Full-Service Address Change Service (ACS) Enroliment

For Intelligent Mail for Small Business (IMsb) Tool Users
and How to Retrieve the Address Correction Data

Receive address correction updates and mail forwarding when possible, and reduce the volume of undeliverable-as-addressed
(UAA) mail by using Full-Service ACS with your IMsb Tool mailings. Address correction updates are available for free through the
Business Customer Gateway. When using the Intelligent Mail barcodes (IMb) on First-Class Mail, the printed endorsement is
optional. On Marketing Mail with an IMb, the printed endorsement is still required and should be listed as “Electronic Service
Requested.” Follow the steps below to enroll in Full-Service ACS; ensure you select Full-Service ACS when creating a job; and
learn how to retrieve your Change of Address (COA) data through the Business Customer Gateway (BCG).
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FuLL-SERVICE ACS ENROLLMENT PROCESS

1. Login to the BCG here:
https://gateway.usps.com/eAdmin/view/signin.

#= BUSINESS CUSTOMER GATEWAY

COA Data List

3. Select your Business Location (CRID) and click on
Options next to the Mailer ID to be enrolled and select
Program Options
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2. From the Welcome Screen, click the Mailing Services link
in the upper left corner

22 BUSINESS CUSTOMER GATEWAY
Im Shipping Services  HCR Services  Additional Services

On the Mailing Services page locate Mailer ID and click
on the blue Go to Service button

Mailing Services
== Mailing services help you deliver letters and flat mail pieces.

Mailing onfine sarvices will help you mansge dsy-to-day sctivities from design and

reparation of your mail to tracking your mailings in the mail stream. The senvices currantly avaiiable

are listed below. You may access services diractly from here that you have been approved for and
access 1o those you do not.
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Automated Business Reply Mail more into >

Balance & Fees (PostalOnel) more info >

?

Customer Labal Distribution System (CLDS) mors info >

i

Gustomen/Supplier Agreements (GSAs) more info >

&

Dashboard (PostalOnel) more info >

Elsctronic Data Exchange (PostalOnal)  mors infa -
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Every Door Direct Mall mors into >

Incentive Programs. mors info >

Informed Visibility more info > Get Access

¢
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Intslligant Mail Small Businsss (IMsb) Tool  mers info >

|
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Maller ID mora infe >

Mailing Reports (PostalOnel)  mors info >

8
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MailerID - more nfo >

I Select Business Location: 11978045 - PRESORT22 89509-1082 - I Company Address:
11978045
. . PRESORT22
Display Option @ @© Display all of the above 1450 IDLEWILD DR UNIT 722
O Display M by my business location(s) RENO, NV 89509-1082
Q Displa Data Distribution Profile delegated to other CRIDs

O MIDs delegated to my business location(s) for Data Distribution Management

Search

Mailer ID Business Location

B Acssilling

01215015 @ 1450 IDLEWILD DRUNIT 722

RENO, NV 89509-1082
11978045
01474130 @ 1450 IDLEWILD DRUNIT 722
RENO, NV 89509-1082
11978045

Data Distribution Profile

° — =, Program Options
901699230 1450 IDLEWILD DRUNIT 722

RENO, NV 89509-1082

4. Check the box next to ‘Full-Service ACS’ and click the
Save button

Mailer ID Alias

Primary MID

Customer Reference o 0 Continuous Mailer ¢
Meiler D Alas
0 0 ] 0
Ful/ Basic Service 0O [}
0 °
g °

Electronic Verification System (eVS) for Package Products

Note:

o Follow steps 3-4 for each Mailer ID that must be enrolled
in Full-Service ACS

e Change of Address (COA) data is available once the
Mailer ID is enrolled in Full-Service ACS.
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Full-Service Address Change Service (ACS) Enroliment
For Intelligent Mail for Small Business (IMsb) Tool Users
and How to Retrieve the Address Correction Data

REQUIREMENTS FOR IDENTIFYING FULL-SERVICE ACS IN THE IMsB TooL

When creating a job in the IMsb Tool, an ACS “Extra Service Type” is required and the Ancillary Service Endorsement chosen
must be “Electronic Service Requested” on the Service Type ID Information screen:

Service Type ID Information Service Type ID Information

% A All malipleces produced by IMsb wil include an I it Mall © barcode as part of the address block. One of the con ts of the barcode ia 0 3 digit sen)
IS atolecessrockmed oy Wis WA ki an Elownt Mt - aexo ae perof e ackrams ik e o 0 orpponenteof 0 barsch o0 2 ok e ™ 3.%' s mm ioed based o1t Mod Clos mm Type. ACS m:: aquested. and Wb scing w.m IMsb wil .wmw:w
The STIO is determined based on the Mail Class, IM Service Type. ACS service requested, and IMb tracing senvce requested. IMsb wil sutomatically generd 9_ e s, TP "
Job based on the paramelacs hat are selected on this screen Job based on e parsmeters that e selected on Ihs sceen

Thete may be fees for the Addeess Comection Senvioes selected There may be fees for the Address Coerection Services selected
For more informaion on Ancilary or endorsemants such as Address Service Requsted and Change Service Requested, see DMM 507, exhibits 1.5 1 throf For more information on Ancillary o endorsements such as Addreas Service Requsted and Change Service Requested. see DMM 507, exhibits 1.5 1 thrg
Please make the selection for your mading using the dropdown cptions. Plaasa make th selection for your maling using the dropdown opions
Vol s 5P Matketing Ml V] e Cas. [SPS Marketing Mail V|
IM Service Type ‘F'u" v M Service Type .Fuﬂ' v'

Extra Senvice Type (Full-Senvice ACS - CSR 1 v|
e Tracing | Dastination V|

Sanvice Typa 107243

| Arctaey Servie Encosement | Eloyronic Service Requested v/ |

Continue < Back Cancel Continve

Below is a description of each of the Extra Service Types:

Address Correction ACS Option 1 Description ACS Option 2 Description
Options
Address Service ASR1: ASR2:
Requested (ASR) e  Forwards if possible, return if not possible e  Forward if possible, return if not possible
e  ACS notice on forward only ®  ACS notice provided for both forward and returns
e  Weighted fee charged for return of Standard Mail e  Weighted fee charged for return of Standard Mail
® PS Form 3547 on forward only
e  Returned to sender if not forwardable
e  Weighted fee charged for return of Standard Mail
Change Service CSR1*: CSR2:
Requested (CSR) e All UAA mail is discarded e  Forward if possible, all other UAA mail is discarded
®  ACS notice provided ®  ACS notice provided
e  First-Class™ requires ACS if CSR1 is desired e  Currently available only for First-Class
Return Service RSR1: RSR2:
Requested (RSR) e Not an ACS option e All UAA mail is returned to sender with new address or reason for

non-delivery, and separate ACS notice provided
e  First-Class Mail returned at no charge
e  Standard Mail returned at First-Class single-piece price

*CSR1 is free because no mailpiece is returned to sender. Any mailpiece that is returned to sender is still charged a fee to return
the mailpiece.

RETRIEVING FULL-SERVICE ACS CHANGE OF ADDRESS (COA) DATA

Full-Service ACS COA data is made available to IMsb Tool mailers when a COA exists for an intended addressee. This data is
available via downloadable reports in two formats: comma delimited (CSV) or Excel (XLS). Data corrections must be viewed/
downloaded within 45 days of your mailing being posted; all COA/UAA-Nixie information is purged after 45 days.
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Login to the BCG here:

2= BUSINESS CUSTOMER GATEWAY

https://gateway.usps.com/eAdmin/view/signin

Full-Service Address Change Service (ACS) Enroliment
For Intelligent Mail for Small Business (IMsb) Tool Users

Gateway

and How to Retrieve the Address Correction Data
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AD FuLL-SERVICE ACS CHANGE OF ADDRESS (COA) DATA PROCESS

to only search by date range.
Online & Downloadable

1

5. Search for the mailing by Mailing Group ID or leave blank
J

/ / =i

2. From the Welcome Screen, click the Mailing Reports

link under Favorite Services (OR go to Mailing Services

- Mailing Reports > Go to Service)

Account Overview

Data Distribution

Mailer Scorecard

Full Service

Container Scan
Summary
Access to the Enterprise Payment
System is required for this information.

Request access to the Enterprise:
Payment Syster.

Note: If Mailing Group ID is not known, you can find it on

Full-Service AC SiNixie
| summary
tarcn P Maiiing Group IDJ]
Date Range: *
) Netramit o o

button
Favorite Services

April 2024

the dashboard accessed from the Mailing Services tab.
| Summary

Download Full-Service ACS Change of Address (COA) Search

12/12/2017

Balance and Fees
Balance & Fees
Dashboard

Summary
=
EPS

You either do not participate in this
program, or we have yet to receive

||1 2N8/2017 [
data for this CRID.

By/For Conflict

m
e

Online & Downloadable
Reports

1D Number:
Once the date range has been selected, click the Search
J Summary

User Downlof
| History
Every Door Direct Mai
IMsb

under Full-Service

Postal Wizard

Full Service

3. Click ‘Data Distribution/Informed Visibility Dashboard’

Mailing Report

Search With: | exact value v
Data Distribution

Container Scan

Full Service

viviy v v v v

Summary

Download Full-Service ACS Change of Address (COA) Search

Full-Service ACS/Nixie | ByiFor Conflict
| Summary | summary
Search By: |
I 1271272017 [
Date Range: * 1271872017 [
Please limit the Date Range to 7 days.
Download Data
e Data Distribution/informed Visibility Dashboard I o Push Subscription Profile

e Full Service Seamless Acceptance Failure Jobs

[ ]

1 vty |
4. Click the [Download] action next to:
[ ]

I Search I

ID Number:
Search With:

In the format of*: | Comma Delimited (csv) v
Select the format for the data to be downloaded. Data
Online & Downloadable
Reports

Please click "Download” to save the data or "Search” to search again.

Total Count: 182 from Full Service Availability Date 12/12/2017 to 12/18/2017.

| summary

Data Distribution

Data Distribution
Summary

Option 3. Full-Service ACS Change of Address
Report for mail records with a new address

Full Service
Container Scan
Summary

Container Scan
J Summary

Download Full-Service ACS Change of Address (COA) Search

Option 4. Full-Service ACS Nixie Report for mail

Summary

Full-Service COA/MNixie

Full-Service AC S/Nixie
| summary
Search By: V|
Date Range: *

1271272017 [l

1. Full-Service Start-the-Clock Report '

2. Informed Visibility Report

can be downloaded in comma delimited (CSV) or Excel

records that were undeliverable-as-addressed (UAA)

By/For Conflict

Summary

BylFor Conflict
1271872017 [E5)+]
Please limit the Date Range 1o 7 days.

Summary

4. Full-Senvice ACS Nixie Report *

3. Full-Service ACS Change of Address (COA) Report 2

Download Data
[Download] [Online]

User Downiof
| History
1D Number:
Search With:
| In the format of*: [ Comma Delimited (csv) v| I
Total Count: 182 from Full Service Availability Date 0 :
Please click "Download” to save the data or "Search” to search again.
. Click the Download Data button
Online & Downloadable Data Distribution ‘Container Scan Full-Service AC S/Nixie By/For Conflict User Downiof
Reports 1 Summary J Summary L Summary | Summary 1 History
Download Full-Service ACS Change of Address (COA) Search
Search By: | ID Number:
. P 12/12/2017 G5+
ARG ' = S——
o 7 UL L5 1271872017 [E5)+]
[Downloaaronnne'/ [} [}
y'4 Please limit the Date Range to 7 days.
{Download; ° o
Download) L] 0
A \ | I Download Data I In the format of*: [Comma Delimited (csv) | |
5. Full-Service Data Quality Report > M trategy]
s "IN e Total Count: 182 from Full Service Availability Date 1211212017 to 12/18/2017.
~ Please click "Download" to save the data or "Search” to search again.
€. Full-Servics By/For Conflict Report
Product Solutions April 20



https://gateway.usps.com/eAdmin/view/signin

Full-Service Address Change Service (ACS) Enroliment
For Intelligent Mail for Small Business (IMsb) Tool Users

and How to Retrieve the Address Correction Data

STEPS TOo TAKE AFTER ACS DATA RETRIEVAL

The Full-Service ACS COA report provides information including the original IMb on the piece, the move effective date, and the old and
new addresses. The Full-Service ACS Nixie Report provides information including the original IMb on the piece, the nixie reason and the
original address on the mailpiece. Below is an example of Full-Service ACS Change of Address (COA) Sample Data Report in Excel
Format, which can also be found on PostalPro:

ACS SampleOata-BXCELFormat [ Dowriond M SwetoOnerve @B print @y Share - eee Sample Data — Excel Format: https:/

¢ ° ! v ! Y - ! postalpro.usps.com/node/4713?
1 e |Ol Ol Ol OldStreetSuffix |OldPostDirectional |OldUnitDesignator Oldsecondary\A
563 _|na oo A He A NA A g qa=2.102649926.657807347.1597664200-
884 NA 1118 N PARSONS AVE NA NA NA
885 NA 248 NA PO BOX NA NA NA NA 838854491 . 1 583242683
886 NA 101 NA ORGAIN DR NA APT A . - ) .
s _|na 1310 N SHANNON Ve NA A A o Electronic Mailing Information & Reports Guide:
888 INA 452 NA MULKEY RD NA NA INA
889 [NA 8651 NA COUNTY ROAD 39 NA NA NA NA https://postalpro_usps_com/
890 NA 1126 W [ACADEMY ST NA NA NA . ™ .
1w 2z - V2 CouNTY RORD 4110 " " NA A ElectronicMailinglnfoReportsGuide
892 NA 6116 NA BAXTER DR NA NA NA
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https://postalpro.usps.com/node/4713?_ga=2.102649926.657807347.1597664200-838854491.1583242683
https://postalpro.usps.com/node/4713?_ga=2.102649926.657807347.1597664200-838854491.1583242683
https://postalpro.usps.com/node/4713?_ga=2.102649926.657807347.1597664200-838854491.1583242683
https://postalpro.usps.com/node/4713?_ga=2.102649926.657807347.1597664200-838854491.1583242683
https://postalpro.usps.com/ElectronicMailingInfoReportsGuide
https://postalpro.usps.com/ElectronicMailingInfoReportsGuide

