
Using NCMS  

 

BACKGROUND 
The USPS Centralized Accounting Processing System (CAPS) is one of the USPS payment processing systems 

customers can use to fund their Express Mail Corporate Account (EMCA).  The CAPS system will retire in the summer 

of 2021.  Current Priority Mail Express (PME) customers who are using CAPS to fund their EMCA need to start using 

the USPS National Customer Management System (NCMS) to fund their EMCA.  Customers can use Credit Card or 

Automated Clearing House (ACH)-debit/credit for establishing payment method in NCMS.  This document provides 

the steps EMCA customers need to complete in-order to use the NCMS to fund their EMCA and to delink the their 

EMCA from CAPS.      
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The process to establish your NCMS account (in order to fund your EMCA) and delink your EMCA from CAPS involves 

two steps: 

Step 1— Complete and sign the USPS PS Form 5639 (access the form here) and fax or mail to: 

• Fax - (816) 545-1212     

• Mail  USPS Corporate Account 

            ATTN: USPS CA Coordinator 

          8300 NE Underground Dr. Pillar 210 

      Kansas City MO 64144-0001  

 

Step 2— Email a letter to the CAPS team requesting to de-link your EMCA from CAPS; see sample letter is below: 

• Email the letter to  SSMCTAS@email.USPS.Gov with the Subject “EMCA De-Link Request CAPS XXXXX” 

• The letter can be in word or PDF format and must be on the company’s letter head 

• Make the effective date for CAPS de-linking 10 business days after you submit your PS 5639 form 

 

STEPS TO COMPLETE TO FUND YOUR EMCA USING NCMS AND TO DE-LINK YOUR EMCA FROM CAPS   

IMPORTANT 

CONTACT NAME ON THE FORM 5639 AND ON THE CAPS LETTER MUST HAVE THE AUTHORITY TO SIGN THE DOCUMENTS  

SUPPORT  
• Customers will not experience EMCA payment or PME service disruption related to this change  

• PME charges that did not go through CAPS will be charged by NCMS once the PS 5639 form is processed  

• If you have questions on completing the PS 5639 from, please contact our helpdesk at 1-844-737-7826 

https://about.usps.com/forms/ps5639.pdf

