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* Introduction
— What is the BCG?
— What can the BCG do for customers?
— Common Terms and Definitions
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— Tour of the BCG
— BCG Welcome Page
— Registering a new user
— BCG Homepage
« Managing Multiple Locations and/or Multiple Users



The Business Customer Gateway provides a single entry
point for Postal Service® online business services.

» Users can access
Intelligent Mail® products P ——
and services, including
PostalOne!, Facility Access
and Shipment Tracking,
Mailer IDs, elnduction and
tracking.

= Access to multiple services
IS provided through a
single user name and
password.



Customers can utilize the Gateway to:

Prepare, track and monitor mailings

Manage Mailer IDs and permits

Simplify Full-Service maliling and customer returns
Target areas with direct mai
Send and manage large shipments

Order mailing and shipping labels

Enroll for shipping services

Generate mail and transaction history reports

Stay Informed of USPS promotions and incentive
programs




Customer * Unique ID numbers used by USPS to identify a customer’s physical

Registration ID business location (address).

(CRID) * CRIDs connect a company’s location information across all USPS
systems and applications.

Unique ID numbers assigned by USPS to identify a specific mail owner,
mailing agent or other service provider.

* MIDs are either a 6- or 9-digit number based primarily on a mailer’s
historic mail volume.

Mailer ID (MID)

Business Services ¢ Tools that can help you to make better use of all that the Postal Service
has to offer.

* When registering, you will get access to services that cover basic
business functionality. 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 services.

* Access to services is regulated by the Business Service Administrator
(BSA) of each service.

Business Service ¢ If you are the first user to request a service for your location, you will

Administrator become the Business Service Administrator (BSA) of that service; you

(BSA) will be able to manage that service for any future users, controlling who
can and cannot use it at your business location.



« Simplified, consolidated and streamlined
registration process

— Access automatically granted to the most popular
services

— Ability to custom select services at multiuser business
locations

— Improved navigation to easily see which services are
accessible by the user and to request services

« Automatic creation of 9-digit MID when creating
a new user account

« CRID is displayed when you register and on
many consecutive screens within the BCG

— CRID assigned automatically upon registration (same
functionality as previous release)



Mailers, Shippers and Business clients can obtain additional information
about services provided by USPS by clicking on the respective links

=] UNITED STATES

Business Customer Gateway

(Z"| postaL SERVICE ®

Sign In

\J

I Username

Password

Forgot password?
—

Need an account?

USPS Healthcare Solutions™
From Pharmaceuticals to Medical Devices—
providing customized shipping and
communication solutions

Sign Up

ﬂ Returns Are Inevitable
Give your customers an easy way
to ship items back with USPS®,

Learn More

Mailers a Shippers é-l Business m

Sign up for USPS Promotions and
Incentives, save money with

@ USPS Returns® Services

Manage your returns with Parcel Return

Save time and money managing your ? : ot
¢ Service, use the Electronic Verification

mailings online. Get your message
where you need it to go with Every Door
Direct Mail. Use the Intelligent Mail
Small Business Tool to manage your
mail stream and maximize your discount

See full list of Mailing Services

System to save paperwork by paying
postage with electronic manifests.

See full list of Shipping Services

Automation Discounts and unlock the
power of your Mailer ID (MID)

See full list of Business Services




Information for Mailers

Business Customer Gateway

USPS Healthcare Solutions™

=
|

From Pharmaceut Medical Devices
providing customi
communication sof

F itable
@ USPS Returns® Services

Mailers e Shippers a
Save time and money managing your Manage your returns with Parcel Return
mailings online. Get your message Service, use the Electronic Verification
where you need it to go with Every Door System to save paperwork by paying
Direct Mail. Use the Intelligent Mail postage with electronic manifests.
‘Small Business Tool to manage your
mail stream and maximize your discount.

See full list of Mailing Services] See full list of Shipping Services

Users may click on any of the
links highlighted in blue for
additional information about
each topic

. Password

Sign In

Username

Forgot password?
o —

Need an account?

mers an easy way
to ship items back with USPS®.

Business

Sign up for USPS Promotions and
Incentives, save money with
‘Automation Discounts and uniock the
power of your Mailer ID (MID).

See full list of Business Services

Mailing Services
Here is the list of tools, called Business Services, USPS offers its BCG customers.
Click the sendice name for sdditional informadion.

+  Automated Business Reply Mail: Create artwork for Reply Mail pieces.
* Ceniralized Account Processing System (CAPS): Elecironic postage payment.
+ Customer Label Distribution System (CLDS): Order bulk, collated or DM labels online.
+  Customer/Supplier Agreements (CSAs): CSAs define mail preparation requirements and acceplance
times.
Every Door Direct Mail: EDDM is designed to help you reach every home, every address, every fime.
IMEb Tracing™: Track your letters and flats
Incentive Programs: Participate in promotions and incentives for buziness mail.
Intelligent Mail Small Business (IMsb) Tool: Produce the IMb for your mailings.
Mailer ID: Reguest and manage Mailer IDs.
Manage Mailing Activity: Manage your buziness mailings.
Schedule a Mailing Appointment (FAST): Schedule a mailing appointment.




Information for Shippers

Mailers g Business .
S up for USPS Promotions and
S, SV MOny with

o Dissounts M otk Featured Service

Direct Mait Use e Intelligent Mail potag o0 manifests. power of your Maller ID (MID).
AN SUEAM A MAXMZE yOur dCount

T T ( N-Ship Business Pro™ | LeamMore

8hipping Services
Here is the list of tools, called Business Services, USPS offers its BCG customers.
Click the zervice name for sdditional information.

* Centralized Account Processing System (CAPS): Electronic postage payment.

* Click-N-Ship Business Pro™: End-fo-end solution for businesses to fulfill their daily shipping needs.

« Electronic Verification Service (eVS): Package mailers can use an electronic manifest to document and
pay postage.

* Incentive Programs: Participate in promotions and incentives for business mail.

* Mailer ID: Request and manage Mailer IDs.

* Manage APIs: APls allow integration of USPS data into customer's software and or system application.

* Manage Mailing Activity: Manage your business mailings.

* Official Mail Shipping Labels: Provides the option for OMAS customers fo use Click-N-Ship.

* Online Enroliment: Get started online to apply for eligibility.

* Parcel Data Exchange (PDX): PDX allows business customers to uplcad manifests and download
exiracts.

* Parcel Return Service (PRS) : Work share solution for returning merchandise.

* Premium Forwarding Service Commercial™: Schedule regular reshipment of mail from one or more
addresses to a chosen destination.

* Print & Deliver Shipping Label: Merchants can request Print & Delfiver Shipping Label on behalf of their
customers

* Scan Based Payment (SBP): Scanning = revenue collection.

* USPS Package Intercept Redirect your mailpiece if it hasn't been delivered.




Information for all Business Services

Featured Service

\-Ship Business Pro™ it

Business Services
e s e e enas Here is the list of tools, called Business Services, USPS offers its BCG customers.
Click fhe zendce name for sddifional information.

Mailers m Shippers.

Save time and monky Managing your Manage your fefurns with Parcel Return . } o
matiogs oniee Gelyourmeseage STV e e Mceonle Vit Automated Business Reply Mail: Create ariwork for Reply Mail pisces.
Direct Mail Use e Intelligent Mall POSLage with clecirooic maniests.

Centralized Account Processing System (CAPS): Electronic postage payment
Click-M-5hip Business Pro™: End-to-end solution for businesses to fulfill their daily shipping needs.
Customer Label Distribution System (CLDS): Order bulk, collated or DM labels online.
Customer/ Supplier Agreements (C3As). C54s define mail preparation requirements and acceptance
fimes.
Electronic Verification Service (eV5): Package mailers can use an electronic manifest to document and
pay postage.
Every Door Direct Mail: EDDM is designed fo help you reach every home, every address, every time.
IMb Tracing™: Track your lefters and flats
Incentive Programs: Participate in promotions and incentives for business mail.
Intelligent Mail Small Business (IMsb) Tool: Produce the IMb for your mailings.
Mail Transport Equipment Ordering System (MTEOR): Order Mail Transport Equipment.
Mailer ID: Request and manage Mailer IDs.
Manage APls: APls allow integration of USPS data info customer's software and or system application.
Manage Mailing Activity: Manage your business mailings.
Meters and PC Postage: Information, documentation and links for meters and PC Postage.
Official Mail Shipping Labels: Provides the option for OMAS cusfomers to use Click-N-Ship.
Online Enroliment: Get started online to apply for eligibility.
Parcel Data Exchange (PDX): PDX allows business customers to upload manifests and download
exiracts.
* Parcel Return Service (PRS) : Work share solution for returning merc handise.
*  Premium Forwarding Service Commercial™: Schedule regular reshipment of mail from one or more
addresses to a chosen destination.
* Print & Deliver Shipping Label: Merchants can request Print & Deliver Shipping Label on behalf of their
customers
= Scan Based Payment ( SBP). Scanning = revenue collection.
* Schedule a Mailing Appointment (FAST). Schedule a mailing appointment.
* USPS Package Intercept: Redirect your mailpiece if it hasn't been delivered.

Small Business Tool 10 manage your
AN SUEAM A MAXMZE yOur dCount

Seefulllistof Malling Services  Ses fulllistof Shipping Services




Manage Mailing Activity (MMA)

Business Services
Here is the list of tonls, called Business Serices, USPS offers its BCG customers
Click the service name for additional information

Mailing Services
Here is the list of tools, called Business Services, USPE offers its BCG customers.
Ciich the serice name for addibonal information

ADVANCE: Track your Periodicals and standard mail
Autemated Business Reply Mail: Create artwork for Reply Mail pieces.
Business Service Network(BSN) eService: Create and monitor service reguests
Centralized Account Processing System (CAPS) Electronic postage payment
. . . . Click-N-Ship Business Pro™: End-to-end solution for businesses to fulfill their daily shipping needs
Customer/Supplier Agreements (Csas): Csasaf * Centralized Account Processing System (CAPS): Electronic postage | | ¢\, omer Label Distribution System (CLDS): Order bulk, callated or DMM labels oniine.
times. . CIICK'N'SHIP B!"F'""f“ Pro - End-to-end solution 1or usinesses i | Customer/Supplier Agreements (CSAs): CSAs define mail preparation requirements and acceptance
» ePubwatch: Track your Periodicals mailing « Electronic Verification Service (eVS) Package mailers can use an el s
+ EveryDoor Direct Mail EDDM is designed to help [ and pay postage. « Electronic Verification Service (eV$): Package mailers can use an electronic manifest to document
IMB Tracing™. Track your letters and flats + Incentive Programs Participate in promotions and incentives far busing and pay postage.
Incentive Programs: Participate in promotions and| ., . S - .
Intelllgent Mail Small Business (IMsb) Tool Pra age Mailer IDs. « ePubwatch T_rack your Periodicals marllmg _
v anage your business mailings. e Every Door Direct Mail: EDDM i3 designed to help you reach every home, every address, every time.
our susiness | e Online Enrollment: Get started online to apply for eligibility. » IMb Tracing™ Track your [Btters anc fats _ _
FAST) Sthedd] o Parcel Return Service (PRS) : Work share solution for returning merchy * Incen_twe Progrnms F'artlolpate in promotions and incentives for business rrral\
« Scan Basegd Payment [SBP] Seanning = revenue callection. e Intelligent Mail Small Business {IMsb) Tool: Produce the IMb for your mailings.
. Mall Transport Eqmpment Ordering System (MTEOR}): Orcer Mail Transport Equipment.
e if it hasn't been delivy oo ailer DS
bOe your business mailings.
' ation, documentation and links for meters and PC Postage.
« Online Enrollment GEt started online to apply for eligibility
e Parcel Return Service (PRS) : Waork share solution for returning merchandise.
s Scan Based Payment {SBP): Scanning = revenue collection.
s Schedule a Mailing Appointment (FAST) Schedule a mailing appointment
« USPS Package Intercept: Redirect your mailpiece if it hasn't been delivered

Shipping Services
ADVANCE: Track your Periodicals and standard mail Here is the list of tools, called Business Serices, USPS offers its BCG customers

.
* Automated Business Reply Mail: Create artwork il Click the sendce name for additional information.
+ Centralized Account Processing System (CAPS)
.
.

Customer Label Distribution System (CLDS). Or

Manage Mailing Activity

The PostalOne! systel§ provides a new automated, streamfned alternative to existing
manual business mail ceptance process. It features the fpllowing:

Integrated, web-baseq solutions, providing: [ J PI ea Se n Ote th at Wh i Ie M a n age M a i I i ng

Automated scheduling s§rvices for drop shipment mailings

s e el B Agtivity is listed under all three categories

Bt e e : it i ‘
e o R Sh¥e ret o of{ services, it is not a standalone service on
its own

Improved access to mailing fpformation andgo)) tracking
Enhanced account managegygnt capability L
Online Mail Quality and Full-3ervice reporting

Manage Mailing Activity - The Manage Mailing Activity service functionality
includes:

— * MMA is a suite of services which includes

Dashboard
Electronic Data Exchange

Mailing Reports Six sub-services

Manage Permits
Postal Wizard

Balance and Fees (Manage Permits) i The MMA KnOWIGdge Base Page Shown On
e i, The Conialpad peéoint PricebatiSytem (CAFS) st colni piofe Disiess. the left has been updated to list these sub-

mailers with expanded electronic payment options, including the ability to link accounts and

access payment information. S e rVi C e s

11




Manage Mailing Activity (MMA)

 Each MMA sub-service description on the Mailing and
Shipping Services pages has been updated to include
additional verbiage about being part of MMA

Welcome

Inbox

Mailing Services
Shipping Services

Other Services

Support

Manage Account

Shipping Services

- Shipping services help you deliver packages.

Shipping online services allow customers to enroll and manage the
various package product lines the USPS has to offer. The services
currently available are listed below. You may access services directly from here
that you have been approved for and request access to those you do not.

Your Locations:
All Locations v

= Balance & Fees (PostalOne!) less info >

4k Click-N-Ship Business Pro™ more info >
4= Dashboard (PostalOne!) more info >
4k Electronic Data Exchange (PostalOne!) more info >




Requesting Access to MMA

* Once you have requested and received access to one of MMA’s
subservices, you will be granted access to all MMA subservices
automatically

* BSA will see “Manage Mailing Activity” in the Pending Request
window when someone requests access to one of MMA subservices

Business Services

SERVICE STATUS BSA @ ACTION
Audit Mailing Activity (PostalOne!) « Approved You N/A
Click-N-Ship Business Pro™ @ Available Not You
Pending Requests e e e —
Customer Label Distribution System (CLDS) J Approved N/A | REMOVE
LUDMILA SMITH has requested access to the services listed below for the following location: R
a Customer/Supplier Agreements (CSAs) « Approved You N/A
LOCATION: You can approve or deny all requests.
SUNSHINE IMAGE COMPANY Use the buttons at the bottom to approve Electronic Verification Service (eVS) « Approved You NIA
34 SUNSHINE DRIVE i
CHICAGO, IL 66666 o dgny the_ CHieckad seiMcas; Linchecied Every Door Direct Mail / Approved N/A REMOVE
CRID: 94550791 services will not be affected. —
i roved
-~ ¥ Manage Mailing Activity Incentive Programs  App You NIA
Name. LUDMILA SMITH Intelligent Mail Small Business (IMsb) Tool « Approved N/A [ Remove
( RENOVE.
Phane: (314) 444-4444 | pewy | :
e 'i(éuspsvgw Logistics Condition Reporting System (LCRS) @ Available Not You
Mail Transport Equipment Ordering System (MTEOR) « Approved You N/A
BSA Pending Request Inbox — of. Boioysd You o A
g q I Manage Mailing Activity I « Approved You N/A
Online Enrollment « Approved You NIA
. . L
* Note: suite of MMA services is I
.
—
Scan Based Payment (SBP) « Approved You N/A

listed as “Manage Mailing r—— o o
Activity” in the Manage — —
Account — Manage Services tab

Manage Services Page



=] UNITED STATES

Zlrosmcsenvices  Business Customer Gateway

L ~a

SignIn
W

I Username

Password

Forgot password?

USPS Healthcare Solutions™ Need an account?

From Pharmaceuticals to Medical Devices—
providing customized shipping and

communication solutions ’

A new user clicks

ﬁ Returns Are Inevitable on “Sign Up”
L

@ USPS Returns® Services Give your customers an easy way
to ship items back with USPS®,

Mailers -~ Shippers é‘l Business .
(9] B

Save time and money managing your Manage your returns with Parcel Return Sign up for USPS Promotions and

mailings online. Get your message Service, use the Electronic Verification Incentives, save money with

where you need it to go with Every Door System to save paperwork by paying Automation Discounts and unlock the

Direct Mail. Use the Intelligent Mail pOStage with electronic manifests power of your Mailer ID (MID)>

Small Business Tool to manage your
mail stream and maximize your discount

See full list of Mailing Services See full list of Shipping Services See full list of Business Services




New User: 2) Complete Registration Form

“Pick a Username

Usernames need & characters.
You can use your emad address. 1.

Enter Security Information
T Indcaies & requred ek

“Pick a Password

Passwords need 7 craracters, nckuaig 8 kter 330
number They are case-senstive They can inckide

Create Your USPS.com Business Account

“Pick Two Security Questions

Plenss answer two secret quessons. If you feeget yeor password, you wil be asind for this nformatica to re-gain
8CCess 1 our ste.

To establish a new account,
create a user name,

password and two security
guestions

3pecial characters. Eut not yoer usemame o more than

WO repest characters n a row. 3
*Fust Secunty Queshon *Second Securdy Question
Sefect First Question 2 Select Second Quastion =
Password Strength ‘Your Answer ‘Your Answer
N . Too Sr Answers are ool case senstive. 1 Answrers are nol case senstive, 1
Re-Type Password

Re-Type Your Answer Re-Type Your Answer

Next, we need your name and contact info

* Indicates a reguired field

Enter Your Name Enter Your Phone Enter Your Email Address

Title *Type *Phone 2. Ext. *Enter Your Email Address 7/
Select - us  ~|
*First Name Type Fax “Re-Type Your Email Address
ML Can we contact you?
‘Get communications from USPS and our partners.
¥ FROMUSPS
Enter name, phone number et o
. a FROM USPS PARTNERS
and email address
Suffix

| Select > |




New User: 2) Complete Registration Form

Choose method to enter
g business location and enter
appropriate information

Find my address by...

Please enter your address so USPS can find the ZIP

best del bl fo X
est deliverable option for you Address 7IP Code™ Company Identifier

Find by address Original Address:

Fill out all the required fields and validate your @ 475 LENFANT PLZ SW

address so it can be verified as a valid delivery

ikens WASHINGTONDC20024
Possible Addresses:

The address you provided is not recognized by the USPS. We recommend that you select one of
the addresses in the list below.

Choose from list of possible
addresses or original entry @ osawmnraoy
if necessary

@ 475 LENFANT PLZ SW RM 1P010
WASHINGTON DC 20260-0002

- 475 LENFANT PLZ SW
WASHINGTON DC 20260-0010

i Existing C ?
Find by address sting Company Back

The you seems to be similar to one of our existing company
records. Please review existing records and if you can find a matching record, please select the
best option and then select the Continue Button

Fill out all the required fields and validate your
address so it can be verified as a valid delivery
address.

Original Address:
() United States Postal Service
475 LENFANT PLZ SW

WASHINGTONDC20260-0001

Existing Records:

i Choose from list of existing

e companies or original entry
if necessary

et usPs
475 LENFANT PLZ SW
WASHINGTON DC 20260-0004

~rn. aneaTen

Bk




New User: 2) Complete Registration Form

Find by address Business Verification
Fill out all the required fields and validate your Thank you for validating your mailing address. Now please help us verify your business.
address so it can be verified as a valid delivery
address. ) VAUGHN CONSTRUCTION INC
1901 ROYAL LN
DALLAS TX 752293183

@ VISION ENCLOSURE
412 WBETHEL RD
COPPELL TX 750194401

VAUGHAN CONSTRUCTION, INC

Choose from list of existing
1901 Royal LN . pe . .
DALLAS X 75229 verified business location or
' original entry if necessary

Making this selection will not impact your mailing address.

Find by address Congratulations!
Fill out all the required fields and validate your The address you've provided has been verified as a valid delivery address.
address so it can be verified as a valid delivery

address. © uses

475 LENFANT PLZ SW
WASHINGTON DC 20260-0004

Change This Address

Read privacy policy and
click Create Account

Please read our privacy policy.

Privacy Act Statement: Your information will be used to provide online registration 0
capability for Internet-based senices. Collection is authorized by 39 U.S.C_ 401,
403, & 404 Providing the information is voluntary, but if not provided, we may not




New User at a New Business Location: 3) Terms and Conditions

Hello, ALl Gateway USPS.com Help Logout

== | UNITED STATES

lrosacservicea  BUSINESS Customer Gateway

Register Your Account Getting Started You're signed up!

The ﬁrSt user at a Welcome to the Business Customer Gateway

business location will S

become the Business  [Riitnimiiiciatitiaie P TR e
Service Administrator

(BSA) for a USPS ALIS COMPANY

business application or égﬁggfg%ozz The terms and conditions
“service”, in charge of can be viewed (and
managing who can and printed, if desired) from
CannOt use a Seerce at You will be given permission to use several USPS Business Services allowing you to do things like: the Ilnk Shown here

a business location. e Moo s o peny
This can be changed ?!‘JS';IVATZ!E ki b S
later, if someone else

needs to be made BSA.

g Your Business Location:

CRID 2 :20170616

Send and Manage Large Shipments

Order Mailing and Shipping Labels

Enroll for Shipping Services

Generate Mail and Transaction History reports

Stay On Top of USPS Promotions and Incentive Programs

Terms and Conditions *
If you are the first user to request a service for your location, il become the Business Service
Administrator (BSA) of that service; you will be able to g#ffage that service for any future users, controlling
who can and cannot use it at your business locatigp

By clicking Continue you agree to the terms and conditions of the Business Customer Gateway CIlel ng CO ntl nue

I I takes 'Fhe new user to
a confirmation page




New User at an Existing Business Location: 3) Terms and Conditions

Hello, new Gateway USPS.com Help Logout

[~=| UNITED STATES

[Zlrosmsemvices  BUSiness Customer Gateway

Register Your Account Getting Started You're signed up!
||

Getting Started

Welcome to the Business Customer Gateway New users at locations
You've successfully registered your business account, and you are almost ready to get started using the BCG Po Wlth eXiSting BCG users
have the ability to select
Rl o eninenstocaun the core suite of services
CAT TEST 101 LOCATION 4
400 E 64TH ST APT (RANGE 4A - 4D) OR custom select
NEW YORK, NY 10065 -
UNITED STATES Services

CRID 2 : 94545535

Add Services for your Business Location

Business Services are tools that can help you to make better use of all that the Postal Service has to
offer.

€ 'd like to be given the core suite of USPS Business Services. (Recommended)

€ I'd like to custom select services for my Business Location CIICklng Continue with

I _Selection takes the new
user to the User

Agreement section

I CONTINUE WITH SELECTION




New User at an Existing Business Location: 3) Terms and Conditions

Add Services for your Business Location

Business Services are tools that can help you to make better use of all that the Postal Service has to
offer.

& I'd like to be given the core suite of USPS Business Services. (Recommended)

With these services, you'll be able to:

« Prepare, track and monitor your mailings
« Manage Mailer IDs and Permits

« Simplify Full Service Mailing and Customer Retur|
« Target Areas with Direct Mail

« Send and Manage Large Shipments

« Order Mailing and Shipping Labels

« Enroll for Shipping Services

« Generate Mail and Transaction History reports
« Stay On Top of USPS Promotions and Incenti

' I'd like to custom select services for my Busineg

[ CONTINUE WITH SELECTION

The services part of the core
suite may be found by
clicking the USPS Business
Services link

The custom service selection

option allows users to select
individual services OR a bundle

Add Services for your Business Location

Business Services are tools that can help you to make better use of all that the Postal Service has to offer.

¢ I'd like to be given the core suite of USPS Business Semices. (Recommended)

@ I'dlike to custom select services for my Business Location.

*Select at least one senvice to continue.

I Common Services

™ Incentive Programs: Participate in promotions and incentives for business mail.
™ Mailer ID : Request and manage Mailer IDs.
™ Manage Mailing Activity: Manage your business mailings.

™ Basic Mailing Services
™ Customer Label Distribution System (CLDS): Order bulk, collated or DMM labels online.

" Cust ier Ag (CSAs): CSAs define mail preparation requirements and
acceptance times.

™ Every Door Direct Mail: EDDM is designed to help you reach every home, every address, every
time.

™ Intelligent Mail Small Business (IMsb) Tool: Produce the IMb for your mailings.
Cils a Mailing (FAST): Schedule a mailing appointment.

™ Basic Shipping Services

™ Parcel Return Service (PRS) : Work share solution for returning merchandise.

™ Electronic Verification Service (eVS): Package mailers can use an electronic manifestto
document and pay postage.

™ Online Enrollment: Get started online to apply for eligibility.

I” Parcel Data Exchange (PDX): PDX allows business customers to upload manifests and
download extracts.

™ Premium Forwarding Service Commercial™: Schedule regular reshipment of mail from one or
more addresses to a chosen destination.

I Scan Based Payment (SBP): Scanning = revenue collection.

™ USPS Package Intercept: Redirect your mailpiece if it hasn't been delivered.

™ Additional Shipping Services

™ Click-N-Ship Business Pro™: End-to-end solution for businesses to fulfill their daily shipping
needs.

™ Other Services

™ Audit Mailing Activity (PostalOne!): Access your permit or Publication account.

™ Mail Transport E: Ordering Sy (MTEORY): Order Mail Transport Equipment.

™ Logistics Condition Reporting System (LCRS): Visibility into the transportation and logistics
network.

™ Verification Assessment Evaluator (PostalOne!): Receive reconciliation and refund nofifications.
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New User at an Existing Business Location: 3) Terms and Conditions

The new user at a business location with existing
BCG users has the option to become the Business
Service Administrator (BSA) for a USPS business
application or “service” that does not currently have a
BSA assigned.

The terms and conditions

can be viewed (and
printed, if desired) from
the link shown here

EI User Agreement

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

Do you agree to become the BSA for any service that doesn’t alreas ¢ ohe assighed?
' Yes

0 No

By clicking Continue you agree to the terms and conditions of the Business Customeei[fel[aleR@Le]aliTalI[=

takes the new user to
a confirmation page




New User: 4) Confirmation Page

~ UMNITED STATES

[/ postar service Business Customer Gateway

Register Your Account Gatting Startso You'rs signed upl 0

You're signed up!

Congratulations, your account is set up with business services.

Review the status of your service acoess below. Having access to 8 service means that you can see and use it
freely. Depending on your company’s needs, different employees may need access to different services. The
acoess is regulsted by the Business Service Administrator (BSA) of each service.

We have automatically assigned you a Mailer ID

g Your Business Location:
{(MID): 901018596 3,

CANDY CANE INC
New business users will WALt ING LoN, e o
be enrolled to use popular e
business applications or e T
“services” — =

Is this location a Mail Service Provider (MSP)? 2,
I ves

Customsr Labsi Distribution System {CLD S} - Orcer buk, colizted or DM 13b2is online.

« PP gr {C345) = - CSAs 022 mall o ) rean = wmes. 3
Elsctronic Verification Servics (eV/3) * - Package maliers ¢an use 3n JSCironic Maniiest 10 COCUMEnt 3nd D3y DISI3ge. 7
Every Door Direct Mall - EDDM s o2signed 10 N2ip you resch svery Noms, SuSTy S00ress. suery Ime.
o - 1 promotions 3na Ihceties for oushess mall g,

intetligent Mall Smatl Businsss {IMsb) Too! - Prodace e 114D o7 your mallings.
Meatler 1D * - Request 3na manage Maller 08 3,

ctivity = - g your Dusiness mallings. 3
Oniins Enrolimant * - Gat stans=o oniine o 3pply for eligolisy. 3y,
Parcei Data Exchangs (PDX) * - PDX 3lows DUsiNEss CustomeTs 10 Upioad mantiests and downioad etracts, 3y
Parca! Return Sarvics (PR $) = - Work share sokstion %r retuming merchzndise. 3,

F g Sarvics C e reguiar resmipment of mall fTOm ONS OF MOre S00NSSSSs 10 3 Chosen Cestnation. 7,
Scan Bassd Payment (SBP) * - Scanning = revenue collection. 7
3 g APP {FAST) * - Scnecule 3 malling Z0p0kam=t. 7,

USPS Package Intsroapt * - Redirect your mafipiecs if & nasat been o2vered. 3y

DOoNY 528 the DUSINSEs SSMVICES JOUNSETT | Gt ACCESS 10 ACKHIIOMAL SEonmces

I Continue I




Confirmation Page: CRIDs and MIDs

Hello, Mel

=5 | UNITED STATES

[Zlrosmemces  Business Customer Gateway

When a new business account

IS Created, a CRID IS Getting Started You're signed up! Durlng reglstratlon, neW
automatically assigned business locations will
bl el automatically be

Congratulations, your account is set up with business services. aSSIQ ned a M al I er I D

You now have access to the senvices that cover basic business functionality. 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 senices. The access is
regulated by the Business Service Administrator (BSA) of each senice

Your Business Location:

BCGTEST1234
A75 LENFANT PLZ SW

We have automatically assigned you a Mailer 1D

) ) (MID): 900004055 »
Your Business Location:

BCGTEST1234
475 LENFANT PLZ SW Is this location a Mail Service Provider (MSP)? v
WASHINGTON, DC 20260-0004 M Yes

UNITED STATES

CRID 2 :84545290 e The MSP Indicator is displayed on the
| ADD A LOCATION | 2 G Confirmation Page under the MID

Don't see the business senices you need? | GeTA Informatlon- Only users Who are the
BSA of Manage Mailing Activity will be
I I asked this question.




Mail Service Provider (MSP) Pop-up Message

« Upon clicking the question mark displayed next to the word
“MSP”, users will see a pop-up which provides more details
about the role of the Mail Service Provider

Is this location a Mail Service Prwidel (M5P)? 2 |
" Yes

Amailing agent(ie. mail service provider)is an
organization,business entity, orindividual acting
on behalf of one or more mail owners by providing
mailing services forwhichthe mail owners
compensatethe mailing agent,

As aMail Service Provider, my company certifiesto
the United States Postal Service thatwe have been
authorized by our customer(s)toactastheir

mailing agent withthe USPS and obtain services
for business mailing matters ontheir behalf.




The BCG Homepage

o UMITED STATES

= | POSTAL SERVICE

Inbox

Mailing Services

Shipping Services

Other Services

Support

Manage Account

Business Services are
now located under either
Mailing, Shipping or
Other Services on the
left sidebar navigation.
Also featured are links to
Inbox, Support and
Manage Account
functionality

BCG Home Page

Business Customer Gateway

AN B

The Business Customer Gateway is your central hub for managing your USPS
activity for your Business.

Welcome, Nivia

Need help
getting started
with Full-Service
Intelligent Mail®?

LEARN MORE

Within this site, you wall find Business Semvice tonls that you will need to monitor,
track, and manage your mailing and shipping activiles. You ¢an access these
Business Services using the tabs on the left When you know which sendces are
useful to your business, you can add them as your favoride semvices using the
panel on your right

CRENBORRD

NaL ey O

MALNG REORTS

ONLINE ERROLLMENT

POSTAL AHTAYD

SO FAVORITEY

Messages

If you are 2 Mat Service Prowider at any of your locations, you can now
ingicate yourselfas such from the Manage Locations tab by clicking
the Edi button

v‘ You have sewice access requests awarting your approval

g You have 15 pending service requesis You may review them here

g You have 1 message You mayreview it here

Favorite Services allows
users to bookmark the
business services they

utilize the most. When a

user first logs into the new
BCG, the Favorite
Services will default to
preset services

Get Started
Business Cu:

BCG Users now have access to BCG
Messages where they will receive alerts
on pending service requests and
messages



Favorite Services [ 2

MAILING REPORTS

CNLINE ENROLLMENT

The Favorite Services panel allows
guick and easy access to the
services you use most often.

Upon logging in for the first time, the
panel will default to the following
services:

— Dashboard

— Mailer ID

— Mailing Reports
— Online Enrollment
— Postal Wizard

You may edit which services are
displayed in your panel by clicking
on the Edit Favorites button



Messages Panel

===] UNITED STATES
=" | POSTAL SERVICE ®

Business Customer Gateway

Welcome, Anna

Welcome Need help
getting started

T SO with Full-Service

SHippngServies Intelligent Mail®?

Other Services =
R \\ O '\

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Manage Account

Within this site, you will find Business Service tools that you will neg
monitor, track. and manage your mailing and shipping activities.
access these Business Services using the tabs on the left. Whg
which services are useful to your business, you can add them
services using the panel on your right

Messages

g You have 10 pending service requests. You may review them
here.

Favorite Services (2]

You currently do not have any

You
butt

favotita.
Manage Profile Manage Preferences Manage Services Manage Locations

Manage Services

Manage your access to services.

Manage Senvices is your one-stop shop for anything senices-related
ou can request access to senices and view the semvices you already

Select which location you want to manage:

You are currently viewing
your services by location.

To manage muitiple locations by
senvice, click below

| MANAGE BY SERVICE

* The Messages panel on the Welcome

screen displays all of your current pending
access requests which have not yet been

approved
+ Clicking the “here” link will direct you to

the Manage Services page, where you are

able to view details about any service
access requests that are still pending

Business Services

SERVICE STATUS
AdvanceTestSw5051 @ Available
Audit Mailing Activity (PostalOne!) « Approved
Clone: Mailer ID @ Aailable
Customer Label Distribution System (CLDS) «/ Approved
Customer/Supplier Agreements (CSAs) « Approved
Electronic Verification Service (eVS) " Approved
Every Door Direct Iail « Approved
HD Service @ Available
Incentive Programs " Approved
Intelligent Mail Small Business (IMsb) Tool «” Approved

]CRID. 20515980, THEBSA1003COMPANY, THEBSA1003ADDRESS1, THEBSA1003ADDRESS2. ST. LOUIS, M(E'

BSA ACTION

A
You N/A

A
A (_Rewove

You N/A

Not You | Remove

N/A | REMOVE

s
NotYou | REMOVE

N/A | Rewove




Notifications and Alerts

Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Welcome, Anna

EEEE oA

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Within this site, you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know
which services are useful to your business, you can add them as your favorite
services using the panel on your right.

Notifications and Alerts

FAST Outage - Remedy Case # 5068749 has been opened for an
issue that is affecting FAST users. The issue is currently under
investigation. Please contact the Help Desk at 1-800-522-9085 for
additional information

Messages

g There are no items that require your attention at this time.

 When there are
system outages or
Important
announcements, a
“Notifications and
Alerts” box will
appear above the
Messages panel

<
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[Zlrosacserices  BUSINESS Customer Gateway

Welcome, Daniel

N
Welcome
o= Need help
n -
i gettlng started ELECTRONIC DATA EXCHANGE
Mailing Services with Full-Service INCENTIVE PROGRAMS
Shipping Services Intelligent Maile? \ MAILER ID

Other Services MAILING REPORTS

LEARN MORE POSTAL WIZARD

Manage Account

The Business Customer Gateway is your central hub for managing your

PI’OVidES USPS activity for your Business.
information Within this site, you will find Business Service tools that you will need to
d monitor, track, and manage your mailing and shipping activities. You can
an access these Business Services using the tabs on the left. When you know
services which services are useful to your business, you can add them as your favorite

services using the panel on your right

pertinent to
W ETEIES Messages

g If you are a Mail Service Provider at any of your locations, you can

now indicate yourself as such from the Manage Locations tab by

clicking the Edit button Get Started with the NEW

Business Customer Gateway

LEARN MORE

8 There are no items that require your attention at this time




Mailing Services

Options under Mailing
Services include:

= Automated Business Reply Mail

= Balance and Fees (PostalOne!)

» Customer Label Distribution System (CLDS)
» Customer/Supplier Agreements (CSAS)

» Dashboard (PostalOne!)

» Electronic Data Exchange (PostalOne!)

= Every Door Direct Mail

* Incentive Programs

= Intelligent Mail Small Business (IMsb) Tool
= Mailer ID

» Mailing Reports (PostalOne!)

» Manage Permits (PostalOne!)

» Postal Wizard (PostalOne!)

» Schedule a Mailing Appointment (FAST)

w
|

Mailing Services

= Mailing services help you deliver letters and flat mail pieces.
L~ Mailing online services will help you manage day-to-day activities
from design and preparation of your mail to tracking your mailings in
the mail stream. The services currently available are listed below. You may
access services directly from here that you have been approved for and
request access to those you do not.

Your Locations:

All Locations v

Automated Business Reply Mail more info >

Balance & Fees (PostalOne!) more info >

Customer Label Distribution System (CLDS) more info >

Customer/Supplier Agreements (CSAs) more info >

Dashboard (PostalOne!) more info >

Electronic Data Exchange (PostalOne!) more info >

Every Door Direct Mail more info >

Incentive Programs more info >

Intelligent Mail Small Business (IMsb) Tool more info >

Mailer ID more info >

Mailing Reports (PostalOne!) more info >

Manage Permits (PostalOne!) more info >

Postal Wizard (PostalOne!) more info >

*| | || || | k| | | | |

Schedule a Mailing Appointment (FAST) more info >

GOTO SERVICE

GOTO SERVICE

GETACCESS

GET'RCCESS

GO TO SERVICE

GO TO SERVICE

GO TO'SERVICE

GO TOSERVICE

GET'RCCESS

GOTO SERVICE

GO TO'SERVICE

GOTO SERVICE

GO TO SERVICE

GETACCESS




lrosmismnees  Business Customer Gateway

Welcome, Daniel

' Need help DASHBOARD
getting started ELECTRONIC DATA EXCHANGE
Mailing Services with Full-Service INCENTIVE PROGRAMS
DRI e Intelligent Mail®? \)Eﬁ MR D
a\L

Other Services MAILING REPORTS

LEARN MORE POSTAL WIZARD

Manage Account

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Provides Within this site. you will find Business Service tools that you will need to

. . monitor, track, and manage your mailing and shipping activities. You can
Informatlon access these Business Services using the tabs on the left. When you know
and which services are useful to your business, you can add them as your favorite

services using the panel on your right

services

pertinent to Messages
Shippers g If you are a Mail Service Provider at any of your locations, you can

now indicate yourself as such from the Manage Locations tab by Get -S;;arted with the NEW

clicking the Edit bution

Business Customer Gateway

8 LEARN MORE

There are no items that require your attention at this time




Shipping Services

Options under Shipping ServiCes  suipping services

I n C I u d e - Shipping services help you deliver packages.

. Balance and FeeS (POStalone!) . Shipping online services allow customers to enroll and manage the

. . . vanous package product lines the USPS has to offer. The services
. CI|Ck'N'Sh|p BUS|ness PrOTM currently available are listed below. You may access services directly from here
. Dashboard (PostaIOne!) that you ha.vebeenapprovedforand request access to those you do not.

. Your Locations:

= Electronic Data Exchange (PostalOne!) [Alf Locstions V]
= Electronic Verification Service (eVS) e ) = e

4+ Click-N-Ship Business Pro™ more info >

8

» Incentive Programs

4 Dashboard (PostalOne!) more info >
= Mailer ID 4 Electronic Data Exchange (PostalOne!) more info > 3
= Mailing Reports (PostalOne!) # Electronic Verification Service (eVS) more info >

- Manage API Incentive Programs more info >

Mailer ID more info >

= Manage Permits (PostalOne!)
= Official Mail Shipping Labels
= Online Enrollment

Mailing Reports (PostalOne!) more info =
Manage APIs more info >
Manage Permits (PostalOne!) more info >

LA A B R

Official Mail Shipping Labels more info =

= Parcel Data Exchange (PDX) =
. “+ Online Enrollment more info >
= Parcel Return Service (PRS) Pt Dok Ex et (PY)
= Postal Wizard (PostalOnel) # Parcel Return Service (PRS) more info >
= Premium Forwarding Service Commercial ¥ Pt N (Posioudl) e it - 5070 see

< Premium Forwarding Service Commercial™ more info >

8
d

T

» Print & Deliver Shipping Label e —_—
= Scan Based Payment (SBP) 4 Scan Based Payment (SBP) more info > SO S
= USPS Package Intercept 4 USPS Package Intercept more info >

w
N
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|~ | POSTAL SERVICE ®

Business Customer Gateway

Welcome, Daniel

Mailing Services

Shipping Services

Other Services
Support

Manage Account

Provides
information

and services
on a variety of
tasks from
preparation to
transportation
of mailings and
shipments

Need help
getting started
with Full-Service

LEARN MORE

NN

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Within this site. you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know
which services are useful to your business, you can add them as your favorite
services using the panel on your right

Messages
g If you are a Mail Service Provider at any of your locations, you can

now indicate yourself as such from the Manage Locations tab by
clicking the Edit bution

8 There are no items that require your attention at this time

N
& Favorite Services Py
DASHBOARD
ELECTRONIC DATA EXCHANGE
INCENTIVE PROGRAMS
Intelligent Mail®? \ MLERD

MAILING REPORTS

POSTAL WIZARD

Get Started with the NEW
Business Customer Gateway

LEARN MORE




Other Services

Options under Other
Services include:

Other Services
Other services help you do more.
= Audit Mailing Activity B i s
(PostalOnel) a variety of tasks from preparation to transporting of mailings and
. . shipments. You may access senvices directly from here that you have been
= Business Service Network approved for and request access to those you do not.
(BSN) eService R —
[All Locations v

= Intelligent Mail Services

.. . . 4 i ili Vi ! i | @070 BERWICE
= Logistics Condition Reporting e ey O
. . “ Intelligent Mail Services more info > _ G0 TO BERVICE
» Mail Transport Equipment ey —— e 1
. cs Col S more info > 00 TO BERVICE
Ordering System (MTEOR) B i N —
_ 4 Mail Transport Equipment Ordering System (MTEOR) more info >
= Track & Confirm . :

. # Pickup On Demand (PUOD) more info >
= USPS Tracking 4 Track & Confirm more info >
= Verification Assessment # USPS Tracking more info>

Evaluator (PostalOne!) 4 Verification Assessment Evaluator (PostalOne!) more info > (™ o6V e

|




Streamlined Services Functionality

« BCG has streamlined the process for requesting and receiving access to business
services by allowing you to request, view, and receive service access all from one screen

« Users will see a visual representation of what services they currently have, which
services are pending, and which services they do not yet have

Services you do not
yet have access to
are displayed in Blue
with a “Get Access”
button

Users may view and hide
by selecting the more info

and less info links OR Services displayed in

Green with “Go to
Service” button are the

using the plus and minus

symbols _
services you already

have access to

4= Dashboard (Post more info >
4= Electronic Data E hge (PostalOne!) more info >
4 Every Door Direqiail more info >
4¢ Incentive Prograjl#s more info > Pending External BSA %
4 Intelligent Mail Sall Business (IMsb) Tool more info > GO TO SERVICE
E’Iailer l e SeTVices which are stil

The Mailer Identifier (MID) is a field within the Intelligent Mail barcode that is pending will be displayed in
used to identify mailers. The MID application allows mailers to request and orange. Clicking the link will
manage MIDs take you to the Manage
Account — Manage Services
4 Mailing Reports (PostalOne!) more info > eeraccess | page where you can view
more details about your
pending status




There are two types of pending statuses users may see
(represented in the Mailing, Shipping, and Other Services tabs
with orange color). They are:

— Indicates that the BSA for that service must approve
your request before you receive access.

— The service requested (e.g. Incentive Services) Is
contingent upon another service (e.g. Manage
Mailing Activity) and therefore requires permission
from the contingent service's BSA



CZliosmismnces  Business Customer Gateway

Welcome, Daniel

N
N\
Need help DASHBOARD
getting started ELECTRONIC DATA EXCHANGE
Mailing Services With Fu"_service INCENTIVE PROGRAMS
Shipping Services Intelligent Ma“@? S MAILER ID

Other Services MAILING REPORTS
LEARN MORE

Euppon -

S The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

POSTAL WIZARD

Within this site. you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can

. access these Business Services using the tabs on the left. When you know
PrOVIdeS which services are useful to your business, you can add them as your favorite

information services using the panel on your right
On hOW tO Messages

Obtam If you are a Mail Service Provider at any of your locations, you can
additional now indicate yourself as such from the Manage Locations tab by

. clicking the Edit button
assistance

Get Started with the NEW
Business Customer Gateway

LEARN MORE

g There are no items that require your attention at this time




Clicking the BCG

Support

Navigation Guide directs

users to a PDF of the BCG

Welcome

Mailing Services
Shipping Services

Other Services

Manage Account

Online Support

Send us an email, and one of our
Customer Service Representatives
will get back to you by the next
business day:
postalone@usps.gov

|Learn more about the BCG _|
Mail Service Provider (MSP) Tools
National Customer Support Center
(NCSC)

Postal Explorer
Track & Confirm

USPS News & Information
USPS com

g Need help?
You've got questions, we've got answers. Below you can find
the information to support your mailing and shipping needs

Vendor list for Full Service Software

PowerPoint presentation

Live Support

For general information,
call us at (800) 522-9085.

Mon-Fri: 7:00 A.M. to 7:00 P.M. (CT)
Sat/Sun/Holidays: Closed

Additional Support Contact
Information

BCG Navigation Guide

Need to manage BSA
assignments?

BCG Service Information

Browse through our shipping
and mailing services articles
which will assist you with your
questions.

Electronic Verification System (eVS)
Every Door Direct Mail (EDDM)
Incentives & Promotions

Parcel Return Service (PRS)
PostalOne!

Directs users to the RIBBS

Business Customer
Gateway page



Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Support
Clicking this link
g Need help? @ BCG Navigation Guide triggers the below

You've got questions, we've got answers. Below you can find message bOX tO
the information to support your mailing and shipping needs. P
e 3 P Q Need to manage BSA appear, Wthh

et includes more
information about
BSA assignments

Online Support

Did you become the BSA incorrectly? To remave your BSA role, please send your request to the Help Desk via
email at postalone@usps.gov.

Send us an email, and one of our
Customer Service Representatives
will get back to you by the next
business day:
postalone@usps.gov

The following information should be included in the request:

o CRID and service(s) you would like to be remaoved as BSA
o Contact info

o Usermname

Get Started with Full-Service
Learn more about the BCG
Mail Service Provider (MSP) Tools

National Customer Support Center
(NCSC)

Postal Explorer
Track & Confirm

USPS News & Information
USPS.com
Vendor list for Full Service Software

Has your BSA left the company? If the BSA for your business location is no longer with the company, and should
be transitioned to another user, please send your request to the Help Desk via email at postalone@usps. gov.

The following information should be included in the request:
o CRID and service(s) for which the BSA should be removed
o Usemame of the new BSA
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Welcome, Daniel

' Need help DASHBOARD
getting started ELECTRONIC DATA EXCHANGE
Mailing Services with Full-Service INCENTIVE PROGRAMS
s i Sl Intelligent Mail®? \)Eﬁ MR D
a\L

Other Services MAILING REPORTS

LEARN MORE POSTAL WIZARD

Support

Wanage Account

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Within this site. you will find Business Service tools that you will need to
AIIOWS user to monitor, track, and manage your mailing and shipping activities. You can
manage access these Business Services using the tabs on the left. When you know

which services are useful to your business, you can add them as your favorite
services using the panel on your right

administrative
information
including esTAgas

profiles, g If you are a Mail Service Provider at any of your locations, you can

now indicate yourself as such from the Manage Locations tab by

clicking the Edit button Get Started with the NEW

services, etc.

Business Customer Gateway

LEARN MORE

8 There are no items that require your attention at this time




Manage Account — Manage Profile

= | UNITED STATES
POSTAL SERVICE &

Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Business Customer Gateway

Manage Preferences

Manage Services Manage Locations

Manage Profile

User:

FE DEF
cat@cat.com
(540) 126-5897

Display contact info to users requesting
your approval for services:

I Name

™ phone

I Email

Home Business Location:

WHS

1200 W MAIN ST
WAYNESBORO, VA 22980-4315
UNITED STATES

| TERME AND CONODMON §

A A
[ wo o:vewvowrnaierns |

| AoD A rocanon

ss have more locations? Click to add additional locations to

A link “View your Mailer IDs”
will be displayed for users
with access to the MID
system. The link takes users
directly to the MID system

—
B RS Serice.

homepage.

Allows users to edit their
profile information, view
terms & conditions and
add a business location

Favorite Services

USPS.COM | GATEWAY | MELP | SIGN OUT

Hello. Anna Tester
Home RequestMID MIDTools Reports

Welcome to the Mailer ID System

Mailer ID Search

Business Location: [94545290 - BCGTES T1234 20260-0004 =l
Waler 1D:
Customer Reference: 1>}
€ MIDs owned by my business location(s)
© 1IDs delegated to my business Data Distribution
Display Options: @
© WIDs whose Data Distribution Profile delegated to other CRIDs
@ 4l ofthe above
Y Business Location options @
BCGTEST1234
900004055 475 LENFANT PLZ SW .
WASHINGTON, DC 20260-0004 Uore Info




Manage Account — Manage Profile: MSP Box

P ] UNITED STATES
L~ POSTAL SERVICE ®

Business Customer Gateway

Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Manage Profile HManage Preferences Manage Services Manage Locations

Manage Profile

User:

FE DEF
cat@cat.com
(540) 126-5897

Display contsct info to users requesting
your spproval for services:

¥ Name

I” Phone

I~ Email

g Home Business Location:

WHS

1200 W MAIN ST
WAYNESBORO, VA 22980-4315
UNITED STATES

| TERMS AND CONOIMON &

CRID 2, : 94555157
MID 3, : View your Mailer IDs

g Add a Business Location

| ADD A LocARON

Does your business have more locations? Click to add additional locations to
your account:

& Mail Service Providers

Get MID/ICRID Assi

| eETmDzcRIDE

ts for your Ci S.

Validate your Client Business Information.
L CUSTOMER VALIDATION TOOL

Favorite Services 7]

x
\
L
l
u

DA $HBOARD

A “Mail Service Providers” box
will be displayed for users who
are an MSP and have access
to Manage Mailing Activity.

For MSPs that do not_have
access to MMA, a similar box
will appear, but without the
Customer Validation Tool.




Manage Account — Manage Profile: BSA Preferences

| UNITED STATES

lrosmisemices  Business Customer Gateway

Users will have the ability to

arse o edit their profile

Manage Profile

Welcome g User: Favorite Services (2]

FE DEF
DASHBOARD
Inbox cat@cat.com
Mailing Services i) 1252807 MAILER ID

Display contact info to users

Shipping Services Y 3
requesting your approval for services:

ONLINE ENROLLMENT

L

(

( MAILING REPORTS
c

C

Other Services ¥ Name POSTAL WIZARD

I Phone

r Emai
Manage Account

g Home Business Location: | TERMS AND CONDITIONS

WHS

1200 W MAIN ST . .

WAYNESBORO, VA 220804315 Business Service

UNITED STATES 28

Administrators (BSAs) have

CRID 2 : 94555157
MID 2 : View your Mailer IDs

the option to display their
contact information back to
users at their business

g Add a Business Location | ADD A LOCATION location

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




Manage Account - Manage Preferences

Business Ct

Allows users to choose up to 7
services that will appear under

Welcome, Daniel

the “My Favorites” section on

Need help \\\\ = the Home Page
getting started ELECTROMK O4TA EXCHANGE
= with Full-Service ncenvE pROGAMS
Ineligent Mail = e s

MALING REPORTS.

Other Services
Lmu MORE POSTAL WAZARD
Support

Manage Preferences

Manage your Favorite Services panel.
Welcome m Favorite Services

The Favorite Services panel allows you to quickly access your most

oy i The Business Customer Gateway is your central hub for managing your

USPS activity for your Business.

Within this site, you will find Business Service tools that you will need to
monitor, track, and manage your malling and shipping activities You can
access these Business Services using the tabs on the left. When you know

which services are useful (o your business, you can add them as your favorite | DAMR0MD.
services using the panel on your right often used services from most pages in the Business Customer
marer D
Mailing Services Gateway. |
Messages
| MAILING REPORTS
If you are a Mail Service Provider at any of your locations, you can Shipping Services
now indicate yourself as such from the Manage L ocations tab by Get Started with the NEW The services below are currently approved and may be added to your \ ONLINE ENROLLMENT
clicking the Edit button sk At e 4 S i
9 Business Customer Gateway Other Services Favorite Services panel. You may select up to seven (7) services to be ( SRR AT

included in your panel.

g There are no items that require your attention at this time Support

To Add Favorite Services:
1) Check the services you want to add or remove from your panel
2) Click the Save button to update the panel

Manage Account

 Clicking Edit Favorites
will direct you to the
Manage Preferences
screen

« On this page, you are
able to select up to
seven services for
display in your Favorite
Services panel

Edit Favorites (select up to 7)
APPROVED SERVICES SELECH
Balance & Fees (PostalOne!)

Click-N-Ship Business Pro™

Customer Label Distribution System (CLDS)
C ier Agr (CSAs)
Dashboard (PostalOne?)

Electronic Data Exchange (PostalOne!)
Electronic Verification Service (eVS)
Every Door Direct Mail

Incentive Programs

Intelligent Mail Small Business (IMsb) Tool
Mailer ID

Mailing Reports (PostalOne!)

Manage Permits (PostalOne?)

You MUST click

“Save” for any of
your updates to
take effect.

Online Enroliment
Parcel Data Exchange (PDX)
Parcel Return Service (PRS)
Postal Wizard (PostalOnef)
Premium Forwarding Service Commercial™
Scan Based Payment (SBP)
a Mailing A i (FAST)
USPS Package Intercept

00 000 A0 T EE @aEl &G0 0T G B0 O




Manage Account — Manage Services

Welcome

Inbox

Mailing Services

Shipping Services

Other Services

Support

Manage Account

Users may
download services
data into a PDF,
Excel or CSV
format

Manage Services

g Manage your access to services.
Manage Services is your one-stop shop for anything services-related

Manage Profile Manage Preferences

You can request access to services and view the services you already
have accessto

g Viewing Services for: MEL GIBSON

THEBSA1003COMPANY
THEBSA1002ADDRESS1
THEBSA1003ADDRESS2
ST. LOUIS, MO 63108
UNITED STATES

CRID .2:0515980
MSP .2i0

Bugiress Services

SERVICE > SUTUS

Auditligiling Activity {FestalOne!) @ Availzols
Custoner Lsgel Fistributan System (CLDS) @ Availacls
Custon=rSusclier Agrasmants (CSAS) @ Available
ElectrunicVerification Servios (WS CB Availscls
Every Joor Birect Mail f Approvsd
HD Sarvios @ Availsbls
Ino=ntve Frograms @ Availsble
Int=llijznt hzil Small Businass (Mse) Toel o Approusd
Manag= Mailing Activity a Pending BSA
Online Enroliment ® Availzcie

@ Download your services data Q Click to view full
PDF | Excel| CSV Service Reguest History

A

NA

NUA

NA

A

NéA

NAA

NJA

NUA

Users may select
desired services and
view the status of their
requests for services all
from one page

Most services require

BSA approval.

However, the following

services do not

require BSA approval
i but once requested,
they apply to all of
your business
locations:

» Every Door Direct
Mail (EDDM)

* Intelligent Mail
small business
(IMsb) tool

» Customer Label
Distribution System
(CLDS)

GET ACCESY
GET ACCESS

( Rewmove

GET ACCESY

[ mewoVE

( cangeL

CET'ACCESS

Page All|1]2]13)




Manage Account — Manage Services: BSAs

Business Services

SERVICE

STATUS
Audit Mailing Activity (PostalOne!) @ Available
Click-N-Ship Business Pro™ J Approved

CUS O e L

* The BSA column will
identify the user's BSA
status as a hyperlink.

Customer/S
Electronic V4
Every Door

Incentive Pro

* Clicking the hyperlink will
bring up a popup
message based on the

Mail Transpd

Mailer ID status.

Manage Mailing Activity «” Approved
Online Enroliment «” Approved
Parcel Data Exchange (PDX) «” Approved
Parcel Return Service (PRS) «” Approved
Premium Forwarding Service Commercial™ J Approved
Scan Based Payment (SBP) «” Approved
Schedule a Mailing Appointment (FAST) J Approved
USPS Package Intercept « Approved
Verification Assessment Evaluator (PostalOne!) @ Available

Bsa @ ACTION
You N/A
N/A REMOVE | BSA Contact Information
You N/A
Marme: JOHM SWITH
You

Email: bogoattesting@gmail.com
N/A

You

N/A

Did you become the BSA incorrectly? To remove your BSA role, please send your request to the Help
Desk via email at postalone@usps.gov.

The following information should be included in the request:
o CRID and service(s) you would like to be removed as BSA
o Contact info

e Username



Manage Account: Manage Locations

« All users will see a “Manage Locations” tab under the Manage
Account section

« This page allows you to view and edit all relevant information,
including MSP designation, about your business locations as well
as add a new location

[ e | o e | o sevees |l I Denotes the home

business location

Manage Locations which is the business
address with which the
i g Manage locations on your account. user initially registered
The Manage Locations table allows you to view all relevant information g -

Mailing Services about the locations currently set up in your account

PO LOCATION
Shipping Services

Other Services

Search by:

Support BUSINESS NAME & 2 ~E/PROVINCES 2 CRID
ADDRESS e ZIP/POSTAL CODE
Manage Account DELMAR SERVICES

4800 DELMAR BLVD MO — ”
(1] . EDIT
STE 810 ﬁ 63108 !
DELMAR REALTY
4130 MANCHESTER AVE. MO
ST. LOUIS D 20516485 No | EDIT

Note: You must be the BSA to edit any location other than the Homelocation



Edit MSP Status — Home Business Location

BUSINESS NAME &3 STATE/PROVINCES& CRID MSP
ADDRESS ZIPIPOSTAL CODE o

SIT TEST 500 LOCATION 1
200 MAIN STREET

SIT TEST 500 LOCATION 2
300 MAIN STREET

) »

Clicking the “Edit”
button for your
home business
location will direct
you to the Edit
Business Profile
page, where you
are able to
change and
update your
profile business
location
Information

cITY

ARLINGTON e
22203

NEW YORK o
10150

20170588 No
20170589  No ( eom

Home Profile Business Location

Edit Business Profile

Please tell us what you'll be changing so we
Personal Information
PPPPPPP
#, Contact information

7 Change Password

7 | work for a new company

can update your information correctly.

Change Contact Info »

aaaaaaaa Change Password »

Register for a new Account »

Business Information

ssssssss

#/  Mail Service Provider (MSP)

Company Is Moving »
UNITED STATES

SIT TEST 500 LOCATION 1 Change Company Name »

CRID: 20170588
SIT TEST 500 LO
main street Change Home L« ion »
arlingten VA 22203
UNITED STATES
*You have no eligible locations that can be removed Remove Affiliation »

Mo Mail Service Provider »

BSAs of Manage Mailing Activity have
the option of editing the MSP status



Edit Business Locations

BUSINESS NAME &2 STATE/PROVINCES

ADDRESS cimy ZIPIPOSTAL CODE CRD MsP< @

SIT TEST 500 LOCATION 1 VA = =
EDIT

200 MAIN STREET ﬁ ety 22203 20170588 No

SIT TEST 500 LOCATION 2 NEW YORK NY e s | e

300 MAIN STREET 10150 e

Affiliated Business Location

rosmcsemnces  BUsiness Customer Gateway

 Clicking the “Edit”

button will direct Edit Business Proflle

you to the Edit .
Affiliated Business et T
Locations page, —
where you are bos] |

able to change

and update only

the selected e

business location R o - f

iInformation

BSAs of Manage Mailing Activity
have the option of editing the MSP
status for secondary locations from

the Edit Business Profile page
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Add a Business Location

Manage Profile Manage Preferences Manage Services Manage Locations

Manage Locations

Manage locations on your account.
Q Q Need to add another

The Manage Locations table allows you to view all relevant information MM [ocation to your account?

about the locations currently set up in your account
I (_ADD LOCATION | I
Search by: { SEARCH RESET Search Confirm Success
- |

L] L
* Clicking the "Add ——
L O C ati O n ” b u tt O n Follow the steps below to add a new Business Location to your account.
To add a new business location to your profile, type the Business Name and Address; then click the Search button. You may
Wi | I d i re Ct O u to also search for an existing business by #s CRID.
y .
the Add a Location g e

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

screen, where you [ree—

*Business Name

may search for |

*Country

eXIStIng bUSInesseS [onren sTates =

*Address 1

by Address or by |

Address 2

CRID |

“City

* Tocreate a new -
company, use the e
“Search by

o
Address” box




Add a Business Location Confirmation

If address not found,

ess Customer Ga

select the ‘Use this
address as you entered
it’ link

Add Location
Contem Setcen

Adding new location
g © Match not found. You may continue with the address you entered, or refine your search.
Add a Location CME a0 0taren

Here is the acdress you entered:

25700 145 STE 125, SPRING, TX 77386, UNITED STATES Confirm now Business Location,
You are almost done a3dng 3 new Busness lecation 1o your account. Revaw the sformaten beiow and press
Confitr Add Location 10 fieesh adding your mew Busesss location

ise this address as you enteced i
This is the address you searched lor: You will become & user at this business location:
MS! PROOUCTS MSE PRODUCTS
25700 145 STE 125 25700 85 STE 125
SPRING, TX 77386 SPRING, TX 77385
UNITED STATES UNSTED STATES
CRID o - 20536544

LEGAL ON USPE.COM o,

Prvacy Peicy » Cavernment Services About USPS Home » Business Customer Gatewsy »

:;‘—llﬂbh :;’.m::ug- \ L Poata mapectons o me Verllication

NoPEARACEXO Dota » :‘::W' Thank you for validatng your maling address. Now please help us veefly your buseess

Copianio 2914 USES Al Rihts Resanea If appllcable, ChOOSe

MR PROCUCTS

from a list of similar m

RELAR

Business Names il R ey -

26700 NTERSTAYE 45 57¢ 12¢ Wm0 ™ Tr3251358

25700 NTLRSTATE &5 SPRNG ™ TISSA N4

NOME OF THE ADOVE o

and addresses or
select “None of the

Above’ Foe your now location, you will be given permission 1o use sevoral USPS Business Services,

' 1 you acg the Srst user requesting a serice for your location, you will decome the Business Service Administrator (BSA) of
that secece. you will b responubie for managing that sensce for any future users, controling who can and cannot Lse it at
your tusiness location

Making this selection vl not mnpact your madeg addeess

Selecting a business
will not change the som Aga
original address




Requesting Business Services

« If you are the first person to request access to a certain service, you
will become the BSA for that service.
« If there are other users at your location and no one is yet the BSA,

you will be prompted with the message displayed below

— If you choose YES, you will become BSA of the service
If you choose NO, your request will be submitted and put into a Pending BSA

status

You are the first person requesting access to this service for your Business Location. As such you will
become the BSA responsible for controlling access to this senvice for this location. Do you agree?

[STo=] ==




Pending Access Statuses

Pending statuses are displayed as hyperlinks in the Status column on
the Manage Services page. Upon clicking the status, a message box is
displayed with more details about your pending service request.

Request |ID: 106554

Pending
@ Avsilsole NAA GETACCERS BSA

Your requests is awaiting approval from the Business Service
Administrator (BSA) for this service. Please check back later, or

@ Available NEk _ _— follow up with the BSA at your company.
A GETACCETE
@ Aveisic
@ Avisse A
G Pending BSA Z;I NA [ camca Request D: 72255 Pending
Availsble NA To access Incentive Programs, you must have permission from

the BSA of the sericels) listed below Exte rnal

o Manage Mailing Activity: Pending BSA
-




Managing Multiple Locations
and/or Multiple Users




* Previously, we discussed functionality and
scenarios that were applicable to all users,
with a focus on single users within a single
location

* Now, we will discuss functionality and
scenarios that are more complex and
applicable to multiple users and multiple
locations



Manage Account — Manage Services (Multiple Locations)

Users may select desired

Users with services and view the status
mU|t|Q|e JINNEI >/4mes=, Business Customer Gateway of their requests for services
|Ocati0nS all from one page
associated to their

account are able
to view the

17 M a n ag e o @ Manage your access to services.
Se Vi CeS” x?angeffmgisrﬁqﬁg gg?essts? ?oss Multiple Location To manage multiple locations by
fu n Cti O n al ity by Mailing Services T el FunCtiona”ty o

L O C at i O n Or by Shipping Services

Se rV I C e VI a th e o g Select which location you want to manage:

H Support CRID: 94550458, SMURF INC, 4545 NANTUCKET DRIVE, CAPITOL HEIGHTS, MD 20747
gray box in the

CRID: 94550458, SMURF INC, 4545 NANTUCKET DRIVE, CAPITOL HEIGHTS, MD 20747
upper right corner

CRID: 94551027, WATERLOO INC, 999 WATER PARK AVE, FT WASHINGTON, MD 20746
of the screen.

Manage Services

You are currently viewing
your services by location.

 MANAGE BY SERVICE

Manage Account

Business Services

SERVICE gsA @ ACTION

Audit Mailing Activity (PostalOne!) @ Available Not You
Click-N-Ship Business Pro™ « Approved You
T : - Customer Label Distribution System (CLDS) J Approved
T h IS . IS th e VI eW Of CustomeriSupplier Agreements (CSAs) « Approved
S e rVI C e S by Electronic Verification Service (eVS) « Approved
Iocatlon ] C“Ck the Every Door Direct Mail ' Approved " e
“ M B Incentive Programs « Approved Use the dro pdown to
a n age y Intelligent Mail Small Business (IMsb) Tool « Approved Select Wh|Ch bUSineSS

Service” button to location you'd like to
switch the view. view




Below is the view for managing services by service rather
than by specific business location.

o= | UNITED STATES

Plecuiunees  Business Customer Gateway

Manage Services

Mahage your sccessuxssivices. You are currently viewing
> your locations by service,
Manage Services 1s your one-stop shop for anything servicesreiated
a S Se san & serv S a a

To manage services by individual
location, click below

MANAGE BY LOCATON

g View multiple locations for the following service:
Manage Account IE-.‘ery Door Direct Mail

Sort by |Business Name =] searchby:
BU BINE 11 NAME L LOCANON

DELMAR SERVICES
4800 DELMAR BLVD
STES10 20516380 o Approved
ST.LOUIS, MC 63108

Use the dropdown to
DELMAR REALTY

) select which
4130 MANCHESTER AVE 20516485 o Approved - =
ST.LOUIS, MO 83110

business service
you want to view




Services Pages (Multiple Locations)

« The Mailing, Shipping, and Other Services pages will default to an aggregate
view of service status for users with multiple locations

Welcome

Mailing Services

Shipping Services

Other Services

Manage Account

Other Services

Other services help you do more.

@ The 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:
All Locations v

Audit Mailing Activity (PostalOne!) more info >

Intelligent Mail Services more info >

Track & Confirm more info >

e
48
4k Mail Transport Equipment Ordering System (MTEOR) more info >
4P
4 USPS Tracking more info >

¥

Verification Assessment Evaluator (PostalOne!) more info >

Other Links
Additional tools to enhance your business can be found below.

« Business Service Network(BSN) eService - Create and monitor service requests.

——

O'SERVICE

GO TO SERVICE

- _!F‘Tj —

An individual
location may still
be selected from
the drop down to
view service
status for a
specific location

When GET ACCESS
is selected, the user
will be directed to the
Manage Services
page, by service
view, to request
access to the service
for each specific
location




BSAs: Manage Users Tab

* Business Service
Administrators, and
delegates, will see an
additional tab within
Manage Account
called “Manage
Users” when there
are additional users
who have access to
the services/locations
for which they are the
BSA

Mailing Services

e This tab enables
BSAs to control the
level of access users
can have to these
services

Manage Account

* Information may be
filtered by:

— Location

— Service

— User

— Access Level

== UNITED STATES
L= | POSTAL SERVICE ®

This tab appears only
for BSAs and BSA
Delegates

Business Customer Gateway

Manage Preferences

Manage Users

@ Control access to your services.

Use this page to control who can or cannot access the services for which you are the BSA. To find a
specific user, service, or location, use the filters to narrow down the list.

g Filter by Location: ©

[ALL [=]

Filter by Service: 2,
| [=] ™ Show only Pending requests 2

Filter by User: 2 Filter by Access Level: 2

|ALL [=] [ALL [=]

Manage User Access

USINESS NAME & LOCATION
JOSH HOSUE

Customer/Supplier Agreements
4550 LAMCASTER DRIVE (CSAs)

LINDA HAMILTOM
FT. WASHINGTOM, MD 20744

CRID: 94544330

JOSH HOSUE

4550 LAMCASTER DRIVE
FT.WASHINGTOM, MD 20744
CRID: 94544330

Pending Your Approval

Manage Mailing Activity
LINDA HAMILTOMN
Pending Your Approval



BSAs: Manage Users Tab — User Hyperlink

Help Logout
INITED STATES

POSTAL SERVICE Business Customer Gateway

 Users’ names will

77 Manage Preferences | Manage Services 77 Manage Users be diS_playEd as a
hyperlink

Manage Users

& Control access to your services. - -
Welcome ° l | | k th
Use this page to control who can or cannot access the services for which you are the BSA. To find a po n C IC I n g e

specific user, service, or location, use the filters to narrow down the list.

T hyperlink, a popup
s R — 2 will display the
i ? user's contact

[=] ¥ show only Pending requests 2

Manage Account Filter by User: 2 Filter by Access Level: 2 - fo l I lat. O
i - EI Y = RESET ALL FILTERS I n r I n

[aLL [aLL

Manage User Access

BUSINESS NAME & LOCATION
JOSH HOSUE
4550 LAMCASTER DRIVE

FT WASHINGTOMN, MD 20744
CRID: 94544330

JOSH HOSUE

4550 LANCASTER DRIVE

FT. WASHINGTOM, MD 20744
CRID: 94544330

LINDA HAMILTOM

LINDA HAMILTOM .
User Contact Information:

Mame: LINDA HAMILTON
Phone: (202) 322-5352
Email: tanya.m_perry@usps._gov




Managing User Access: Access Levels

Nanagel sracces *BSAs can now set the
“‘”“”" access level for each
SDFGSDFG Mail Transport Equipment Crderidg : service for a user at a

= AUTOJOEOOPJH GUY No Access = » ! .
SDFGSDFG,CA22121 System (MTEOR) CEes Specmc bus|ness |ocat|on
CRID: 20812792 BSA Delegate b lecti fth
SORGEOEG Yy Se eCtIng one of the
SDFGSDFG UGy Mail Transpent Equipmant Orderirgg options from the dropdown:
SDFGSDFG,CA 23121 System (MTECR) *Access
CRID; 20512792
s *BSA Delegate
SDFGSDFG Msil Transport Equipment Ordering = *No Access
SDFGSDFG,CA 22121 SRSt System (MTEOR) [N Access =] R ted
CRID: 20513793 equeste

« Access: provides user with access to the service for that business location

« BSA Delegate: allows user to approve/deny requests for that service &
location on your behalf
— User will receive same Inbox privileges as BSA

* No Access: denies user access to the service for thatlocation

Customer/Supplier Agreements
(CSAs)

« Requested: will default to this
when the user has requested
access and the BSA hasn’t —
taken action yet Y LosmAnLOn enseiia e tequesied [

Fending Your Approval

LINDA HAMILTON |Requested =]

Fending Your Approval




Managing User Access: Access Levels

o e | g s | e s | s s (R

Manage Users

Control access to your services.
BSA )
=—= Use this page to control who can or cannot access the servces for which you are the BSA To find a

specific user, service, or location, use the filters to narrow down the list.

BSAs can visually see the status
Shipping Services Filter by Location: of their access level change with a

Mailing Services

Other Services [ALL SUCCESS or TRY AGAIN LATER
Filt Service: e F .
miff‘r’h-rf» A 8§ indication

Manage Account Filter by User. 5 ~ Filter by Access Level: 5,

(EADMINTWENTYFORTEEN  v| [ALL

Manage User Access

BUSINESS NAME & LOCATION

STLADMIN 21 CO 20

19 MAIN ST, ADDRESS LINE 2 -
EADMIN TWENTYFORTEEN

SAINT LOUIS, MO 63160-0001 J i oY,

CRID: 20500268 pigeadiaatio s

STLADMIN 21 CO 20

19 MAIN ST., ADDRESS LINE 2 EADMIN TWENTYFORTEEN | Mad Transport Equipment Ordering

SAINT LOUIS, MO 63180-0001 System (MTEOR)

CRID: 20500288

STLADMIN 21 CO 20

TR SF, AUNREOR LR EADMIN TWENTYFORTEEN  Maller 1D — —

SAINT LOUIS, MO 63180-0001 © Success

CRID: 20500288

STLADMIN 21 CO 20 R :

19 MAIN ST., ADDRESS LINE 2 : T -
EADMIN TWENTYFORTEEN  Manage Maling Ac oo a—

SAINT LOUIS, MO 63180-0001 i © Try again lster

CRID: 20500288

STLADMIN 21 CO 20

Aucit Mailng Actiity (PostalOnel)




Welcome
[

Manage Account

Need help
getting started
with Full-Service
Intelligent Mail®?

LEARN MORE

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Within this site, you will find Business Service tools that you will need to
monitor, track, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know
which services are useful to your business, you can add them as your favorite
services using the panel on your right

Messages

If you are a Mail Service Provider at any of your locations. you can
now indicate yourself as such from the Manage Locations tab by
clicking the Edit button

g You have service access requests awaiting youfapproval

Mailing Servicos
Shipping Services

Other Services

Manage Account

Favorite Services (]

DASHBOARD
MAILER ID
MAILING REPORTS
ONLINE ENROLLMENT

POSTAL WIZARD

Get Started with the NEW
Business Customer Gateway

LEARN MORE

ponaing kequests £l [JEEREEEEE

Pending Requests

BUSINESS NAME & LOCATION &
JOSH HOSUE

4550 LANCASTER DRIVE

FT WASHINGTON, MD 20744
CRID. 94544330

JOSH HOSUE

4550 LANCASTER DRIVE

FT. WASHINGTON. MD 20744
CRID: 94544330

uUsSs COMPANY

123 USB LANE

LANDOVER, MD 20785

CRID: 94552434

MESSAGES &

LINDA HAMILTON

has requested access to senices

MAN WICH

« BSAs will see this
message in their
Messages Panel
when another user
has requested
access to services
at their business
location

 Clicking “approval”
directs BSASs to
their Inbox

S5 10 services for which you are the Business Service

Search by: RESET

ACTION

[Freevw}

s
has requested access 1o 56nices
VEN (=] J -
TWENTY TWO HUNDRED [Preier)

has requested access o senices



Inbox: BSA and BSA Delegates

* Inbox contains two tabs: Pending Requests and Messages

* Pending Requests tab functionality is for BSAs and BSA
delegates only

— Allows BSAs and BSA delegates to view, approve, and deny and requests for
access to services for which they are the BSA

T -

Peonding Requests

Upon clicking
REVIEW, the Pending
Requests window will
be displayed

Revew, 20prone, and Sony reguests or acCoss 10 services Rr which you 8 e Busamss Servce
Adrare 0 (BIA)

> W ATON MESSACES A re
JOSH MOSLE

4550 LANCASTER DRIVE MAN WACH ‘ m
FT WASHNGTON, MO 2074 has equeried 3ccess 10 Mereces
CRO s Pending Requests

a ANMMA TESTER hag requested access to the services listed below for the following location:

LOCATION:

BCGTESTI234

478 LEMFANT PLE 5wy
WYASHINGTON, DC 20260-0004
CRID: 94545290

W Custormet: Supplier Agreaments (C5As)
¥ Electronic ‘erification Senice (eVS)

Phaone: (202) 268-3265
Erail: alc5241@grmail.carm

¥ Scan Based Payment (SBF)
¥ Schedule a Mailing Appaintment (FAST)
¥ USPS Package Intercept




Inbox: Non-BSA

* The second tab of the Inbox, “Messages”, is meant for all users
— Acts as a Message Center for important notifications

Pending Requests

M Welcome to the Message Center. Your important notifications will be consolidated here. Please select
el the message header to view the entire message.

Mailing Services

search by: | ( meser | |
Shipping Services

MESSAGES < DATE <

Other Services There are no pending items that require your attention at this time

Support

Manage Account




« “Lifecycle of a Full-Service Mailing
within the BCG” Presentation

— Learn how the BCG supports Full-Service mailers

— https://ribbs.usps.gov/intelligentmail_presentations/doc
uments/tech_quides/FullServiceBCGNov2013.pdf

 For additional information:

— Contact the Help Desk
« 800-522-9085
 postalone@usps.gov

— Support Page
https://gateway.usps.com/eAdmin/view/support


https://ribbs.usps.gov/intelligentmail_presentations/documents/tech_guides/FullServiceBCGNov2013.pdf
https://ribbs.usps.gov/intelligentmail_presentations/documents/tech_guides/FullServiceBCGNov2013.pdf
https://ribbs.usps.gov/intelligentmail_presentations/documents/tech_guides/FullServiceBCGNov2013.pdf
mailto:postalone@usps.gov

