
Online Permit Creation Fact Sheet 

Benefits 

• Pay for permits 
online 

• Paper forms 
eliminated 

 

Eligible Permit Types  

• Permit Imprint  

• Metered  

• Precanceled Stamps  

• Business Reply 

• Return Services 

• Shipping Products  

 

Resources  

• Business Customer 

Gateway: https://

gateway.usps.com 

• PostalPro: https://

postalpro.usps.com/ 

• Find Enterprise 
Payment System 
Retail Locations 
here: https://
postalpro.usps.com/
EPS/RetailLocations 

 

MSSC Helpdesk 

• Call: 1-877-672-0007 

• Email: 

MSSC@usps.gov 
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To mail at a discounted rate you are required to open a mailing permit. The steps are outlined below 
on opening a new permit. Contact your local BMEU if you have any questions.  

There is no fee to apply for a permit to mail with precanceled stamps or a postage meter. There is a 
fee to apply for a permit to mail with permit imprint. This one-time only fee pays for setting up your 
permit imprint account. The permit imprint application fee is due when you submit your application for 
a permit imprint. 

Product Solutions 

1. Login to the Business Customer Gateway (BCG) 
2. Select available EPS account for permit linkage 
3. Select permit type 
4. Select USPS location where you will be presenting mail for the permit 
5. Review fee information 
6. Review permit information 
7. Create permit 
8. Pay for permit fee 
Note: Two forms of ID are required to be shown at Post Office before submitting first mailing.  

Easy Online Creation  

1. Login to BCG 

1. Login to the USPS Business Customer Gateway (BCG) 

4. Select the Permit Creation tab → Select Skip Intro, Create Permit button. 

2. From the Welcome Screen either go to Mailing Services → Manage Permits (Go to Service) 
→ or Favorite Services → Manage Permits then choose Business Location name. 

Permit Imprint Example Meter  Example PC Example 

3. Select the desired Business Location where the permit will be created. 

https://gateway.usps.com/
https://gateway.usps.com/
https://gateway.usps.com/
https://postalpro.usps.com/EPS/RetailLocations
https://postalpro.usps.com/EPS/RetailLocations
https://postalpro.usps.com/EPS/RetailLocations
mailto:MSSC@usps.gov
https://gateway.usps.com/eAdmin/view/signin


 

4. Select Post Office 
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5. Review Fee Information 

1. Select the USPS location where you will be presenting 

mail for this permit.  

2. If needed, update the contact information associated with 

this location.  

3. Click the Continue button.  

1. Review the fees, which include the application fee and 

account/type fee.  

2. Click the Continue button.  

2. Select EPS Account for  Linkage 

1. You are presented with three options: 

• EPS Account—Link and pay for permit using an 
existing EPS Account 

• Note: With this option, only individuals authorized with a user 
role of Administrator or Payment Manager in EPS for the CRID 
which the permit is being opened have the authority to link a 
permit. The EPS account must be in Active or Pending status.  

• Create an Account—Create a new EPS account to link 
and pay for permit 

• Note: With this option, only individuals with a BSA/BSA 
delegate role for the EPS service, for the CRID under which the 
permit is being opened have authority to create an EPS 
account. 

• Permit Only— if you do not want to link to an EPS 
Account 

• Note: With this option, you must pay the fees at your BMEU.   
 

2. If using an existing EPS Account, select the account to use 
from the drop-down under EPS Account Information 
  
3. Click the Continue button 

1. Select the permit type you would like to create: 

• Outgoing Permits: PI—Permit Imprint, MT—Metered, PC
– Precanceled 

• Note: Selecting any one of the permit types would 
result in creation of all three permit types for 
future mailings. 

• Shipping Products Permits: PI– Shipping Products 
Permits* 

2. Accept the Terms of Use 

3. Click the Continue button 

*PI- Shipping Products Permit can be used for Outbound and Return 

Domestic Parcels only. No fees apply. 

3. Select Permit type 
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6. Review Permit Information 

7. Create Permit 8. Pay for Permits Online 

1. Review the permit information, contact information, and fee information.   

2. Click the Create Permit button.  

1. Your permit application has been confirmed and a permit 

number has been assigned.  

2. Click the Continue button.  1. Select the checkboxes next to the fees you wish to pay 

with your EPS account.  

2. Click the Pay with EPS Account button to pay for fees.  

Note: A payment confirmation screen displays 

once the transaction is completed.  

You will be able to pay for Application and Annual fees online 

using your EPS Account. 
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Note: The Pay with EPS Account button will only be 

enabled if the Mailer has EPS Administrator and EPS 

Payment Manager role, and if the EPS Account is in Active 

status. 


