperlink for further instructions.

Home Link or Add your existing PO Boxes

K/Add Boxes To link your existing PO Box to Enterprise PO Boxes Online (EPOBOL), you can choose either option one fo link one box at a time or option two to link multiple boxes.

“You will need to enter the PO Box Number, 5-digit ZIP Code and last name or business name of your PO Box and select the Business Location and Enterprise Payment Account (EPA) you want to associate the boxes with.
Link one Box / Caller / Reserve Link multiple Boxes / Callers / Reserves

* Business Location to link your PO Box

Pay Now

Update Payment Details

New Box Select Business Location -

Attach Caller to PO Box
* Enterprise Payment Account Number to setup recurring payment

True-up Due Dates. Select EFA Number -
Close and Refund * PO Box Number

Box Notes

Reports * ZIP code

This is the Zip Code where the PO Box resides; may be different than the Facility Zip Code.

FAQ

* Last Name or Business Name

This is the company name OR the last name of the person that set up the PO Box.

Link or Add your existing PO Boxes

To link your existing PO Box to Enterprise PO Boxes Online (EPOBOL), you can choose either option one to link one box at a time or option two to link multiple boxes.

*You will need to enter the PO Box Number, 5-digit ZIP Code and last name or business name of your PO Box and select the Business Location and Enferprise Payment Account (EPA) you want to associate the boxes with.

To link multiple PO Boxes, create a .csv (or .&xt) file, click on Browse, double-click on your file and Submit for processing.
For instructions o create a csv file, click here_ For instructions to creafe a txt file, click here.

If your file has more than 1000 records, then we will process your file offline and email you once it has been processed.

BROWSE

& https://poboxes.usps.com/epobol/pages/csvinfoPopupjsp A

CSV Upload Information

1. Click on the download template

2. Save to your computer

3. Open the file using Microsoft Excel

4. Enter the PO Box information as follows: PO Box Number, 5-digit ZIP Code,
Business Name or Last Name, Business Location, EPA NUmber beginning from the
secand row

5 Save the file as csv (Comma-Separated Values)

m 6. Open the file using notepad to ensure that 5-Gigit ZIP Codes with leading zeros have
the zeros retained

7. Click Browse on the "Link or Add your existing PO Boxes™ page
& Browse to the location where your file is selected. Select the file and click Open

9. Click Submit on the “Link or Add your existing PO Boxes” page

Close Window

EPOBOL User Guide February 2024v2
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Accept Terms and Conditions

Review Link Add PO Boxes

Validation has been performed on 1 box(es). Boxes showing a validated status will be processed when you click Submit. Boxes with errors
will need to be corrected before attempting to link the box again

ZIP Code Box Number Status

24022 11233 Validated

Terms and Conditions for Enterprise PO Boxes Online (EPOBOL)

By checking the box, Commercial Mailers who use Enterprise PO Box Online (EPOBOL) hereby accept and agree to the EPOBOL Terms and
Conditions and the Refund Policy as il below. All are pi d through the new Enterprise Payment System (EPS), using
electronic funds transfer (EFT).

| agree and accept the Terms and Conditions and the Refund Policy both as set forth below.

Terms and Conditions for Enterprise PO Boxes Online
This "Ag 1t is a legal agl between you, on behalf of the Company you represent, ("You" "Your” or "User”) and the "United States Postal

Service®” (USPS)®, an 1t of the Ex Branch of the United States Federal Government ("USPS®" or "Postal Service").
The Agreement sets forth the Terms and Conditions for your use of the Enterprise PO Boxes Online ("EPOBOL" or "Service”™). This Agreement is

[J* 1 have read and agree to the terms and conditions for linking a PO Box to a Business Location and EPA.

v

If A PO Box has associated Caller, linking the PO Box may also link the associated Caller.

Reserves will not be automatically linked.

The linked boxes will be automatically paid on the 15 of the month that the box fee is due. If
you are linking a box in the month that the fee is due, use the Pay Now feature for immediate

payment.

Link or Add Boxes Confirmation Page

‘Your boxes will be picked up for automatic payment on the 15th of the month that the box is due.

ZIP Code Box Number Box Size Status
24022 11283 3 Buccess
24022 11283 c Success

The following 2 boxes have been linked fo your Enterprise PO Boxes Online (EPOBCL). To view all the boxes linked to your account, please navigate to Reports -» Linked Boxes Report

EPOBOL User Guide

February 2024v2
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3 Pay Now

Pay Now allows you to make an immediate payment on any of your issued boxes due at the end of the
month or any delinquent boxes due at the end of the previous month.

e For boxes due at the end of the month, Pay Now can be used from the 1 — 10" of the month. If Fee
Renewal fails on the 15", Pay Now can be used from the 16" — 10". Boxes close on the 11t of the
following month.

e For boxes due at the end of the “previous” month, Pay Now can be used from the 1%t — 10" of the
month

e For customers that have greater than 999 boxes Due, Pay Now Search Results will display. Search
less than 1000 boxes. PO Box Number and Zip Code allows ‘comma separated’ lists. To search for a
range of PO Boxes, use a ‘dash’ example 100-110.

Pay Now Search Results

PO Box Number

ZIP Code

Business Location

All

EPA Account Number

* Select Payment Period

3.1 Renew/Reactivate Caller Service option has been added to reactivate a closed (standalone)
Caller

e |f a Caller has been closed less than 60 days, the box will be reactivated, and due date set from last
payment due date (i.e., if last payment due date was 9/30/23, new payment due date will be
3/31/24 if Semi-Annual payment term is selected or 9/30/24 if Annual payment term is selected.)

e |f a Caller has been closed more than 60 days, an online Form 1093 will be required to be completed.
Print the 1093C and present to the local Post Office with 2 forms of ID. Once the local Post Office
validates the ID, the Caller box number will be assigned and activated. Print the 1093C from the
Alerts! Scroll to the bottom of the EPOBOL Welcome page and click hyperlink Print application for
1093 (PDF) (page 8).

Due date will be set from the date the Caller was issued. (i.e. if Caller was issued in EPOBOL on or before
the 15" of the month 10/1-10/15/23, due date will be set to 9/30/23. If Caller was issued after the 15 of
the month 10/16-10/31/23, due date will be set to 10/31/23)

EPOBOL User Guide February 2024v2
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3.2 Semi-Annual Payment Term (6 months) is available for a PO Box or Caller.

Once the semi-annual payment term is selected for a PO Box or Caller, the payment term will remain at
6-months.

Link/Add Boxes

Update Payment Details
New Box

Attach Caller to PO Box
True-up Due Dates
Close and Refund

Box Notes

Reports

FAQ

m RenewiReactivate Caller o

jowe will alkow you 1o make an immedial
= lue & the end of M previous mant

Cllck Continue to check If yol
Qnly bowes linked lo your Busin

any boxes that are payabie
s Localions accessibie by y

If this Enterprise Payment Account (EPA) number is successful in processing, it will replace the current EPA number for

those boxes.

* Select an EPA Number to be used for payment

1000008( -

Select PaymENt Period

lSEml-Annual -

ayment on any of you issued boxe:

ay.
User ID are eiigible 1o be processed

e at the end of the month or any delin

Pay Now

This option allows Customers 10 1

e 1|

a previously c

aliers closed less than 60 days will be reactivated. After paying. ou

enging Venfication status. which

“ Business Location to link your PO Box

Select Business Location >

* Enterprise Payment Account Number to Setup recurring payment

Select EPA Number -

* ZIP Code™

* PO Box Number

* Last Name or Business Name

Select the Terms and Conditions check box

* Select Payment Period
[s«m-annunl = ]

Pay Now Review Page

You have fotal 1 boxes due

[ 202 11285

for payment and wil be

Select All ZIP Code Box Number

a/ment System usng EPA number 1000000981

Next Payment Due Date

11/24/2024

Business Location  Payment Due Amount

L) $21400

Terms and Conditions for Enterprise PO Boxes Online (EPOBOL)

EPOBOL Terms 30
System (EPS). using

Contioes
elcrok funds bansfer (EFT)

1 agree a3 acte the Terms wid CondBcns and fie Refund Scic  bo av tat ford beiow

Terms and Conditions for Enterncise PO Boxes Onling
Th you.

rpeny 1ou represent. (Yo" Your"or ‘User) snd the “Urited Stales Postal

1* 1 nave read the Terms and Conditions of the Automatic Payment and the Refund Policy.

i st agree &

~

ormaton of al Gue bares Cigk ber

Pay Now Confirmation Page

The following payments were submitted to Enterprise Payment System. Please review the status of each transaction. A total amount of $214.00 was charged to your Enterprise Payment Account Number 1000000981

ZP Box Next Payment Due Business Payment Transaction status
Code  Number Date Location Amount Number
w2 185 12k/2k §214.00 126007 Success

EPOBOL User Guide
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4 Update Payment Detail

If customers have more than one EPA, they can select the most convenient one to pay for their
boxes at any time. Enter the search criteria for the CURRENT Enterprise Payment Account (EPA)
number on the boxes you have access and click Continue.

On the review page, enter the NEW EPA number you want to use for future payments. Once the
EPA number has been updated, future recurring payments will be processed against the new
EPA account number.

4.1 Semi-Annual Payment Term (6-months) can be selected for PO Boxes and Callers.
Once selected, the next payment processed will be renewed for 6 months and will remain as a 6-
month payment term.

Reserves are always 12-month payment term.

Changes to a current payment term will be effective on the payment due date for the next
service period.

= iesiaame. Enterprise PO Boxes Online

Home Update Payment Details Review Page

Please select the new Enterprise Payment Account (EPA) number and Service Period
Pay Now * New Enterprise Payment Account Number * New Service Period

) No Change ~ | Semi-Annual =

Update Payment Details

Please select boxes individually or use the Select All checkbox to update all boxes with new EPA account and new service period. Once box(es) are selected, please click Submit.
New Box Note: Closing a box after updating the EPA account may result in a $0.00 refund If the last payment was charged to the previous EPA account
Attach Caller to PO Box Show |10 v |entries Search:

O selectan EPA Number 3 Business Location $ POBox# % ZIP Code % Box Size 3 Service Period & Next Payment Due Date
True-up Due Dates

(] 10000¢ 10000 00785 c Semi-Annual 1213112023
Close and Refund
Showing 1 to 1 of 1 entries Previous | 1 Next
Box Notes
Reports
FAQ

Confirmation page displays boxes selected to update Payment Details

Update Payment Details Confirmation Page

The Enterprise Payment Account (EPA) has been updated for following 2 box(es) to 1000

Please click on Reports ->Linked Boxes Report to see the complete list of boxes that are linked and their EPA numbers

ZIP Code Box Number Next Payment Due
24022 11283 12/31/2023
24022 11283 12/31/2023

EPOBOL User Guide February 2024v2
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5 Open a New PO Box

Customers can reserve new PO Boxes, Caller Services, and Reserves. Select New Box then select
the desired service to open.

5.a Semi-Annual Payment Term (6-months)

New PO Boxes or Callers Service issued through this option will be automatically set up for a 6-
month or 12-month recurring Payment term.

Reserves are not eligible for 6-month term and will be automatically set up for a12-month
recurring Payment term.

This option reserves the Box, you may need to visit the Post Office to complete the ID verification
with the 1093C online application. Acceptable Forms of Identification (usps.com)

Home Reserve New Boxes

Link/Add Boxes To reserve a new Box, select one of the options below.
Mew Boxes. reserved through this option will be automatically setup for a § Month or 12 Month recurring Payment Term.
Pay Now
“ou may need fo visit the Post Office to complete |D verification.
Update Payment Details
Search and apply for physical PO Boxes in facilities with available sizes 1, 2, 3. 4, or 5.
New Box

Attach Caller to PO Box Search and apply for facifties with available Caller Services.

True-up Due Dates
Use your Enterprise Payment Account to pay for available Ressrve Senices at 3 Post Ofice
where you aready have Caller Services.

Il

Close and Refund

Box Notes

Reports

FAQ

EPOBOL User Guide February 2024v2
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5.1 New Box: PO Box

1. Customers can search PO Boxes by ZIP Code or Address within a range area
e Search by zip code: your delivery PO will display first
e Search by your address: PO close to your address displays first

2. Select the desired box
3. Choose your Payment Term
4. Select the Business Location and EPA

Home

Link/Add Boxes

Pay Now

Search for PO Boxes

Search by ZIP Code™:

Update Payment Details

Attach Caller to PO Box

True-up Due Dates

Close and Refund

Box Notes

Reports

FAQ

*2IP Code™ 10007

Available PO Boxes
OR Search By Address:

* Address 1

Address 2

o —

* State: Select State Y
Search Post Offices within: e LY Fhone 217

1 Mile . Box Section Zip Code: 10008
sae 12months

i"»‘»‘“ i 522000

Post Office - CHURCH STREET 0.47 Miles

3305001

Enter required fields for the PO Box Online Application (form 1093). Select the Privacy Act
Statement box and click Continue.

PO Boxes Online Application (form 1093)

* Required fields)

PO Boxes primary use: Business

Additional Box Users:
* Business! Organization

Name of person representing the busin tation:
* First Nome
Tracy First Name
First Name
First Name
E
Add ander e
Address 1 Privacy Act Statement
Address 2
ity
ALEXANDRIA
* stat Vg
Zip Coo 3304

ML [] LastName
M Last Name
M Last Name

Payment period: 12 month

EPOBOL User Guide
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On the Application Review page review and accept the Privacy Act Statement. Take note of the
Application Summary. This will indicate that you must present this application with your 2 forms
of ID to the Post Office within 30 days for validation and activation of your reserved box. On the
30™ day, the PO Box application will be cancelled, and funds be credited back to your EPS Trust
account.

NOTE: PO Box # will be assigned after you present the 2 forms of ID at the Post Office.

Application Review

250 POVIeW YOur appication 30d the torms and condizons bedore ciicking e Submt b

Application Summary : [Eait)

Your PO Box application must be presented for validation and activation at the local Post office
within 30 days after the reservation has been made,
On the 30th day, the PO Box apphication will be cancelied and funds will be credited to your account.

BeunessOrganuzation

Porion represanting the organization Payment Summary
Neme Foes $138.00 - BOX PAYMENT
e $0.00 - KEY DEPOSIT PAYMENT
i
Total $156.00
Address:
Emaut Account Selection
Phone Namber z
Busness Locatoa
Paymeat Penod 12 monts Enterprise Payment Account; 100000
Next payment dus 1172472024
Terms and Conditions for Enterprise PO Boxes Online (EPOBOL) _ A
Pt T —
Order Summary [Ednt] Print Terms and Conditioes
Descrption Post Office Bax By checking the box, Commenzial Maders who use Erterprine PO Bax Onine (EPOSOL) hereby ctept s0d sgree 13 the EPOBOL Terms 300
Canctions and B RAANG Poicy 89 Seecrbed Below Al Daymenty s processed theough he new Entacrne Payment Spstem (EPS) uing
Rerns Size 1 Box (1) elechonkc furds tnnsler £FT)
Key Degosa (2)
| agrme 3¢ accept e Termms and Conditions and e Aefund Polcy ot i et 1ot below
Post Office location: 3552 KONG ST 50 B 0
ACEXANDRIA VA ms and Conditions for Enterprise PO Boxes Onling
22302 Thin “Agreemert is 5 logal agreement betwean you, 0n behaf of he Campany you represent, ("You" "Your™ or "User’) and the “United States Postel
= Servced (USPS)8. o= independent Extabishment of the Exetwive Branch of the Linted Sistes Federal Govemment (USPSE” of ‘Postal Senvice™) V'
PO Phone Number (703) 3798922 The Agreement sem forh the Teams and Condiions S your use of e Enterprine PO Baves Oniine ("EPCSOL" or “Service”) This Agreement s

F | have read and agree 1o the terms and conditions for lislung a PO Box 10 & Business Location and EPA,

EPOBOL User Guide February 2024v2
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5.2 Open New Box: Caller Services

Customers can search Caller Services by ZIP Code or Address within a range area
Select the desired Post Office

Choose Payment Term

Select the Business Location and EPA

Enter required fields for the PO Box Online Application (form 1093C)

vk o=

lllll Search for Caller Services

Search by ZIP Code™:

D Seiact hae 10 5t e 1ABNEH mitin hg BpRSte I 508

Avallable Caller Services

Account Selection

Select Location

EPA bumcer

Select 2 quantsy

NOTE: Once you have reserved a Caller Services online, you must go to the Post Office where the
box is located and present your printed application form and two forms of acceptable
identification unless you already have an issued box at this location linked to your EPOBOL
account.

If no Caller Services are available at the facility, please call the Post Office and request them to add
more Caller Services.

Account Selection

Please select a Business Location and an Enterprise Payment Account below along with either the desired guantity of caller numbers.

If you already have a Caller Box at this

* Business Location:

ZIP Code, you can use those Select Location -
credentials to apply for your new box. * Enterprise Payment Account
« . . EPA Number ~
Enter the existing Caller Service Box
* Quantity:

number. The box must be linked to

Select a quantity v

the Business Location selected above. e Existing User Credentiale:

. Ifyou already have a caller box at this ZIP Code, you can use those credentials to apply for your new box. Enter the existing caller service
Please gO to Reports 9 LlnkEd BOX number below. The box must be linked to the Business Location selected above. Please go 1o the Reports > Linked Box Report to find a list
of boxes linked to your account.
To link a box to your account, click on the Link/Add Box menu and enter the information requested

Report to find a list of boxes linked

ZIP Code: 33336

to your account. Caller Service Number:

EPOBOL User Guide February 2024v2
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Enter required fields for the Caller Service Application (form 1093). Select the Privacy Act

Statement box and click Continue.

Caller Services Online Application (form 1093C)

* Roquired fetda)

Caller Services primary use: Business

* Dusiness’ Organisation

Virtuat Services

Name of person rep @ the s or org
1 et Searme Trocy
Middie Mnrtiat
* Last Mo
L [ I VD ——
owner

TAveES 100 8 REYNOLDS ST APT 701
AGGross I 4ass, Fimar, Suatte. wte s
e d ALEXANDRIA

Statn Vieainia

2ip Code ot

-

Pmone

Payment persod 12 montn

s B 1SN SO0, Of 1K)

Aomonal Box Usars

First Name i Last Name
First Namae i Last Name
First Name ' Last Name

ALzl s

Privacy Act Statemant

527 1 have raad e Prreacy Act Stamment

On the Application Review page review and accept the Privacy Act Statement. Take note of the
Application Summary. This will indicate that you must present this application with your 2 forms
of ID to the Post Office within 30 days for validation and activation of your reserved box. On the
30t day, the PO Box application will be cancelled, and funds be credited back to your EPS Trust

account.

Application Review

Application Sumenary [Ran)

Your PO Box must be pe ror and
Within 30 A3ys 3fer the reservation has Been mace

’s Vit Services

[

ANIIG The (4 pared wBnn

et ayrnat doe 11/24/2024

Order Sumenary [Eos]
Descrpt Post Office Box
e S 1 Box (1)
Ky Dwgont (2)
Posl Ofice locabon 3£2 KON ST

ALEXANCROA, VA
22202

(0% 3194922

atthe local Post ofmce

On the 30th day, the PO Box JppIKIBON wil be cancelled and funds will Be credited %0 yOur account

Paymaent Ssmmary

Fees $136.00 - BOX PAYVENT
$000 - KEY DEPOSIT PAYMENT

1 on 13600

Terms ana Conamons for Entarpeise PO Boxes Ontine (EPOBOL) A

By zhackng e bax, Commen:ial Viniers who v Extagrns PO Bix Oriee (EPODOL) haraty scoet and age 1 S EPOOCL Tams and
Cancances sn S Rekns Fotcy aw Genried tae A3 paymarts sy jo eesed Pl B w Eucaine Prymert Sywmen 2551 sarg
e s Bt (EF

| g 00 w01 T T a3 Conmons wg e At Pk s DO w4 401 S0 ek

The “Agreement & --;-r,n—-owwmww;-cym“mw (Yo" “Tour or Uner') and B Unied Sismes Mol

scaton asd [PA

¥ 1 harve 1908 and agree 53 0 fermm and condisons for Reking & PO Box % 8 Dusness
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5.3 Open New Box: Reserves

Customers enter existing Caller ZIP Code

Caller Number

Business Location

Reserve information by range or individually separated by commas
. EPA number

NOTE: To apply for a new Reserve Service, you must have an active Caller Service in that Zip
Code and you must have linked that box to your Business Location.

A O

If you are working with your local Post Office or Address Management Service (AMS) to
receive a range of Reserve Numbers, please wait until you receive those numbers before
requesting any new reserves.

o= Issue New Reserves

Link/Add Boxes

ve box, you ms

e and you must have linked that box o a Business Location accessible to you. To find if the bex s linked o your account, please go to the Reports -» Linked Box Report to find a fist of boxes linked to your account

W enter the information requested.

Pay Now
Existing Caller Information
Update Payment Details P

lease enier the Caller Box details of an existing Caller
* ZIP Code:

Attach Caller to PO Box

True-up Due Dates

Close and Refund

* Caller Number:

* Business Location

To expand ‘Reserve Number(s)” text

Select Business Location
i e box, place cursor on < and drag.

FAGQ

EPA Number

[

Review and Accept Terms and Conditions and click Submit.

Application Review (New Reserve Caller Service)

AP Mian Summary

SN

oot pay

Order Summary

" AV
e Terms ang Conditions Sor Enterprise PO Boses Onine (EPOSOL) i~
S . : v i r -
ol opee s e BPOROL Tomwes o
Payment Surmsary - bl L - r
s nescet ~
e S 001 e T o Comibuns nt S Rkt Py bes® 0 30t WP etem
emart 8 5 g AT Reoren P B1 hetet o e Campany yi PSSR (TN YN 8 0ar’) oNd e \nad
1000 v
[ x‘ .
—— —
pres—— [Sre——
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Payment Receipt indicating boxes have been successfully reserved for a 12-month period.

Payment Receipt

Account Summary

Post Office location:

PO Phone Number:

Payment Summary

Thank you for your payment!
Your Reserve number Box(es) have been successfully reserved for you

419 RUTHERFORD AVE NE
ROANOKE, VA
24022 -9998

(540) 985-8802

Transaction Date: 11/27/2023
Reserve Number Transaction 1D Amount Status
12000 126004 52.00 Successiul
Total: $52.00
Enterprise Payment Account;
Next payment due: 11/27/2024
Payment petiod: 12 months

6 Attach Caller to PO Box

If a post office recommends attaching a Caller to the customer’s current PO Box (which needs to
be linked to EPOBOL) due to too much mail being received in the customer’s PO Box and there are
no large PO Boxes available, the customer can go to EPOBOL and follow instructions below:

© © N o oA~

Select Attach Caller to PO Box

Enter ZIP Code

Enter Box Number (PO Box must be linked to EPOBOL)

Select Business Location (Business Location must match PO Box)

Select EPA Number (EPA Number must match PO Box)

Choose Payment Period
Click Continue

Update Payment Details

New Box

Attach Caller to PO Box

True-up Due Dates

Close and Refund

] UNITED STATES

Zlrosucseices - Enterprise PO Boxes Online

Home Issue Attached Caller
Link/Add Boxes To apply for an attached caller box, you must have an existing P.O Box.
Pay Now

Existing PO Box Information

Please enter the P:O. Box details of an existing PO Box where you want fo attach a Caller

*ZIP Code:

* Box Number:

* Business Location:

Select Business Location ~

Box Notes
Payment Details
Reports Please select the Enterprise Payment Account to pay for your new reserves
* Enterprise Payment Account:
FAQ EPA Number

* Payment Period:

Semi-Annual v

==

EPOBOL User Guide

February 2024v2




Page 20

Application Review page displays. Confirm information before submitting.
1) Click on Terms and Conditions checkbox.
2) Click Submit.
(No need to print Form 1093. The attached Caller uses the PO Box Application page that
has already been validated by the post office.)

UNITED STATE!

T=rosmmnces  ENterprise PO Boxes Online

Home Application Review (Attached Caller Service)

Link/Add Boxes o
Application Summary :

Pay Now Customer Number: TG7286487102

Business Location:

Update Payment Details
Business Location Name: UspPs

New Box Payment Period: A

Next payment due: 06/30/2024
Attach Caller to PO Box

Order Summary
True-up Due Dates

Caller Number: 85
Close and Refund Post Office location: SAN BRUNO
1300 HUNTINGTON AVE
SAN BRUNO,
Box Notes 94066 -1599
PO Phone Number: (650) 952-2902
Reports
FAQ Payment Summary
Total Fees: $1,390.00
Enterprise Payment Account: 100000
Terms and Conditions for Enterprise PO Boxes Online (EPOBOL) —

Print Terms and Conditions

By checking the box, Commercial Mailers who use Enterprise PO Box Cnline (EPOBOL) hereby accept and agree to the EPOBOL Terms and
Conditions and the Refund Policy as below. All ifs are p d through the new Enterprise Payment System (EPS), using
electronic funds transfer (EFT).

| agree and accept the Terms and Conditions and the Refund Policy both as set forth below.

Terms and Conditions for Enterprise PO Boxes Online

Thi: g " is a legal ag you, on behalf of the Company you represent, ("vou" "Your” or "User”) and the “United Siates Postal
Senvice®" (USPS)&, an Independent Establishment of the Executive Branch of the United States Federal Govemment ("USPSE" or "Postal
Service"). The Agreement sets forth the Terms and Conditions for your use of the Enterprise PO Boxes Online ("EPOBCL" or "Service"). This

* | have read and agree to the terms and conditions for linking a PO Box to a Business Location and EPA.

Payment Receipt displays and can be printed.

Morme Payment Receipt

Lisk/Add Boxes Thank you for your payment
Your Caller Service was successtully issued

228 -
Update Payment Detads Account Summary

Custormer Name £OD 888
Naw Box
Customes Numbee 67285487102
Antach Cafler to PO Box Post Ofice ocation SAN BRUND
1390 HUNTINGTON AVE
SAN BRUND,
True-up Due Dates $4064 1509
PO Phass Number 159) 9522902

Close and Refund
Payment Summary

Bax Notes Tramsaction Dase 7072023
Transacnon 0 225455TS
Reports
$1990.%0
FAQ fetmipriae Payment Accoant 100000
Next payr 06352024
Paymeot peniog 12 mortra
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7 True-up Due Dates

To align the due dates of your PO Boxes and Caller Boxes, reset or view, please select one of the

options below.

NOTE: Requests to change the true-up month for a box can only be submitted after 36 months.

True-up payment amount will not be refunded for closed boxes once box true-up request is
processed.

Home True-up Due Dates Feature

Link/Add Boxes To align the due dates of your PO Boxes and Caller Boxes, reset or view, please select one of the options below.

Requests to change the true-up month for a box can only be submitied after 36 months.

Pay Now True-up payment amount will not be refunded for closed boxes once box true-up request is processed.
Update Payment Details S Search, select and set up boxes so they are all aligned to the same due date.
New Box

Canca e e Cancel any boxes that have been set up for due date alignment but not processed.

Attach Caller to PO Box

Close and Refund Mote: Reserves are due on December 31st and are not eligible for true-up.
Box Notes

Reports

FAQ

True-up Due Dates T T View a list of all boxes that have been set up for due date alignment andfor processed.

e Reserves are not eligible for true-up.

¢ Requests to change the true-up month for a box can only be submitted after 36

months.

¢ True-up payment amount will not be refunded for closed boxes once box true-up

request is processed.

e Boxes set up for True-up will be charged with the cost of a number of months that are less

than one year.

e The first charge will occur on the 15th of the month after boxes are set up for True-up. The

first charge will align boxes with due dates before the True-up month to the True-up
month.

e The second charge will occur on the 15th of the True-up month. The second charge will
align boxes with due dates later than the True-up month to the True-up month next year.
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7.1 Set True-up

Please select the true-up Month and the boxes whose due dates need to be aligned to the true-up
month.

Click Continue to proceed to Review page. Then click on the Terms and Conditions and Submit
to proceed to the Confirmation page.

True-up PO Boxes Due Dates

e i wrert P i Mo md e By whie S S, s I be sk i e b mor

True-up Moash Saksct

FLTER BY: P coon PO NUMIIH  CRID . DUSIMISS | OCATION SAME: [P ACCOUNT NUSER
o i —
how 10| setrn Seach:
Select AN i P Cote H Bon Nurrear ' e @ Compiny Mamt ] EP& Mumber ] Butness Locan B Entitarts Loz Kams H Puryrrertil Do Doster L
L 50 = Loeh e
B o8 oo AN

Showng 110 7 of 2 salnes

7.2 Cancel True-up

Cancellation is only allowed for True-up Boxes that were set up but not processed.
Transactions cannot be refunded for boxes until the true-up payment has been paid through.

Select the box to cancel True-up and click Continue

Cancel True-up

FULTER DY P CODE BOX NUMBER  CRID - DUSINESS LOCATION NAME:  EPA ACCOUNT NUMBER ﬁ
Al Al
Show 10 |entries Soarch
Seloct AN 2 29 Code : Box Number e Sie o Company Name L EPA Number L] Business Locaticn L] Busimess Loc. Name L] Payment Due Date L] Tree Up Meath L] Process Dete L

20158 o = 02292020 May 0815209
"ss “ (= 0WINR00 Jure 0615200%
S4054 7 3 NEW 03312019 Decomber 0515201

Showng 110 3 of 3 eries

Cancel True-up PO Boxes - Review Box(es) Selection

es508, e e 1 month ke that box can be changed afler 35 months on
P Cooe Box Number su impany Name S ] Payment Dus Date Process Date
80135 35 Caler  WELLS FARGO 1000002309 sarsTaze TOVSRUS Qe 03152019
Tolsl Doxes: 1
Terms and Conditions for Enterprise PO Boxes Online (EPOBOL) /]
" Print Terms and Conditions

By cnechmng e ton, Comesescsal Maters wha use Esterprise PO Bax Onire (EFGB0L ) hesery accept and agree le e EFOBOL Terms and Candtes and ihe Aebast Pubcy 23 Gescrized betse A8 (ayvrests are processed Baough e nem Enteepene Payrsent Systerm £FS| ssarg eieciams: s wamsies (EFT)
+ agree ans accopt it Term ang Concions ard $u Fedurd Poiy both 22 wet forth baows

Terms and Condiliens for Enlerseise PO Bones Oniien
Thes “Ageeesmat you, 0 ou represent. ("You" “Your" o "Uiser™) asd e "Uniied Sistes UsEss, 3 © o Bhe Usided Stabes Faderal Govemement (USPSE" o “Postal Serdce”) The Agreemest sets 1o e Tecms 200
) This Ageesment i Deteoes you on behall of Company and "LISPS" oty ard ol wih anry frovider USSS i sciely reaponiie &x e servces, Contest, and materisls provided by EPOSCL. Uner

ot tevres of By greemmet prd 41 88 ok peTURSUEY S PEpUARIITS Of e Unfed Siates PUale Serveed weh 3hat omee ared rof e brsted 1) [he rpeveraeets of Dhe US55 Oorevi Mas Maras 0w man pet smeeeset o] sgree Pt
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7.3 True-up Reports

View a list of all boxes that have been set up for due date alignment and/or processed.
To view the Processed, Not Processed or Cancelled True-Up Reports, select an option from the Status
dropdown.

e Processed Report provides a list of all PO Boxes and Callers that have been processed for
True-Up.

e Not Processed Report provides a list of all PO Boxes and Callers that will be processed for
True-Up on the Process Date.

e Cancelled Report provides a list of all PO Boxes and Callers True-Up requests that were
cancelled.

Click on Download Report hyperlink for a printable copy.

True-up Report

Processed Repor provides a kst of all PC
Not Processed Reporn peovides & kst of o F

Cancelled Hugort prov

sts: [ I
Doanioad Repon)
PRTER OY: 2w cooe DOX MUMBER  CRID - BUSINESS LOCATION NAME:  EPA ACCOUNT NUMBER —
m Al ——
show[10 | entries Search
Huuness Current Paymeat True
a9 - Box o Compasy . EPA . Busiess . s 2 Poymest s s Selwp . Processed . s
3 : sue 3 3 $ F lee. & Dwe 3 : Process 3 up 3 s 3 Status
Cooe Wi Nane Numnbet Locanon Date Amout [ Moath By By
w0 Tas Caler FFF NN FUT 020 Apet 4 Tester  J Tesher I PROCESSED I

Showng 19 1 of 1 ectries e 1
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8 Close and Refund

vk W=

6.

Customers can close Boxes entering the Box Number and the Zip Code.
Provide a Reason for closing then accept the disclaimer

The request will be processed immediately

If refund available it will post to the primary payment method for the EPA.

If closing an active box, ensure a Change of Address is submitted; otherwise, mail will be
returned to sender.

The PO Box will be closed as soon as the transaction is processed.

Close and Refund PO Boxes

To close your existing PO Box and get a refund, please enter the PO Box Mumber, ZIF Code or search for your linked P.O. Boxes.

PO Box Numbers {use commas to separate PO Box Numbers)

ZIP Code e
Enterprise PO Boxes Online
Business Location Refund Request Review
All You are about to request a refund for this PO Box. Please select a reason for the refund and review the information before submitting. Your PO

EPA Account Number

All

Box will be closed as soon as you submit this transaction. Any mail sent to you at this PO Box will be returned to sender.

* Why are you requesting a refund?

Provide a Reason =

PO Box Details

PO Box Address: k]
RICHMCND WA 23227
Box Size: 1
Post Office Address: 5327 CHAMBERLAYNE RD

RICHMOND VA 23227 -9998

Refund Details

Amount: §0.00

[ ]

NOTE: If the PO Box Service is closed in the month the fees are due an option will be available
on the Refund Request Review page to keep the box open until the end of the month. If the
option is not selected the box will immediately close.

Refund Request Review

fund for this PO Box. Please select a reason for the refund and review the information before submitting. Your PO Box will be

* Why are you closing a box?

Provide a Reason

PO Box Details
PO Box Address 248
MARIETTA GA 30061
Box Size: 1
Post Office Address: 257 LAWRENCE ST NE

MARIETTA GA 30060 -9998

Refund Details

Amount: $000

Please check here if you would like to keep the box open till end of the month I
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The Refund Confirmation page includes our official USPS Change of Address hyperlink.

si=lH
[ Erterprice PO Boxes Onlre X
- C | @ hitps /poboxes-Situsps.com fepobol pad reeR afundPoct w| 0
i oages [N Foue BBCGSIT B EPOBOLSIT G Cthar bo

Hello, BSA Gateveay USPS.com Help Logout Friday, Septernber 16, 2016

W, | UNITED STATES

Zresmumces  Enterprise PO Boxes Online

Home 2
Refund Confirmation
Link/Add Boxes

You have

accoumt This

) o 7 business days 1o complete the refund ang for the change 20 be reflected in your ondneg

Pay Now

Aryy mall sentto this b

Change of Address fvder

Update Payment Details m

New Box PO Box Details - TG
/1) Enverprise PO Boums Oriee. X/ B Offcd UPs Change of A« x

C | & ntps //moversgude usps.com. A L e f f « O
Attach Caller to PO Box PO Bax Address: ;%‘sr ope| 4 Drom Bicasn Do 3 o]
O Cumtomar service My USPS 5
Box Sue: 3

True-up Due Dates
= USPSCOM @ Socuro & Proate. USPS HOME 1 1AGS

Post Office Address: 25 DORC
Close and Refund sosTon |

Official USPS® Change of Address
Box Notes Refund Details ® 8
¥ Exclusive Mover Savings Get instant access to over $750 in valuable coupons
Reports Amourit: $185.00 ¥ Safe and Secure Safequard your information with 10 veréication by a simple $1.00 charge 1o your credit or debit card
v Speed and Convenience Save a tip to the post office
EPA Number: 1 Owouou ¥ Email Confirmation Recee an immediate email confrmation of your Change of Address
FAQ ¥ MyMove.com Local Information, Tools and Offers Make your move complete with exclusive neighborhood deals 3t MyMove. com
Refund Transaction Numbers: 16275
Note: The person who prepares Bis form states Ihat he or She is the person, execulor, guardan, [, Of 304 order
Anyone form s or or both 2,1001, 1702 and 1708 of Twe 18, Uniled States Code.
be \d change of adress senices. Collection is suthorzed by 38 US.C. 401, 403, and 404 Prowding the
Information is volurtary, not be abde 10 pi " 9 ¥ " ot \ to
request or as Tres. o L%
ssues,als auditor, 10 entites, 9 law , 80 contractors alding us to il the senice
provders), o foders, stae, ager forthe e, fortne
purpases, for jury service dubes, to aasress has 0 inchaguals
name and old mading address, a5 an address commection senice ofthe

an and od address. A B URL:

umertstech ouidewCERTIFIED LICENG

Need to view, update or cancel a Change Of Address order you a¥eady submitted?
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9 Box Notes

Add custom notes to identify PO Boxes, Callers or Reserve Boxes that are in your account.

Click the Add button to add notes to any box. Click on View/Edit to view the detailed notes or
edit or delete the notes.

Customers that manage multiple boxes can use the Box Notes to identify the PO Box customer

toms Box Notes - Main
Link/Add Boxes ‘Add custom notes to identify PO Boxes, Callers or Reserve Boxes that are in your account. Click the Add bution to add notes to any box. Click on View/Edit to view the detailed notes or edit or delete the notes.
Pay Now FILTER OPTIONS
Update Payment Details FILTER BY: ZIP CODE BOX NUMBER CRID - BUSINESS LOCATION NAME:
| [ | [Al ~] E
New Box

Attach Caller to PO Box LIST OF PO BOXES

LIST OF PO BOXES

True-up Due Dates

Close and Refund

Reports

FAQ

10 Reports

Select one of the following reports to manage your PO Boxes.

Home Reports
Link/Add Boxes Reports available:
Pay Now Billing Report

To view the detailed information of all boxes in your account.
Update Payment Details

Box Detail Report

To view the detailed box information of all Boxes in your account.

New Box

Attach Caller to PO Box
Job Status Report

To view the status of all submitted jebs that have been scheduled.

True-up Due Dates

Close and Refund

Linked Boxes Report

To view all linked boxes which contains all active PO Boxes, Caller Services and Reserves that have been linked to your business locations

or accessible locations.
Reports

G Transaction History Report

To view detailed transaction histery on all payments made with Enterprise PO Boxes Online.

Box Notes

Delinked Boxes Report

To view a list of boxes that were reguested to be delinked (removed) from Enterprise PO Boxes Online (EPOBOL)
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10.1 Billing Report

View all PO Boxes in your account.

Billing Report is generated on the 1st of the month and displays all the Boxes for which
payment is due at the end of the current month. Auto-Payment runs on the 15* of the month.
To remove PO Boxes, Caller Services, and Reserves that closed in the month the fees are due and
update the Total Amount Due click on the Update Report option.

Note: Prior to a Price Change, go to Pay Now to make an immediate payment to receive the
current price.

(Box Sizes: PO Boxes are sizes 1-5; Callers "C"; Reserves “R")

Billing Report

The Billing Report lists payment amounts for boxes that are due for the current month

The boxes listed on this report are setup for renewal by recurring payment. On the 15th of the menth, we will use Enterprise Payment System to process payments for these boxes
All boxes that have been successfully renewed will be listed on Transaction History Report

| Update Report |

Total Amount Due for November 2022 is $0.00
Click on Dowm\oﬂ Report link for a printable coj

BILLING REPORT

FILTERBY: ZIP CODE: BOX NUMBER: CRID - BUSINESS LOCATION NAME: EPA NUMEER: BOX SIZE: BOX STATUS: PAYMENTDUE DATE: DUE AMOUNT.

| | A vi[eea  [[Arv] | I v] | |

m:_mm;m :Wﬂ:}&xﬂﬁ:lm&ﬂsﬂ! ;fAﬂLlIl.ﬂAlE:lﬂQZ.SIAﬂLi%IW 3.EEE§ s
82003 3087 C CHEYENNE WY R 10/31/2024 1.174.00
90607 . . WHITTIER CA ‘ R l 10/31/2024 278.00
30002 80001 C AVONDALE ESTATES GA R 10/31/2024 . 1.174.00
02113 600 o BOSTON MA R 10/31/2024 1,220.00
9140¢ » 70 . . . . VAN NUYS » CA R 10/31/2024 200.00
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10.2 Box Detail Report

Box Detail Report contains detailed information of all PO Boxes, Caller Services and Reserves. The

report can be filtered using the search field and can be downloaded as a CSV file. Selecting the

hyperlink for the box will display the box details.

(Box Sizes: PO Boxes are sizes 1-5; Callers "C"; Reserves “R")

WTED STATES
STAL SERVICE ®

Box Detail Report

[Click on Download Report link for a printable copy.

Click on PG Box Number link to view the details of the PO Box

Enterprise PO Boxes Online

BOX DETAIL REPORT

Download Repor

FILTER BY: ZIP CODE: BOX NUMBER: BUS LOC: EPA NUMBER:
\ I [ | [al | [EPA | ﬁ
. BOX . - . EACILITY . FACILITY .  PAYMENT DUE . "
PO ADDRESS 4 S5F | FACILIY ADDRESS % | FACILITY CITY s B s & e + BUSLOC # | EPA NUMBER:
et 3328 E PONCE DE LEON
{Note: PO B iuated
it spolicsiion form 1083 (PP 1and sk A 1o the Post Offcs 1 AVE SCOTTDALE GA 30079 2047930700
with the two required forms of 1D
FO Box 99906003 R AVONDALE
e R 15 FRANKLIN ST e GA 30002 2047990700
PO Box 20002 [R] AVONDALE
AVONDALE ESTATES, 20002 GA c 15 FRANKLIN ST ESTATES GA 30002 2047990700
PO Box 88 [R] 5327 CHAMBERLAYNE
] 1 £ RICHMOND VA 23227 2047990700
20 Box 530 [C] Closed B
B c 2043 WILSON BLVD ARLINGTON VA 22201 2047930701
PO Box 280021 [R] AVONDALE
T ., E 15 FRANKLIN ST e GA 30002 2047990700

10.3 Job Status Report
Job Status Report contains the status of all linked multiple Boxes / Callers / Reserves jobs. The Job
Status Report can be used to view the status of all jobs that have been scheduled. Click on

Request Number hyperlink to download a printable copy for each job.

101712017

**** Restricted Information ™

Enterprise PO Boxes Online Job Status Report
Report Date and Time 02/25/2018 16:20:50 CST

Request Number

20043
20043
20043
20043
20043
20043
20043
20043

43

107
m
116
17
121
151
175
176

IP Code Box Number Business Location EPA Number [Status

Reason For Failure
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10.4 Linked PO Box Report

The Linked PO Box Report contains all active PO Boxes, Caller Services, and Reserves that
have been linked to Business Locations using the Link/Add Boxes function in EPOBOL. The
report can be filtered using the search fields and downloaded as a CSV file.

Enterprise PO Boxes Online

Linked PO Boxes Report

The Linked Boxes Report contains all the active PO Boxes, Caller Services and Reserved Caller Services that have been linked to the Business
Locations or location that are accessible to the user

Click on Download Report link for a printable copy

Download Report|

LINKED PO BOXES REPORT

FILTER BY:
ZIP CODE: BOX NUMBER: BUS LOC-BUS NAME: EPA NUMBER: PAYMENT DUE DATE:
[ ] [ ] [An | [EPA ] [ J
|ziecope ¢ Box NumBER ¢ |Busioc ¢ | era nUMBER ¢ | PAYMENT DUE DATE ¢ | LINKED BY DATE = |
23227 99 [ 10/31/2024 [
30002 | 80002 [ ' [ 10/31/2024
30002 | 80031 ' ' [ 10/31/2024
30002 | 9999003 ' ' 1l 10/31/2024
30079 [ N/A [ [ I 10/31/2024

10.5 Transaction History Report

Transaction History Report contains detailed payment transaction history for all PO Boxes, Caller
Services and Reserves can be filtered using the search fields and downloaded as a CSV file.

Also, the EPS PO Boxes Detailed Report provides a detailed view of EPOBOL transactions. The
report can be filtered using the search field, sorted by column, and downloaded as an Excel, CSV
or PDF file.

The All Account Activity option navigates to the Transaction History Report.

UNITED STATES

rosmsevces  ENEEIprise PO Boxes Online

Transaction History Report

The Transaction History Report can be used to view all transactions that were processed in EPOBOL. The data is limited to Business Locations accessible by this user. The report lists city, state, zip code
box number, box size, transaction number, Business Locations, EPA, amount, date, and submitted by. User can use the filter option to search for specific data

Click on Download Report link for a printable copy
Download Repor|

TRANSACTION HISTORY REPORT

FILTER BY: ZIP CODE BOXNUMBER BOX SIZE BUS LOC EPA NUMBER TRANSACTION NUMBER  START DATE  END DATE

[BOX SIZE] [AN | [EPA I ] [

ZPcooEs | e s < | R T - | B B L e e L e O S SO TED 67
16 | 50 | ' | ¢ | Adingon | VA | 1466803498071 | -1530.00 | 062412016
w6 | 530 | [ ¢ | Adingon | VA | 1461875999061 | 153000 |  06/17/2016
30002 | 9999003 R ey GA | 1467981286752 | 47.00 0612412016
079 | NA | | 1 [ scodale | GA  [146680018224910] 7000 |  o6r2412016
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10.6 Delinked Boxes Report

The Delinked Boxes Report lists all the PO Boxes requested to be delinked or previously delinked
from the EPOBOL account.

Note: The data is historical when the box was delinked and does not reflect status of the box. All
times shown are in Central Standard Time (CST)

Delinked Boxes Report

The Delinked Boxes Report lists all the boxes that were requested to be delinked (remeved) from the Enterprise PO Boxes Online (EPOBOL) account.
Note: The data is historical when the box was delinked and does not reflect current status of the box.

|All times shown are in Central Standard Time (CST).

FILTER OPTIONS

FILTER BY: ZIP CODE BOXNUMBER CRID - BUSINESS LOCATION NAME: EPA NUMBER USERNAME

\ Il | (Al | [EPA < | i

DELINKED BOXES REPORT

Nothing found to display.
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11 Business Customer Gateway
11.1 Requesting Access to EPS and EPOBOL

To request access to Enterprise Payment or EPOBOL as a BCG user login to the BCG, and select
Additional Services, then select Get Access next to Enterprise Payment or EPOBOL.

2= BUSINESS CUSTOMER GATEWAY Home  Hello Anne!

Mailing Services  Shipping Services | Additional Services @Aler‘ts Erending Requests & Manage Account v USPS.com Help

Additional Services

~—— Additional services help you do more.

Additional online services available below help business customers manage a variety of tasks
from preparation to transporting of mailings and shipments. You may access services directly from
here that you have been approved for and request access to those you do not.

Your Locations:
L*\H Locations e

Approved Shipper more info >

Audit Mailing Activity (PostalOnel) more info > Go to Service

Bulk Indemnity Claims more info > Get Access

Business Service Network (BSN) eService more info > Get Access

Contract Postal Unit Commercial Postal Store more info >

Enterprise Payment System more info > _> Go to Service

. Enterprise PO Boxes Online more info > ﬁ Go to Service

Go to Service
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11.2 Adding a Location (CRID)

To request access to Enterprise Payment as a BCG user without access to the CRID, you must first
add the CRID to your profile. To do this, login to the BCG and select Manage Account
dropdown from the top navigation bar; scroll down to Manage Profile.

Under the Home Business Location box, select Add Location to add the CRID to your profile.

= BUSINESS CUSTOMER GATEWAY

Homea Hello Anne!
Mailing Services  Shipping Senvices  Additional Services @Nc_ﬂs [IPanding Requests | & Manage Account » | USPS.com Help
M anage PI'OfI Ie Manage Profile Manage Favorites Manage Services Manage Locations Manage Users
User Details
Favorite Services Edit
Anne Edit
Anne@net.com Balance & Feas >
954-555-1212
Dashboard >
EPOBOL >
Display Controls EPS >
Select what contact information to display to users when requesting approval for services Maller ID >
] Name Mailing Report >
D Phons aling Reparts
Email Manage Parmits >
Postal Wizard >

Home Business Location

. Customer Registration 1D (CRID)
Customer Business € : 10

123 Man St
Somewhere, FL 33310

12345

Add A Business Location

Does your business have more locations? Click to add additionsl locations to your account.

Terms & Conditions

Mailer ID (MID) @

View your MailerDs
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If you have an existing CRID, search by CRID. Enter the CRID or Search by Address.

Mailing Services ~ Shipping Senices  Additional Services @Nﬂ_ns [EPending Requests & Manage Account »  USPS.com Help

Search Confirm Success

Add Location

Follow the steps below to add & new Business Location to your account.

To add & new business location to your profile, type the Business Name and Address; then click the Search button. You may slso search for an existing busin
by ite CRID.

Search by Address Or use an existing CRID @

Type the Business Name and Address; then click the Search button Know your CRID? Enter it below and press the Continue button.

* Business Name CRIDID

[ I

[oma s V]| EEEDE

* Address 1

[ I

Address 2

“City

* State

[ Salect State 4 l

* ZIP/Postal Code

Click Confirm Add Location.

Meailing Services  Shipping Services  Additional Servicas SAIerts [EPending Requests 2, Manage Accourt ~  USPS.com Help

Search Cenfirm Success

Add Location

Confirm new Business Location

CASHMERE

POMPANO BEACH, FL 33063

UNITED STATES

CRID :

You will be given permission to use several USPS Business Services

If you are the firat user requesting a service for your location, you will become the Business Service Administrator (BSA) of that service; you will be responsible for
managing that service for any future usera, controlling who can and cannot use it at your business location.

Search Again Confirm Add Location Cancel
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Choose Select Custom Services to request access to Enterprise Payment and/or Enterprise
PO Boxes Online. Scroll down to the Other Services section and select Enterprise Payment
System and/or Enterprise PO Boxes Online.

Select option for customer select services then continue with selection.
Answer "Yes" or “No” for User Agreement then select Continue.

Search Confirm Success

Add Location

Confirm new Business Location

You have just added the business location below to your account. You may now select business services to use at your new location.

Your New Business Location
CASHMERE

POMPANO BEACH, FL 33063
UNITED STATES

CRID:

Add Services

Business Services are tools that can help yvou to make better use of all that the Postal Service has to offer.
> Core Suite of Services. (Recommended)

® Custom Select Services

* Select at lesst one service to continue.
Other Sarvices
[ Audit Mailing Activity {PostalOnel)
[ Bulk Indemnity Claims
") Business Service Metwork (BSN) eService
) Contract Postal Unit Commercial Postal Stors
Enterprise PO Boxes Online
Enterprize Payment System

User Agreement

If you are the first user to request a service for your location, you can become the Business Service Administrator (BSA) of that service; you would be responsible
for managing that service for any future users, controlling who can and cannot use it at your busineas location.

Do you agree to become the BSA for any sarvice that doesn't already have one assigned?

® Yes

) No

By clicking Centinue you agree to the terms and conditions of the Business Customer Gateway and consent to any future updates.
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Your EPS Request is now Pending BSA. Once the location and services has been approved by the

BSA, Enterprise Payment System will be available for the CRID added.

Search Confirm Success

Add Location

You have successfully added your Business Location

Review the status of your service access below. Having access to a service means that you can see and use it freely. Depending on your company’s needs,
different employees may need access to different servicea. The scceas ia regulated by the Busineas Service Administrator (BSA) of each service.

Your New Business Location:

CASHMERE

POMPANC BEACH , FL 33063
UNITED STATES

CRID:

¥ You can begin using these business services. Sarvices with an asterisk (%) indicate you have become the BSA

Service

Enterprise PO Boxes Online* - Pay PO Box fees with Enterprise Payment Account

° You have requests that need your attention. Some services that have been requested did not get approved
Sarvice Status

Enterprize Payment System Pending BSA D

Add Another Location m l Get Access to Additional Services ]

11.3 Locate Business Service Administrator (BSA) Business Location

To determine who your BSA is to contact them regarding your request, go to the Manage
Account from the top navigation bar and select Manage Services. Then select Manage by
Service and select the CRID from the Business Location dropdown. Click the Not You hyperlink

for the BSA information.

Mailing Services  Shipping Services  Additional Services S.&Jens ElrPending Raquests |£-, Manage Account -I USPS.com

Manage By Location Manage By Service

I Show Services for LDcatinn:I

M anage SBWICES Manage Profile Manage Favorites Manage Locations Manage Users

Help

Enterprize Payment System Pending BSA @ Mot You

I CASHMERE POMPANG BEACH, FL 33063 N
. BSA Contact Information
Service v Status v BSAD v
Name: Anne
Enterprise PO Boxes Online Approved You "
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11.4 BSA - Adding Business Locations and Authorized Users

Depending on your company's needs, different employees may need access to different
services. The access is regulated by the Business Service Administrator (BSA), a representative

within your company, for_each service.

Below are the steps to grant Enterprise Payment or EPOBOL access to BCG users as a BSA or BSA
Delegate after the account has been created. The BCG users must already have access to the
CRID associated with the Enterprise Payment Account. Authorizing users for Enterprise Payment
for a business location is a 2-step process. The first step is to authorize the user for EPS in BCG
for the CRID and the second step is to assign a user role in EPS.

STEP 1 - log into BCG as a BSA or BSA Delegate. Select Manage Account from the top
navigation bar, then select Manage Users. Filter by Location then by User. Update their access
level for the requested service.

Mailing Services  Shipping Services  Additional Services @Alens BErending Requests 2, Manage Account - USPS.com Healp
Manage Users Manage Profile Manage Favorites Manage Services Manage Locations Manage Usars
Control Access to Your Services
Use this page to control who can or cannot access the services for which you are the Business Service Administrator (BSA). To find a specific user, service, or
location, use the filters to narrow down the list.
To Revoke and Archive Records:
If you are a Business Service Administrator or Delegate you can revoke your Users’ sccess to services and archive these records. Archived records will not be
displayed under Manage Users for the BSA or Delegates.
Revoke and Archive Users
Filter by Location: @
[ CASHMERE 5 BLONDE AVE, POMPANO BEACH, FL 33083 ~
Filter by Service: @
[ AL ~ ] Show enly Pending requests ()
Filter by User: © Filter by Access Level: @
[a [ v
Access
Manage User Access BSA
Business Name & Location User Service Access Lavel © Delegate
CASHMERE No Access
1856 BLONDE AVE .
POMPANG BEACH, FL 33063 USER NUMBER ONE Enterprize PO Boxes Online Mo Access e
CRID:
.
Enterprise Payment . L.
BCG Access Level Description

System User Role

Requested N/A User has requested access for EPS

BSA or BSA - Users have access to all customer facing functionality and
Administrator . .

Delegate responsible for managing user roles.

BSA Delegate

Payment Manager

Users can manage payments, create new EPS accounts, and
create custom reports.

Access Payment Manager Users can manage payments and create custom reports.
Access Subscriber Users have read-only access.
No Access No Access Users cannot access EPS for the CRID
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STEP 2 - Select Additional Services tab from the top navigation bar and click the Enterprise
Payment System Go to Service.

2 BUSINESS CUSTOMER GATEWAY Home  Hello Anne!

Mailing Services  Shipping Services | Additional Services @Aler‘ts Brending Requests & Manage Account v USPS.com Help

Additional Services

“=— Additional services help you do more.
S

Additional online services available below help business customers manage a variety of tasks
from preparation to transporting of mailings and shipments. You may access services directly from
here that you have been approved for and request access to those you do not.

Your Locations:
P-\II Locations e

4 Approved Shipper more info >

4= Audit Mailing Activity (PostalOne!) more info >

4 Bulk Indemnity Claims more info >

4 Business Service Network (BSN) eService more info > Get Access

4 Contract Postal Unit Commercial Postal Store more info > Go to Service
4 Enterprise Payment System more info > Go to Service
4= Enterprise PO Boxes Online more info > Go to Service

Select the EPS Account for the CRID.

e T o Dashboard Reports EPS Accounts -

@ Active EPS Accounts ~

5
o7
s

e | 27 i
Tracy
EPS Accounts

181 ser Guide

25 Current Trust Balance

Active | Pending o1 $1 0,438_66

15 3

e

Iy ~
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Select Manage Account.

Business Locauon # ya 92348 er Guide
Tracy

EPS Accounts:

Current Trust Balance
Active | Pending
3

15

$37,925,172.98

Real-time account activity

Select the Users & Roles Tab on the Manage Account page. Locate the user requesting
access then assign a user role.

Account Management

EPS#: 1 ® Active User Guide
Anne
EPS Accounts:
Active Pending
1 17 Payment Methods Transfer Funds Withdraw Funds Products & Services Notifications Users & Roles
Quick Links Business Location#

User Roles Glossary

Manage Permits

ate a Mew EPS Account

Close EPS Account

Refresh ¥
Mailing and Shipping Solutions
Center

FAQs and Reference Materials

Call us: 1-877-672-0007

For TDD/TTY Relay:

1-800-577-833%9 J §

MS5C@usps.gov Marijo - No Access

Payment Manager #

“®
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12 Frequently Asked Questions

Q. I can't link to an existing Box using EPOBOL.
A. Make sure the Zip Code is correct and the Last Name or Business Name matches the Last Name
or Business Name we have on file for that PO Box.

Q. Why do | have an error when trying to pay for a PO Box?
A. Payments can fail for various reasons, but the most frequent reason for failure is Insufficient
Trust Balance in your EPA Account.

Q. Why can't | close and refund PO boxes at a post office?

A. Boxes linked to EPOBOL can only be closed through EPOBOL and not at the Post Office since
funds were taken out of your EPA account. If a box is eligible for refund, your EPA account will be
credited when the box is closed.

Q. Why can’t | cancel my automatic payment option?
A. You are required to be on an annual recurring payment term when your box is managed in
EPOBOL.

Q. Why was my PO Box closed without my permission?
A. PO Boxes are typically closed for four reasons:

1. Closed for nonpayment of the box.

2. Payment cannot be transacted due to incorrect or obsolete payment information.
3. The transaction would exceed the credit limit of the account.

4. The bank rejects/returns the payment request.

Q. Why do | have an unexpected charge in my account?
A. You are required to be on an annual recurring payment term when your box is managed in
EPOBOL. If you no longer need the box, please use the Close Box Menu Option.

Q. I put in several box numbers into the Update Payment Details screen (such as 10, 20, 30),
but some of the boxes in that list aren't shown in the search results.

A. The search results will only include boxes in that range that are linked to your login credentials
and EPA Account.
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Q. How are true-up charges calculated?
A. A "true-up box" is a PO Box or Caller Services box that has a due date that has been aligned to a
new annual renewal date so that customers can consolidate payments among multiple boxes.

The customer can then pay a pro-rated price for that box up to that new annual renewal date.
Every 36 months, the due date can be modified again by the customer

e Boxes set up for True-up will be charged with the cost of a number of months that are less
than one year.

e The first charge will occur on the 15th of the month after boxes are set up for True-up. The
first charge will align boxes with due dates before the True-up month to the True-up
month.

e The second charge will occur on the 15th of the True-up month. The second charge will
align boxes with due dates later than the True-up month to the True-up month next year.

Q. Why can't | refund a true-up box?

A. Any date adjustment payment, such as a True-up payment, cannot be refunded for a box once it
has been charged. If the box has yet to be charged for True-up, the request can be cancelled
before the 15th of the month/process date.

Q. Why can't | true-up reserves?
A. Reserves are already aligned to December 31st. Reserves cannot be trued-up to any other
month.

Q. What are the reasons that my reserves are closed by the system?

A. At least one active caller is required for customers with reserves at that facility. If the caller
service closes due to non-payment, the associated reserves will also be closed. If the closed
Reserves had future due dates, when the Caller is renewed, the Reserves can be reactivated by
contacting the MSSC.
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CHANGE LOG

DATE SECTION UPDATE
2/12/2024 3 Update Pay Now time frames
11/24/2023 3,4,5,6 Added: 6-month payment term

7/7/2023 6 Added: Attach Caller to PO Box
7/7/2023 3 Pay Now: updated process
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