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New Business Customer Gateway (BCG) Users

If you do not have a business account with the United States Postal Service
then you will need to create one.

Step 1. Go to the “Business Customer Gateway” (BCG) at:
https://gateway.usps.com Sign In

Usemame

Step 2: Click “Sign Up” button to get started. ...,

Forgot password?

MNeed an account?

—
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https://gateway.usps.com/

New Business Customer Gateway (BCG) Users

Step 3: Enter your username, password, security questions, name and contact
Information.

Step 4: Click “Create Account” if you do not have a Customer Registration ID
(CRID) and you will automatically be assigned one.

Step 5: Next you will receive an email confirming your Business Account/CRID

has been activated. PRI A1 IF ~22=iAN~
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Existing Business Customer Gateway (BCG) Users

Business Account holders can go directly to the enrollment process.

Step 1. Go to the “Business Customer Gateway” (BCG) at:
https://gateway.usps.com Sign In

Usemame

Step 2. Enter your Username and Password.

Password

Step 3: Click “Sign In”. > Forgot password?

Meed an account?

Sign Up
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https://gateway.usps.com/

Existing Business Customer Gateway (BCG) Users

Step 4: Select “Mailing Services” from the left menu of the Welcome (Landing)
Page. . .

Welcome, Alison

Favorite Services (4]

DASHBOARD

A redesign of the Business Customer Gateway is

coming soon. to see the new guide.

e
. *

3

A
" CAPS letters af
customers must migrate

The Business Customer Gateway is your central hub for managing your

USPS activity for your Business. EPS 'y 8f320

Please click here formore|
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 information on'how to set up
Business Services using the tabs on the left. When you know which services are . an EPS account.
useful to your business, you can add them as your favorite sefvices using the 3
panel on your right
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Existing Business Customer Gateway (BCG) Users

Step 5: Go to the “Incentive Programs” in the list displayed and click “Go to
Service”.

If you do not have access to the Incentive Programs already you will need
to click “Get Access” to submit your access request.

Mailing Services

Mailing services help you deliver letters and flat mail pieces.

T N
Welcome } Mailing online services will help you manage day-to-day activities from
design and preparation of your mall to tracking your mailings In the
Inbox 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

Mailing Services

S hose you donot

7 Every Door Direct Mail more info >

— - Incentive Programs more info >

¢ Informed Visibility mare info >

)

= Intelligent Mail Small Business (IMsb) Tool more info >
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Existing Business Customer Gateway (BCG) Users

Step 6: Click the “Earned Value Promotion”.

Tactile, Sensory & Interactive Mailpiece Engagement Promotion
’ R i chnology Promotion

Mobile Shopping Promotion
Informed Delivery Promotion

Step 7. Click “Begin Enrollment”.

Earned Value Begin Enroliment Back to Incentives Home
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Existing Business Customer Gateway (BCG) Users

There are 5 sections/tabs in the Earned Value Enrollment Process that need to
be completed.

Alternate Primary Contact Information
Locations

Mailer IDs

Payment Accounts

Certification

Each step needs to be completed by selecting the “l Agree” button. The status
will change from “Incomplete” to “Complete”.

If you do not select the “l Agree” button then your enrollment status will be

“In Progress” and you will NOT be registered for the Earned Value
Promotion.
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Existing Business Customer Gateway (BCG) Users

Step 8: Select “Alternate Primary Contact Information”.

UNITED STATES
POSTAL SERVICE »
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Earmed Value Enroliment Status: IN PROGRESS

Earned Value
Overview

Long description for Earmmed Value incentive (SIT)

Enroliment Status - In Progress - 0 out of S stops completed
Please complete all of the steps below to enroll
Enroliment Steps (5)

[+ 1. Alternate PrimaryContactinformation Incomplete
Locations [+] Locations ,ncomp[c‘e
Incomplete
[ + )] Mailer IDs | Incomplete
{ =] Payment Accounts
Incomplete
Mailer IDs [+ ] Certification Incomplete
Incomplete > Show Additional Information
Payment Accounts
Incomplete
Certification
Incompiete
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Existing Business Customer Gateway (BCG) Users

Step 9: Complete the information for another contact person at the Alternate
Primary Contact section.

— Customer Primary Coentact Infermation
MName ZIFPostal Coda
Company Indo Gountry:
Addrass Ermail:
Tadaphons
FAx
ity
State/ Proveicg )
Altermate PrimaryContact | nformation

— lternate Primary Contact Information — Technical Contact Information
i Mama
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Adddress

ity

State

2P Postal Code
Country

Email

Tedephona

Extansion

Addrags’

ity
Statac
ZIPPostal Coda
Country*

Email-*

Telephona:

Exfensson
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Existing Business Customer Gateway (BCG) Users

Step 10: Select the “I Agree” button to complete the task.
R I[liﬁﬂnrea

Once you agree your status in this section will change from “Incomplete” to
“Complete”.

[ )

Earmned Value Enroliment Status: IN PROGRESS

};rogram Earned Value
| ummary Overviow

Long description for Eamed Value Incentive (SI1T)

nrollment Status - In Progroa:s O out of 5 steps completod

Alternate Primary s ¢
cm lnfofmaﬁon FPlease complete all ofthe steps below 1o enr

Complete Enroliment Steps (5)
| [ =1 Alternate Primary ContactInformation -
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Existing Business Customer Gateway (BCG) Users

Step 11: Select “Locations”.

UNITED STATES
POSTAL SERVICE »

2
Earned Value Enroliment Status: IN PROGRESS

;"09"3'“ Earned Value
SRR IEY. Overview

Long description for Earmed Value Incentive (SIT)

A'mmat. Primary Enrollment Status - In Progress - 0 out of 5 steps completed
Contact Information Please complete all of the steps below to enroll

Complete Enrollment Steps (5)

Complete
[ + )] Aaditional Contact Information -

Locations [+ 1 Locations = Incomplete
Incomplete [+ ] Maller IDs - |
Incomplete

[+ ] Payment Accounts

Incomplete

- rificat
Mailer IDs C+3 Carancaton Incomplete

Incomple!e > Show Additional Information

Payment Accounts
Incomplete

Certification
Incomplete
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Existing Business Customer Gateway (BCG) Users

Step 12: Review your participating mailing locations (CRIDs) and verify their

accuracy.
Locations
MID
MID User
MID MID Owner Multi
SR, | Ser [Evioliment] owner | CRip|Enrolimentult] sy |status|o, M5T,,,,
N CRID ¢ CRID ¢ | Company Names
bl Name
- | POSTAL
~ |ONE 5502060 | Online 02/15/2019]| No Linked| YES
HELPDESK

If CRIDs are missing, the MIDs associated to those CRIDs will not be
enrolled in the Earned Value Promotion and you will not receive any piece
counts for your BRM, CRM, and Share Mail pieces associated to them.
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Existing Business Customer Gateway (BCG) Users

Step 13: Select the “| Agree” button to complete the task.

— | Disagree

Once you agree your status in this section will change from “Incomplete” to
“Complete”.

[+)] Locations
[~) Maller 1Ds

[ =] Payment Accounts

{~) Centification

’"CO"’ple’e > Show Additional Information

Payment Accounts
Incompiele

Certification
incomplete
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Existing Business Customer Gateway (BCG) Users

Step 14: Select “Mailer IDs”.

UNITED STATES

POSTAL SERVICE o

CINITED STATES
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-

Earmed Value

rogram
UmMmary

Alternate Primary
Contact Information

Complete

IL_ocations

Complete

Mailer IDs
Incomplete

Payment Accounts
Incompiete

Certification
Incompilete

Enrollment Status: 1IN PROGRESS
Earmned vValue
Overviewvw
LonNng description for Earmmed Value incentive (SI11)

Enrollment Status - 1o IMraoagreaes s 0O out of S steps completed
FPlease complete all of the steps below to enroll
Enrollment Steps (5)

[ -1 Aaditional Contact Information - Complete
[ =] Locations - Complete
[= 1 Mmaner 1D0s - | Incomplete
[ -] Payment Accounts - Incomplete

[ ] Centification
Incompiete

- Show Additional inforrmmation




Step 15: Review your participating MIDs and verify their accuracy.
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Existing Business Customer Gateway (BCG) Users

MIDs
Showing 1 -4 of 4
Multi | Tracking
2P Link |Multi Product| Piece
MID CRID Address City State User |Request
Code | Status |User Names!| Date Type |Record
4605
HICKORY 38141-|, .
902124820|5502060| HILL RD IMEMPHIS| TN 6971 Linked| No Create
STE 101
4605
HICKORY 38141, .
901324935(5502060 HILL RD MEMPHIS] TN 6971 Linked| No Create
STE 101
4605
| HICKORY 38141 .
901010498|5502060| HILL RD IMEMPHIS| TN 6971 Linked| No Create
STE 101
4605
HICKORY 38141-|, .
902248063|5502060 HILL RD MEMPHIS| TN 6971 Linked| No Create

STE 101
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Existing Business Customer Gateway (BCG) Users

Step 16: Select the “I Agree” button to complete the task.

— | isagree

Once you agree your status in this section will change from “Incomplete” to
“Complete”.

[+ ] Locatons

[+ ] Maler iDs

[ =) Payment Accounts
[+ ] Certification

> Show Additional Infornmation
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Existing Business Customer Gateway (BCG) Users

Step 17: Select “Payment Accounts”.

UNITED STATES
POSTAL SERVICE »

UNITED STATES

POSTAL SERVICE o

o
Earned Value Enroliment Status: IN PROGRESS
;"09"3"‘ Earned Value
R KNNANE IR, Overview
Long description for Eamed Value incentive (SIT)
Alternate Pﬂmary Enroliment Status - In Progress - 0 out of S steps completad
Contact Information Please complete all of the steps below to enroll
| Enrolliment Steps (5)
Comp sl [ + ] Aadgitional Contact Information - Complete
_Locaﬂo,ns [+] Locations N Complete
[+~] Maller 1IDs -1
Complete Complete
[+ ] Payment Accounts -
Incomplete
+ ] Centification -
Mailer IDs Bl Incomplete
> Show Additional Information
Complete
Payment Accounts
Incompiete
Certification
Incomplete




Existing Business Customer Gateway (BCG) Users

Step 18: If you want to use your OWN Permit Account(s) then you will need to
select 1 or more Permit Accounts to place your credits in.

The Eligible Permits Are:

— FmsT-oLASS WAL Permit Imprint (P1) N warers

—] U.S.POSTAGE ) S 4san R POST

] apnao Meter Permit Account (M) s 20 S u

— PERMIT NO. 1 . 000
Precancel Permit Account (PC)

OMAS Imprint (Ol)
OMAS Meter (OM)

UNITED STATES
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Existing Business Customer Gateway (BCG) Users

Step 19: Select one or more of your OWN Permit Account(s) that you want to
place your credits in.

Pavment Accounts

Permit Shipping - Mt
RID { | Account P:?"““ lr:nT::r Products | Permit ZIP ET:‘.T;?, Status |Percentage| User
Number e Permit &) MNames
> Bss02060| 2576475 PI 285 MO 202600846| 661204 Lmﬂ}d 80
> Pss02060{ 2599453 P 3279 Mo 202600846 661204 L::.i;d 20

Notice that Pl 285 was selected and Pl 3279 was selected to place the credits In.

UNITED STATES .
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Existing Business Customer Gateway (BCG) Users

Step 20: You will also need to make sure that the TOTAL of your OWN Permit
Accounts equal 100%.

Payment Accounts
Permit Shipping
Permit| Permit | o icts | Permit ZIP

Finance

CRID { | Account

Mumber

Type

Mumber

Permit |

Mumber

| 5502060

2576475

Fil

285

[ []

202600846

GG1204

| 5502060

2509453

Fil

J2T9

Mo

202600846

GE1204

Notice that Pl 285 was selected at 80% and Pl 3279 was selected at 20%. When
you add up the 2 Permit Accounts’ Percentages they equal 100%.

UNITED STATES 21
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Existing Business Customer Gateway (BCG) Users

Step 21: Select the “l Agree” button to complete the task.

I I[li&anree

Once you agree your status in this section will change from “Incomplete” to
“Complete”.

Complete

§ Complete
- - o * *

[ =] Maller 1Ds

[ =) Payment Accounts

[ ) Ceminication

Compiete

> Show Addittonal Information
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Existing Business Customer Gateway (BCG) Users

Step 22: If you want to use your Mail Service Provider’s Permit Account(s)
then you will need to do a “Custom MSP Permit Search”.

811 PE 204388611 20024 12000

1122 BE 20488611 20024 12000

298 PP 20488611 20024 12000

E 10083 == 204388611 20024 12000
1610 4 204388611 20024 12000

213 Pl 20488611 20024 12000

33333333 PE 20488611 20024 12000
22222222 PE 20488611 20024 12000

90013 OM 204388611 20024 12000

Export options: CSV | Excel | XML | PDF

Custom MSP Permit Search

Please check with your MSP on what permit information should be entered.
— e firtber S el Type:. TSR ey 15l

City: * State Code:

UNITED STATES 2
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Existing Business Customer Gateway (BCG) Users

Step 23: Enter your MSP’s Permit Number, select your MSP’s Permit Type, and
enter your MSP’s City and State.

Step 24: Select the “Search” button.

Custom MSP Permit Search

Please check with your MSP on what permit information should be entered.

* Permit Number: * Permit Type: --Select Category--

City: * State Code:

UNITED STATES .
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Existing Business Customer Gateway (BCG) Users

Step 25: Select the “Permit(s)” that you want to use.

Step 26: Select the “Save” button.

Select MSP Permit

Finance Business
Number City CRID Name Address

357485 Suangzhou 20102025 ChinaAcct 122 Liu Hua Lu
661204 WASHINGTON 20165122 FPROGREG 5 CAT St

CAT 5
6060 PRIMACY
PKWY STE 251

999999 MEMPHIS 20165248 NCSC 2
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Existing Business Customer Gateway (BCG) Users

Step 27: Select the “I Agree” button to complete the task.

I I[li&anree

Once you agree your status in this section will change from “Incomplete” to
“Complete”.

Complete

§ Complete
- - o * *

[ =] Maller 1Ds

[ =) Payment Accounts

[ ) Ceminication

Compiete

> Show Addittonal Information
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Existing Business Customer Gateway (BCG) Users

Step 28: “The Certification” will automatically become available once the
preceding steps have been completed. You must review and “Agree” to the
“Certification Agreement” which is a legal agreement.

If you do not select the “l Agree” button then your
enrollment status will be In Progress and you will NOT
be registered for the Earned Value Promotion.

UNITED STATES
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Existing Business Customer Gateway (BCG) Users

Step 29: Select the “l Agree” button to complete the task.

Once you agree your status in this section will change from “Incomplete” to
“Complete” and you will be ENROLLED in the Earned Value Promotion.

LINITED STATES
POSTAL SERVICE » USPS COM | GATEWAY | HELP | SIGN OUT

)

Unenroil Back to Incentives Homme

Earmned Value Enroliment Status: ENROLLED

e gal statement below. If you choose to disagree,
d 1o the Program Assistance page 1o initiate

Program To complete enroliment inee
Summary your enroliment will not be comp

correspondence with USPS regarding your concernms

Certficaton Agreement:
Additional o

o <
< ntact By checking the "I Agree” button below, | declare that | have reviewed the Program Requirements Document and

agreea to follow the terms of the Holiday Mobille Shopping promotion as outlined In the Domestic Mall Manual and

program requiremaents document availlable for download on the Incentive Programs description page I furthher
deciare that the accounts (permit numMmbers) and locations (Customer Registration 1D0s) sted In this enrollment

are correct and that | intend to participate in the promotion using any combination ofthese accounts I understand
that, though enrolled, | am notrequired to participate and | can obtain detalls online at gateway usps com or ask
USPS® questions regarding my enroliment. Ifl am a Mall Service Provider (MSP), | declare as follows: (i) that |
am authorized to use the Maller IDs (MID) or Customer Registration 10Ds (CRID) as sted In this enrollment and In
electronic files | intend 1o submit to the USPS, (i) that | am authorized to represent each of the customers |

enroll, (i) that | have provided each customer (the Maill Owner) with the documents/rules, and (v) that |l

nhave informed each of my customers of the terms of the promotion

1 Disagree

rtitication
Complaete

Activity
Report

Important that mailer
Program selects “l Agree” to
Assistance ¥ 2

complete registration
process!
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Questions

Any guestions concerning the 2021 Earned Value Promotion Enroliment Process
can be directed to the Program Office at: EarnedValue@usps.gov
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