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Overview 

Purpose 
 
Effective July 1, 2011, Periodicals mailers can schedule their FAST appointments 
and include a mixture of standard and/or parcel mail.  This Job Aid is designed to 
assist FAST Periodicals customers in creating Mixed Periodicals Destination Entry 
appointments (One-Time and Recurring) within the FAST On-line Application and 
FAST Web Services.   
 
In a future release, FAST will be enhanced to allow the scheduling of Mixed 
Periodicals appointments within the Facility’s Hours of Operation.  In the interim, 
FAST customers should adhere to the workaround outlined in this Job Aid to ensure 
that their Mixed Periodicals appointments are created accurately. 
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FAST Application 
 
Step 1: Log into FAST via the PostalOne! Business Customer Gateway. 
 
http://gateway.usps.com 
 

 
Step 2: As a result of allowing Mixed Periodicals Appointments, customers 
will need to manually search the Mail Direction File (FAST Landing Page -> 
Reports -> Mail Direction Search) to verify there are no redirections in place 
for their Mixed Load appointment. 
 
 

 
Figure 1: Mail Direction Report 
 
 

 
Step 3: Prior to scheduling an appointment, it is recommended that mailers 
eference the comments section of the Facility Profile page to verify hours of 
peration. 

r
o
 
 
 
 
 
 

 - 3 - 

http://gateway.usps.com/


Facility Access & Shipment Tracking (FAST) 
 
Creating Mixed Periodicals Appointments 
 
July 1, 2011 – Version 1.0 – Customers (External) 
 
 
 
Step 4: From the FAST Landing Page, click the Appointments link. 
 

 
Figure 2: FAST Landing Page 
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Step 5: From the Appointments Landing Page, click the Create New Appointment 
link. 
 

 
Figure 3: Appointment Landing Page 
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Step 6: Choose a facility, select only Periodicals for the Mail Class option 
(regardless of whether the mailing includes Standard / Package Services in addition 
to Periodicals mail), and enter the date and CRID. 
 
 

 
Figure 4: Appointment Slot Availability Search Page 
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Step 7: Select an available time from the Appointment Slot Availability page.  
Please note that you will see an “A” listed for available hours instead of a number of 
available slots.  This ensures that the appointment is being validated against the 
facility’s hours of operation. 
 

 
Figure 5: Appointment Slot Availability Page 
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Step 8: At the Create New Appointment page, add the following text into the 
Comments section depending on your appointment mail classes: 
 
Option 1: Mixed Periodicals* - Periodicals (#), Standard (#) 
 
Option 2: Mixed Periodicals* - Periodicals (#), Package Services (#) 
 
Option 3: Mixed Periodicals* - Periodicals (#), Standard (#), Package Services (#) 
 
*Enter the number of Pallets or Bedload Pieces for each mail class in parenthesis. 
 

 
Figure 6: Example of a Mixed Periodicals Appointment 
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Step 9: Continue creating your appointment as you normally would by adding 
content and verifying the Appointment Confirmation Page.  Please note that all 
content in the Update Content Capacity textbox should be created as a Periodicals 
mail class. 
 
 

 
 
Figure 7: Add / Edit Content Page 
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FAST Web Services 
 
When creating your DeliveryApptRequest XML requests, follow the steps below to 
generate a Mixed Periodicals appointment. 
 
 
Step 1:  Enter all content with a mail class of Periodicals.  Set the MailClass tag 
within the USPSSummary block to the value of “2.” 

 

 
Figure 8: DeliveryApptRequest 
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Step 2:  Enter the following text in the “Comment” field of the Mail.XML request:  
 
 
Option 1: Mixed Periodicals* - Periodicals (#), Standard (#) 
 
Option 2: Mixed Periodicals* - Periodicals (#), Package Services (#) 
 
Option 3: Mixed Periodicals* - Periodicals (#), Standard (#), Package Services (#) 
 
*Enter the number of Pallets or Bedload Pieces for each mail class in parenthesis. 
 

 

 
Figure 9: DeliveryApptRequest 
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FAST Help Desk 
 
Questions or concerns regarding how to schedule Mixed Periodicals appointments 
should be directed to the FAST Help Desk @ FAST@usps.gov or via telephone @  
1-877-569-6614 (Option 8). 
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