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System Basics

 XE "Using:Help" \* MERGEFORMAT 

 XE "Browser Help" \* MERGEFORMAT 

 XE "Closing Help" \* MERGEFORMAT 

 XE "Help" \* MERGEFORMAT 

 XE "Index" \* MERGEFORMAT 

 XE "Manual" \* MERGEFORMAT 

 XE "Table of Contents" \* MERGEFORMAT 

 XE "Technical Support:Help" \* MERGEFORMAT How to Use Help

The PostalOne!® online Help is an indexed series of Web pages supported by your default browser. It is designed to allow you to find information in the shortest time possible. To open Help, at the top of any page, click Help. 

To change the size or shape of this window, drag the lower-right corner of the browser window until it is the size or shape you desire. To close the online manual, click the Close button [image: image1.png]


. This closes the online manual window, but leaves the PostalOne! window open so you can continue to work.

If you are unfamiliar with Web browsers, review the Help included with your browser. Microsoft Internet Explorer users can click Help at the top of a browser window, click Contents and Index, and then click the link Getting Started with Internet Explorer to learn the basics. 
When you open the online manual, you will see the navigation pane on the left and the topic view pane on the right (shown below). 
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Navigation Pane

The navigation pane contains the tools you will use to find information. This pane contains:

· Contents - When you open the PostalOne! online manual, the Table of Contents automatically appears in the navigation pane, and a Help page appears in the topic view pane. Navigate through the manual by clicking topic names. When you click a topic, the associated information displays in the topic view pane. To view the Table of Contents after viewing the Index, just click Contents at the top of the navigation pane. 

· Index - The PostalOne! online Help includes an index to allow you to locate topics associated with specific words. When you click Index at the top of the navigation pane, the Index window appears. Browse through the list of keywords, then click the word for which you want to view the associated topic. Once you click the word, the associated page displays in the topic view pane.

· Search - The online manual for the PostalOne! system also includes a Search feature to allow you to locate specific words not located in either the Index or Table of Contents. When you click the Search link, the Search window appears. Browse through the alphabet, then click the letter of the word for which you want to search. A list of all words associated with that letter will display as well as a number value detailing the amount of instances the word is used. Click the number to view the topic, or if there is only one available choice, click the word. The associated information displays in the topic view pane.

Topic View Pane

The topic view pane displays the text associated with the topic you chose in the navigation pane. Sometimes text will contain hyperlinks, which change to a different subject in the topic view pane. Hyperlinks look like this: This is a hyperlink. To print information from this pane or any pane, right-click the Help text and click Print. 

 XE "Log on/Log off" \* MERGEFORMAT 

 XE "Password:signing on and off" \* MERGEFORMAT 

 XE "Signing in/Signing out" \* MERGEFORMAT 

 XE "Username" \* MERGEFORMAT Signing On and Off

To use the PostalOne! system, log on with your unique username and password. 

To log on:

1. Open a Web browser and go to the Business Customer Gateway page on usps.com.

2. Enter your username and password, then click Sign In. Both username and password are case sensitive.

3. Click a link to a PostalOne! feature, such as Balance & Fees or Electronic Data Exchange. 

To log off: 

1.  On the left menu bar, or at the top or bottom of any PostalOne! system page, click Sign Out. 

 XE "Password:resetting" \* MERGEFORMAT 

 XE "Lost password" \* MERGEFORMAT 

 XE "Forgotten password" \* MERGEFORMAT 

 XE "Reset password" \* MERGEFORMAT Resetting Your Password

You can reset your password with the Forgot my password link. This changes your password for all Business Customer Gateway features. 

NOTES: 

· If you change a password that is used for electronic data exchange, ensure the password is updated in the PostalOne! Mail.dat Client application and batch processor settings. 

· Credit card information is automatically deleted when a password is changed. 

To reset your password yourself:

4. Go to the Business Customer Gateway logon page on usps.com. 

5. Click I forgot my password. 

6. Enter your username, then click Continue. Your security question appears. 

7. Type the answer to the question, then click Continue.   

8. Enter your new password twice, then click Continue. 

9. Click OK in the confirmation dialog box. The logon page appears.

 XE "Request:features" \* MERGEFORMAT 

 XE "Comments" \* MERGEFORMAT 

 XE "Complaints" \* MERGEFORMAT 

 XE "Contacting:PostalOne! team" \* MERGEFORMAT 

 XE "Feedback" \* MERGEFORMAT 

 XE "Sending feedback" \* MERGEFORMAT 

 XE "Technical Support:sending feedback" \* MERGEFORMAT Sending Feedback

Users can choose to contact the PostalOne! team either by sending feedback directly or by contacting customer support. 

· To request a feature, express a complaint or compliment, or just to notify the team of a problem, you should use the Feedback feature to send an email. 

· To receive assistance with the application process, report access issues, or receive technical support, you should contact the Customer Care Center. For more information, see Contacting Customer Support. 

To send feedback:

10. Go to the Business Customer Gateway on usps.com and log on.

11. Click a PostalOne! feature, such as Balance & Fees or Electronic Data Exchange. 

12. At the top of the page, click Feedback. Alternately, on the left menu bar, click Summary, then on the Summary page, click Feedback.

13. Enter your information and your comments. At a minimum, you must enter your name, e-mail address, and your comment.

14. To send your feedback, click Submit. To clear the form, click Clear. 

 XE "Customer Care Center" \* MERGEFORMAT 

 XE "Help Desk" \* MERGEFORMAT 

 XE "Contacting:technical support" \* MERGEFORMAT 

 XE "Technical Support:contacting" \* MERGEFORMAT Contacting Customer Support

Users can choose to contact the PostalOne! team either by sending feedback directly or by contacting customer support. 

· To request a feature, express a complaint or compliment, or just to notify the team of a problem using e-mail, you should use the Feedback feature. For more information, see Sending Feedback. 

· To receive assistance with the application process, report access issues, or receive technical support, you should contact the Customer Care Center.

· To request access to a feature, click Request Access after logging on the Business Customer Gateway and complete the form. Your Business Service Administrator (BSA) must approve all access changes. 

· To change your user profile, contact your organization's BSA. 

To contact assistance: 

15. Go to the Business Customer Gateway on usps.com. 

16. For specialized support, on the Gateway page under Customer Support: 

· To go to the Intelligent Mail Barcode site and view mail service updates, click National Customer Support Center - RIBBS or Service Updates. 

· To track a Periodicals mailing, click ePubWatch. 

· To contact Business Service Network (BSN) customer support, click Business Service Network (BSN) eService. You must be a registered BSN customer to use this customer support, however links to sign up are available from the BSN page. 

· For a list of programs and associated support, click Customer Support Contacts. Programs listed are: BSN, ADVANCE, Centralized Account Processing System (CAPS), Facilities Access and Shipment Tracking (FAST), ePubWatch, parcel tracking (Confirm, Entry Information, or Parcel Select Performance), PostalOne! support, or general customer support. 

· To view the latest information available for mailers, click News & Information. 

· To download a copy of the User Responsibility Agreement, click the format to download. The options are a .pdf (Portable Document Format) or a .doc (Word document) file. 

Another window opens and displays the selected page. 

17. For PostalOne! support, log on. 

18. Click a PostalOne! link, such as Balance & Fees or Electronic Data Exchange. 

19. At the top or bottom of any PostalOne! page, click Customer Care. Another window opens and displays the contact information for the Customer Care Center. 

20. Use the contact information to e-mail, call, or write the Customer Care Center.

Your Account

 XE "Summary page" \* MERGEFORMAT 

 XE "Mailings:Guide" \* MERGEFORMAT 

 XE "Business Mail 101" \* MERGEFORMAT 

 XE "DMM" \* MERGEFORMAT 

 XE "Home page" \* MERGEFORMAT 

 XE "IMM" \* MERGEFORMAT 

 XE "Library" \* MERGEFORMAT 

 XE "News" \* MERGEFORMAT 

 XE "Postal Explorer" \* MERGEFORMAT 

 XE "Postal Service resources" \* MERGEFORMAT 

 XE "Resources" \* MERGEFORMAT 

 XE "Viewing:summary page" \* MERGEFORMAT Viewing Your Summary Page

Your home page, the Business Customer Gateway, appears automatically when you first log on the PostalOne!® system, and provides links to the many features available to mailers. One of those features is the summary page, which provides a quick overview of your account, as well as a library of helpful Postal Service resources. The summary page includes a list of the last 5 transactions against your account, a summary of your transactions for the current year to date, a graph of mailings for the past three months, and a calendar marking any fees set to expire soon. 

To view the summary page: 

21. Go to the Business Customer Gateway on usps.com and log on.

22. Click a PostalOne! feature, such as Balance & Fees or Electronic Data Exchange. 

23. On the left menu bar, click Summary.  

24. To view a resource in the library, click the name of the resource you want to view.

25. If recent mailings have had verification issues, click Mail Quality Reports to review the reported issues. This feature is only available if issues have occurred within the last thirty days and only for mailers using acceptance sites participating in the Performance-Based Verification (PBV) program. For more information on the Mail Quality Reports, see Viewing Mail Quality Reports.

26. To open a more detailed view of fees that are or will become due in the current month and the next two months, click View Fee Calendar. For more information, see Viewing the Fee Calendar.

27. To request a feature, express a complaint or compliment, or just to notify the PostalOne! team of a problem, click Feedback. Name, email address, and a comment are required. For more information, see Sending Feedback. 

To perform another task, click a link on the left menu bar. 

 XE "Accounts:balance and fee status" \* MERGEFORMAT 

 XE "Types, fee" \* MERGEFORMAT 

 XE "Balance" \* MERGEFORMAT 

 XE "Fees:types" \* MERGEFORMAT 

 XE "Fees:viewing status" \* MERGEFORMAT 

 XE "Permits:viewing your balance" \* MERGEFORMAT 

 XE "Viewing:balance" \* MERGEFORMAT 

 XE "Viewing:fees" \* MERGEFORMAT Viewing Your Balance and Fees

The Balance and Fees page displays a list of your permits, the locations those accounts are held, fees paid or due, and the balance of each account, as well as the date, amount, and type of the last activity on each account (within the past 13 months). Fifty accounts display at a time. If you have more than fifty accounts, you must click a link to view additional accounts. To view your accounts divided by location or to view national account numbers, see Managing Your Accounts. 

To view your permit accounts: 

28. Go to the Business Customer Gateway on usps.com and log on. Click Balance & Fees (PostalOne!). Alternately, click Balance and Fees on the left menu bar if you are already on another PostalOne! page.  

29. To open a view of fees that are or will become due in the current month and the next two months, click View Fee Calendar. For more information, see Viewing the Fee Calendar. 

30. To set up notification when one or more permit balances falls below a specific minimum, click Set Low Balance Alert. On the Low Balance Alert page: 

a. To set the threshold below which an alert is sent, enter a dollar amount in the Low Balance Threshold box. This amount applies to all permits, with the exception of Official Mail Accounting System (OMAS) permits and those linked to Centralized Account Processing System (CAPS) accounts. 

b. To indicate which Business Service Administrators receives an email when an account dips below the threshold, select the check box for that user. 

c. To clear any changes made without saving, click Reset. 

d. To save any changes made, click Submit. 

e. On the Review Low Balance Alert page, click Submit to confirm the changes, and then Continue on the confirmation page. Alternately, click Cancel to return to the Low Balance Alert page without saving. 

31. To view fee information for a specific permit: 

· Click the Fee Details icon ([image: image3.png]


) for that permit. The Fee Information window opens and displays all fees paid on that permit. The information includes Fee Type, Fee Description, and Fee Expiration Date. See the table below for Fee Type definitions. 

· To close the Fee Information window, click Close Window or click the Close button ([image: image4.png]


) at the top of the window.

32. To view a copy of a fee renewal notice, which includes information such as where to submit payment, click the Fee Renewal Notice icon ([image: image5.png]


) for that permit. In the new dialog box, click Open to view the PDF immediately, or click Save to download the notice. If you chose to download the notice, navigate to the location on your computer to save it, then click Save.  If you chose to view the notice, close the new browser window to return to the Balances and Fees page. The Fee Renewal Notice is only available as a Portable Document Format (.pdf) file.

33. If you have more than fifty accounts, to view additional accounts, click a page number at the bottom of the page. 

The following fee types are listed when viewing fee information for a particular permit. 

	Fee Type Code
	Description
	Fee Type Code
	Description

	1C
	First-Class Mail Presort
	BW
	BRM Weight-Averaged

	1P 
	Priority Mail
	IA
	Imprint Application

	3C
	Standard Mail
	MA
	MRS Annual Maintenance

	4B
	BPM Destination Entry
	MP
	MRS Permit

	4L
	Presorted Library Mail
	PA
	Periodicals Additional Entry

	4P
	Parcel Select
	PF
	Periodicals Foreign

	4S
	Media Mail Presort
	PN
	Periodicals News Agents

	BA
	BRM Annual Maintenance
	PO
	Periodicals Original Entry

	BB
	BPRS Annual Maintenance
	PR
	Periodicals Reentry

	BP
	BRM Permit
	RA
	Parcel Return Service Annual Maintenance

	BQ
	BRM Quarterly
	RP
	Parcel Return Service Permit

	BR
	BPRS Permit
	
	


 XE "Accounts:managing" \* MERGEFORMAT 

 XE "Managing:accounts" \* MERGEFORMAT 

 XE "Contacting:your organization" \* MERGEFORMAT 

 XE "Locations" \* MERGEFORMAT 

 XE "National account numbers" \* MERGEFORMAT 

 XE "Permits:managing" \* MERGEFORMAT 

 XE "Viewing:accounts" \* MERGEFORMAT Managing Your Accounts

The Associated Business Locations page displays all business locations associated with your account and allows you to manage the permits associated, primary contact, and other business locations associated. Additionally, this page allows users to set low balance thresholds and indicate whether or not expiring fee notices are sent using email. Your permit accounts are divided by business location, then by individual permit. Users with the appropriate access rights can link or remove links to permits at locations they can access, update primary contact information, and manage additional contact information. To view permit fee information, see Viewing Your Balance and Fees. 

NOTE: Once a name of a business location has been changed, you may need to close your browser and log on again before the new name is visible. 

To manage your permit accounts: 

34. Go to the Business Customer Gateway on usps.com and log on. Click Manage Permits (PostalOne!). Alternately, click Manage Permits on the left menu bar if you are already on another PostalOne! page. The Associated Business Locations page opens. 

35. To set up notification when one or more permit balances falls below a specific minimum, click Set Low Balance Alert. On the Low Balance Alert page: 

f. To set the threshold below which an alert is sent, enter a dollar amount in the Low Balance Threshold box. This amount applies to all permits, with the exception of Official Mail Accounting System (OMAS) permits and those linked to Centralized Account Processing System (CAPS) accounts. 

g. To indicate which Business Service Administrators (BSAs) receives an email when an account dips below the threshold, select the check box for that user. 

h. To save any changes made, click Submit. Alternately, to clear any changes made without saving, click Reset. 

i. On the Review Low Balance Alert page, click Submit to confirm the changes, and then Continue on the confirmation page. Alternately, click Cancel to return to the Low Balance Alert page without saving. 

36. To have expiring fee notices sent to one or more BSAs using email: 

j. Click Receive Fee Notice. 

k. If necessary, click OK in the Security Alert dialog box. 

l. To indicate which Business Service Administrators (BSAs) receives an email when a fee becomes due, select the check box for that user. 

m. To save any changes made, click Submit. Alternately, to clear any changes made without saving, click Reset. 

n. On the Review Receive Fee Notice page, click Submit to confirm the changes, and then Continue on the confirmation page. Alternately, click Cancel to return to the Receive Fee Notice page without saving.  

NOTE: If one or more users is set to receive expiring fee notices using email, USPS reserves the right to discontinue sending paper copies of expiring fee notices to the selected users.  

37. Click a name for your organization. All locations you can access with this feature that can contain permits are listed; any location marked as "corporate" (headquarters) will not appear. The Business Location Information page opens. This page displays the basic information about a business, including name, CRID, address, Mail Facility ID, and special program participation (Discounts and Rebates, electronic Verification System (eVS), Parcel Return Service (PRS), or Web Services). Tabs at the bottom of the Business Location Information page display associated business locations, permits, primary contact, and secondary contacts. 

NOTE: If you do not see a location for your organization for which you need to manage permits, you must request access to that location or add it. For more information, see Requesting Access. 

38. To view a linked business location, click the Associated Business Locations tab, then click the business location name. The Business Location Information page updates with the selected organization's information. 

39. To view permits or manage balance and fee visibility for permits linked to the business location displayed, click the Permit Profile tab. To allow third parties to view balance and fee information for a particular permit, select the check box next to the permit; to remove the ability of third parties to view balance and fee information for a particular permit, clear the check box next to the permit. Click Update View Status. If necessary, enter search criteria, then click Search to view all permits meeting that criteria from the permits listed on this tab. You can search by permit (or publication) number, permit type, permit city, permit state, and permit ZIP Code. 

40. To link a permit, click the Permit Validation tab. For more information, see Linking Permits. 

41.  To update the primary contact for your organization, click the Contact Information tab. Enter any changes, then click Save. All fields are required. This tab only allows you to update the primary contact for the business.

42. To create a new business location address information entry: 

o. Click the Manage Additional Info tab. 

p. Click Create Additional Information.

q. Enter information. Business location name, address, and a contact name are required. 

r. Click Save to save your changes, or Cancel to return to the Manage Additional Info tab without saving. 

43. To edit an existing address information entry: 

s. Click the Manage Additional Info tab. 

t. Click Edit next to the address.

u. Edit the information. Business location name, address, and a contact name are required. 

v. Click Save to save your changes, or Cancel to return to the Manage Additional Info tab without saving. 

44. To delete an existing address information entry: 

w. Click the Manage Additional Info tab. 

x. Click Delete. 

y. In the Delete Confirmation dialog box, click Yes to delete the address. Otherwise, click No to exit without deleting. 

To perform another PostalOne! task, click a link on the left menu bar. To return the Business Customer Gateway and perform other functions, click Home at the top of the page.

 XE "Accounts:fees" \* MERGEFORMAT 

 XE "Fees:calendar" \* MERGEFORMAT 

 XE "Permits:fees due soon" \* MERGEFORMAT 

 XE "Viewing:fee calendar" \* MERGEFORMAT 

 XE "Calendar, fee" \* MERGEFORMAT Viewing the Fee Calendar

The Fee Calendar displays the current month and the next two months, with the dates that any fees will expire in red, with the specific fee and permit involved listed on the date. If an asterisk (*) appears next to an entry on the calendar, multiple fees expire on that date. Additionally, a summary of all expiring fees appears at the bottom of the page. For information on all permits and fees, not limited to the three-month time frame, check your Balance and Fees page. For more information, see Viewing Your Balance and Fees. 

To view the Fee Calendar:

45. Go to the Business Customer Gateway on usps.com and log on. Click Balance & Fees (PostalOne!). Alternately, click Balance and Fees or Summary on the left menu bar if you are already on another PostalOne! page. 

46. Click View Fee Calendar. The current month and the next two months display. 

47. To change the order your search results display, click an underlined column heading. For example, to display your transactions in order by the type of fee, click Fee Type. 

To perform other functions, click Home on the left menu bar.

 XE "Accounts:linking permits" \* MERGEFORMAT 

 XE "Removing permit links" \* MERGEFORMAT 

 XE "Linking permits" \* MERGEFORMAT 

 XE "Managing:permit links" \* MERGEFORMAT 

 XE "Permits:linking" \* MERGEFORMAT Linking Permits

You can link permits to a location; all businesses participating in electronic data exchange must be linked to their permits to generate postage statements. While a permit can only be created, edited, or canceled by USPS employees, mailers can link an existing permit to a particular business location and indicate whether or not mailing agents should be allowed to see the balance and fees on a particular linked permit. 

NOTES: 

· The company ("Owner Name") listed on a permit can only belong to one non-corporate business location at a time. 

· Assigning one permit to a business location assigns all permits belonging to that company. For example, Company A has a PI, a GH, and an MT permit. When you add the MT permit to a location - the PostalOne! system automatically assigns the PI and GH permits to that location as well. If the permit belonging to Company A was previously assigned to Business Location B, none of Business Location B's other permits are affected by the change unless those permits have the same company listed.  

· Permits can only be linked to business locations that are not designated as "corporate". 

To link permits to a business location or allow viewing:

48. Go to the Business Customer Gateway on usps.com and log on. Click Manage Permits (PostalOne!). Alternately, click Manage Permits on the left menu bar if you are already on another PostalOne! page. The Associated Business Locations page opens. 

49. Click a location name for your organization. 

50. Click the Permit Profile tab.

51. Review the permits already associated with the business location. By default, 25 permits display at a time.

· To search for a particular linked permit, enter as much permit information as possible in the Permit Search Form, then click Search. You can search by Permit No (or Publication Number), Permit Type, Permit City, State, or ZIP Code (five-digit codes only). For permit number and state, you can either enter just the first few letters or numbers (starts with), or you can enter the number or city exactly as it appears on the permit (is). By default, all search fields are blank and all permits display. The permits at the bottom of the page update to only include those matching your criteria. 

· If more permits are available than can be displayed on the page, click a page number to view a specific page. To view the initial page displayed, click First. To view the page immediately preceding the current page, click Prev. To view the page immediately following the current page, click Next, and to view the final page of permits, click Last. 

· To sort the permits, click a column heading. For example, to order the permits by the name on the permit, click Owner Name.  

52. To manage visibility of balance and fee status of your permits: 

· To allow mailing agents to view the balance and fee status for one of your permits, select the Extend Balance and Fees check box, then click Update View Status. 

· To remove visibility of your permit's status, clear the Extend Balance and Fees check box, then click Update View Status. 

By default, mailing agents presenting mail on your behalf cannot view balances or fees for your permits. 

NOTE: When multiple pages of permits result from a search, only the check boxes selected on the visible page when the Update View Status button is clicked will be changed. If a check box was selected on a previous page, that permit will not be visible.

53. To link a permit: 

· Click the Permit Validation tab. 

· If necessary, click the Click Here link to see some of the validation performed when linking permits. You may need to scroll down to read part or all of the validation rules. When done, click the orange Close button. 

· Enter the Account Number (permit or publication number), Account Type (permit type), ZIP Code (five-digit ZIP Code of the Post Office the permit is listed at), and an amount from any of the last 10 transactions including that permit. All information entered must be exact. 

· Click Validate. 

NOTE: To ensure the security of mailer information, if no permits match your criteria three times, you will be unable to link a permit for 24 hours.

To search for another business location, click Associated Business Locations at the top of the page. To return the Business Customer Gateway and perform other functions, click Home at the top of the page.

 XE "Accounts:personal profile" \* MERGEFORMAT 

 XE "Profiles:editing yours" \* MERGEFORMAT 

 XE "Managing:personal information" \* MERGEFORMAT 

 XE "Viewing:your profile information" \* MERGEFORMAT Editing Your Personal Profile

Your USPS personal profile stores your name, contact information, and access rights, including access to PostalOne! features. Your personal profile allows you to update your organization's information, request access to additional features, remove access to features you do not need, and check the status of pending access requests. For Business Service Administrators (BSAs), the personal profile also allows you to review all access requests for your organization, and revoke or assign access as necessary. 

NOTE: Access requests must be approved by a BSA within 25 days, or the request is automatically denied. 

To edit your personal profile:

54. Go to the Business Customer Gateway on usps.com and log on. 

55. Click Profile at the top of the page. The Profile Information page displays. 

56. To edit your personal information or change your password, click Edit User Profile. You can change your title, name, phone number, fax number, email address, or password. You can also determine whether or not you receive information on any other USPS products and services or those of USPS partner organizations, and enter any source code supplied by a USPS representative. 

· To enter source code or change your title, name, phone number, fax number, or email address, enter or update your information. To receive marketing information from USPS or USPS partners, select the check boxes for the type of mail to receive. By default, your email does not receive any marketing information; your email address is used solely for Business Customer Gateway notification emails. Click Continue. Verify your changes, then click Continue again. 

· To change your password, click Change Password. For more information, see Resetting Your Password. 

57. To view the Business Service Administrator (BSA) Agreement, click View BSA Agreement. Another window opens and displays the agreement. 

58. To change your company's address or company name:

z. Click a business location. 

aa. Select the type of change to make, then click Next.

ab. Enter any changes or new addresses, then click Continue. 

ac. Click Confirm. You may need to close your browser and log on again to view business name changes. 

NOTE: If you now work for a different company, you must reregister for that company and be approved by that organization's BSA. 

59. To remove access to a set of features (service), select the check box for that service at the business location, then click Remove Service. Click Confirm. 

NOTE: BSAs cannot remove access to their own services and must contact the Help Desk for assistance or have another BSA remove BSA privileges, then remove the service. 

60. To indicate assignment to a new location or to request access to additional features, click Request Access at the top of the page, then follow the directions on the page. For more information, see Requesting Access. 

61. To check the status of an access request, click Request Status at the top of the page. For more information, see Checking Request Status. 

62. To see pending access requests, or grant or deny access requests, click Request Inbox. This is only available for individuals designated as a BSA for their organization. For more information, see Checking the Request Inbox. 

63. To set other users as BSAs, click Manage User Access. This is only available for individuals designated as a BSA for their organization. For more information, see Managing User Access. 

64. To view any detail information available about a service or an organization, click the service or business name. When done viewing the details in another window, click Close Window. 

To manage user access for other users (BSAs only) or yourself (all users), click the appropriate link at the top of the page. To perform other functions, click Gateway at the top of the page. 

 XE "Permissions:request rights" \* MERGEFORMAT 

 XE "Features, access" \* MERGEFORMAT 

 XE "Access requests:request permissions" \* MERGEFORMAT 

 XE "Request:access rights" \* MERGEFORMAT 

 XE "Locations, change" \* MERGEFORMAT 

 XE "Profiles:change access" \* MERGEFORMAT Requesting Access

Users can only access features (services) that they have requested and that have been approved by the Business Service Administrator (BSA) for their company. A service must be approved separately for each location that the user should be able to access. For example, if you submit electronic mailing data for sites A and B, you must submit two requests to access electronic data exchange, one for each site. 

NOTE: Access requests must be approved by a BSA within 25 days, or the request is automatically denied. 

To request access to features or a new location:

65. Go to the Business Customer Gateway on usps.com and log on. 

66. Click Request Access. The Add a Service page opens. 

67. Review the list of available features or search by service name or a short description. To search for a service, click Service Name or Short Description in the list, then enter part of the name or description. Click Submit. Business features are grouped into "services" and separated by the type of service. For example, to gain access to schedule mailing appointments online through the Facility Access and Shipment Tracking System (FAST) or to gain access to electronic data exchange features, look under Mail & Transport. To view more information about a service, click details next to the service. Click Close Window or the Close button ([image: image6.png]


) when done. 

68. Click the service to add. 

69. If necessary, review the Terms and Conditions for Customers agreement. Select the I certify that I have read and understand the foregoing check box. Click Next. The Select Business Locations page opens and displays all current locations for your organization. 

NOTE: To print the agreement, click Print before clicking Next. A separate window opens with a printable copy. 

70. Select the check box(es) for the locations, then click Next. If the location is a new location for your organization, you must add the location. To add a new location: 

ad. Click New Business Location. 

ae. Enter the name and address for the location, then click Continue. 

af. If necessary, select the address from the list or click the Use this address option, then click Continue. 

71. Click Confirm. 

72. To check the status of an access request, click Request Status at the top of the page. The Request Status page opens and displays every access request made, including the location for which access is approved, denied, or pending. For more information, see Checking Request Status. 

To manage user access for other users (BSAs only) or yourself (all users), click the appropriate link at the top of the page. To perform other functions, click Gateway at the top of the page. 

 XE "Permissions:status" \* MERGEFORMAT 

 XE "Access requests:status" \* MERGEFORMAT 

 XE "Status:access requests" \* MERGEFORMAT 

 XE "Request:access status" \* MERGEFORMAT Checking Request Status

The Request Status page displays all active requests you have made for additional services. This page only displays requests for you; to see other users' requests, you must have Business Service Administrator (BSA) access and use the Request Inbox. Requests expire (are automatically denied) after 25 days. The page displays the following information:

· Request ID

· Service

· Entity

· Address

· Date Requested

· Status

· Approver

· External Approval Link

To view the status of your requests

73. Go to the Business Customer Gateway on usps.com and log on. 

74. Click Request Status.

75. To change the order files display, click a column heading. For example, to view the results by approval status, click Status. 

76. Click a link under the Service column to display the Service Details page for the corresponding service.

77. Click a link under the Entity column to display the Business Details page for the corresponding business. Click Close Window or the Close button [image: image7.png]


  to return to the Request Status page.

78. To continue a request with a status of Pending External, click Resume Application under External Approval Link. For information on completing access requests, see Requesting Access. This is only necessary for locations that do not yet have a BSA assigned. 

79. To cancel a request, select the check box for the request, then click Cancel Request. Click Confirm. 

To perform another function, select a link at the top of the page.

 XE "Permissions:BSA" \* MERGEFORMAT 

 XE "Access requests:assign BSA status" \* MERGEFORMAT 

 XE "Profiles:user" \* MERGEFORMAT 

 XE "Managing:users" \* MERGEFORMAT 

 XE "Users:profiles" \* MERGEFORMAT 

 XE "Users:viewing" \* MERGEFORMAT 

 XE "Viewing:users" \* MERGEFORMAT Managing User Access

Business Service Administrators (BSAs) for a particular organization must approve all access requests for other users in their organization, or those users will be unable to access anything. In addition to approving access requests, BSAs can also set other users to be BSAs.  

NOTES: 

· This feature is only available for users designated as BSAs. 

· Access requests must be approved by a BSA within 25 days, or the request is automatically denied. 

To manage your user access: 

80. Go to the Business Customer Gateway on usps.com and log on. 

81. To approve or deny access requests for users in your organization, click Request Inbox, then click the user's last name. A page appears with a brief summary of the user, the access requested, and the location that would be affected by approval of the access request. 

· To approve a user, click Approve, then click Confirm. 

· To deny a user's access request, click Deny, then click Confirm. 

· To view company/organization information, click the company name. A dialog box appears with a summary of the company. Click Close Window when done. 

· To exit user information without approving or denying, click Return to Queue. 

82. To set another user as a BSA or remove BSA status from another user, click Manage User Access. The Manage User Access page displays. Next: 

· To view a user's details, click the user's last name. Another window opens with the information. Click Close Window when done. 

· To filter by the feature set (services) available to the other user, click an option in the Services list. The default is all services. 

· To filter by the businesses the other user can access, click an option in the Business Name list. The default is all services. 

· To set a user as a BSA, select the check box next to their name, then click Assign. Click Confirm. 

· To remove BSA privileges from another user, clear the check box next to their name, then click Revoke. Click Confirm. 

83. To view the details of a business location, click the business name on either the Request Inbox or the Manage User Access page. Another window opens with the information. Click Close Window when done. 

To manage user access for other users (BSAs only) or yourself (all users), click the appropriate link at the top of the page. To perform other functions, click Gateway at the top of the page. 

 XE "Permissions:approve or deny" \* MERGEFORMAT 

 XE "Access requests:approve or deny" \* MERGEFORMAT 

 XE "Request:approve or deny access" \* MERGEFORMAT 

 XE "Users:approving or denying" \* MERGEFORMAT Checking the Request Inbox

The Request Inbox is available for Business Service Administrators and contains all access requests to services you manage. The Request Inbox only displays access requests for users other than yourself; your own requests are only visible on the Request Status page. The page lists the following information:

· Request ID

· Date Submitted

· Last Name

· First Name

· Business Name

· Business Location

· Business Service

· Status

NOTE: Requests are automatically denied if they are not approved or denied manually within 25 days of the access request. 

To manage a request:

84. Go to the Business Customer Gateway on usps.com and log on. 

85. Click Request Inbox.

86. Click the last name of the individual making the request for access. The Request Details page opens. Here you can view information about the requester, what they are requesting, and information about the business.

87. Approve or deny users as appropriate: 

· To approve a user, select the check box next to their name, then click Approve. Click Confirm. 

· To deny a user's access request, select the check box next to their name, then click Deny. Click Confirm. 

· To exit without approving or denying a request, click Return to Queue. 

Multiple users can be approved or denied at the same time. 

To perform other functions, click the link at the top of the page.

 XE "Full-service:data subscriptions" \* MERGEFORMAT 

 XE "Subscriptions, data" \* MERGEFORMAT 

 XE "Managing:data subscriptions" \* MERGEFORMAT Managing Full-Service Data Subscriptions

For mailers participating in the Full Service program, the PostalOne! system links with systems that provide Start-the-Clock, address correction, by/for conflict, container visibility scans, Full-Service data quality verification, and Nixie details. Customers can choose to have the PostalOne! system automatically send (“push”) XML messaging regarding these systems - either the information itself, or notifications when such data is available for retrieval. Users can subscribe to have data sent to them, and manage what information is sent using the PostalOne! Web pages. This feature is only available for users designated as Business Service Administrators (BSAs) for their organization. 

NOTE: 

· Because subscriptions return XML files, rather than sending emails, a Web URL must be accessible to the PostalOne! system where the messages can be placed. 

· To stop receiving email notification of additional postage required due to data quality errors in Full Service mailings, see Viewing VAE Reports. 

To manage subscriptions: 

88. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar on the left menu bar if you are already on another PostalOne! page.

89. To view transactions on your account, click Push Subscription Profile. Another window opens. 

90. If necessary, click Yes in the Security dialog box. 

91. Click the company for which you would like to manage subscriptions in the Business entity list. 

92. To sign up: 

ag. Click Subscribe next to the type of change to be notified of. 

ah. Click or enter all information. All fields are required. Two push types are available: Delivery (information is automatically sent), or Notification (receive notification when information is available - the mailer must retrieve the actual information). Three frequencies are available: every 6 hours (default), every 12 hours, or every 24 hours. By default, the messages sent are XML 6.0; for XML 7.0, 8.0, 8.1, or 10.0, click the version number in the Message Version list. 

ai. Click Submit to save your subscription, or Cancel to exit without subscribing. 

aj. If necessary, on the confirmation page, click OK. 

93. To edit an existing subscription: 

ak. Click Edit next to the subscription. 

al. Make your changes. All fields are required. 

am. Click Submit to save your changes, or Cancel to exit without saving changes. 

an. If necessary, on the confirmation page, click OK. 

94. To delete an existing subscription, click Unsubscribe next to the subscription. In the dialog box, click OK to confirm the deletion of the subscription; to keep the subscription, click Cancel in the dialog box instead. 

To perform any function other than managing subscriptions, click Home to return to the Business Customer Gateway. 

Your Forms

 XE "Using:forms" \* MERGEFORMAT 

 XE "Forms:understanding" \* MERGEFORMAT 

 XE "Postage statements:understanding" \* MERGEFORMAT Understanding Forms

If you are new to submitting postage statements electronically, use the following table to determine the form to submit: 

	Class of Mail
	If you use paper statement 
	To mail
	Use this link on the Submit a Form page

	First-Class Mail
	3600-EZ
	First-Class Mail - Easy - Nonautomation Letters, Cards, or Flats
	3600 - First-Class Mail

	
	3600-FCM
	All First-Class Mail
	3600 - First-Class Mail

	International Mail
	3700 - Part A
	First-Class Mail International - Permit Imprint
	3700-A

	
	3700 - Part B
	International Surface Airlift (ISAL)
	3700-B

	
	3700 - Part C
	International Priority Airmail (IPA)
	3700-C

	
	3700 - Part D
	Priority Mail International - Permit Imprint
	3700-D

	
	3700 - Part E
	Global Shipping Software (GSS) - Priority Mail International
	3700-E

	
	3700 - Part F
	Global Shipping Software (GSS) - Express Mail International
	3700-F

	
	3700 - Part G
	Global Shipping Software - Global Express Guaranteed
	3700-G

	
	3700 - Part H
	Global Bulk Economy Mail - Permit Imprint
	3700-H

	
	3700 - Part I
	Global Direct - Canada Admail
	3700-I

	
	3700 - Part J
	Global Direct - Canada Publications Mail
	3700-J

	
	3700 - Part K
	Global Direct - Canada Lettermail
	3700-K

	
	3700 - Part Q
	Global Direct - Permit Imprint
	3700-Q

	Package Services
	3605 - Part A
	All Bound Printed Matter
	3605 - Bound Printed Matter

	
	3605 - Part B
	All Library Mail or Media Mail
	3605 - Library Mail or Media Mail

	
	3605 - Part C or D
	All Parcel Post and Parcel Select
	3605 - Parcel Post

	Periodicals
	3541
	All Periodicals
	3541 - Periodicals

	
	3541
	Multiple versions of the same publication
	3541 - Combined

	
	3541-M
	For all issues in a month
	3541 - Periodicals

	Priority Mail
	3600-PM
	All Priority Mail
	3600 - Priority Mail

	Standard Mail
	3602-C
	Consolidated Standard Mail
	3602 - Standard Mail

	
	3602-EZ
	Easy form for regular rate mailings
	3602 - Standard Mail

	
	3602-N
	Nonprofit mailings
	3602 - Standard Mail

	
	3602-NZ
	Easy form for nonprofit mailings
	3602 - Standard Mail

	
	3602-R
	Regular rate mailings
	3602 - Standard Mail


 XE "Calculating weights" \* MERGEFORMAT 

 XE "Thresholds, weight" \* MERGEFORMAT 

 XE "Weights:calculating" \* MERGEFORMAT 

 XE "Break points, weight" \* MERGEFORMAT 

 XE "Estimates, weight" \* MERGEFORMAT Calculating Weights

The weight of the mail is one of the items used to determine the total bill for a mailing. To better predict postage rates, you should know: 

· How much the mail weighs

· When the weight of the mail impacts your rates

How much the mail weighs

If possible, weigh your mail pieces before submitting the postage statement to determine the mail piece weight. If you do not have the ability to weigh mail pieces before bringing the mail to the Postal Service, you can still submit the postage statement electronically and enter an estimated weight for your mail piece. For most users, this will not change the amount of postage you pay. However, your weight may be adjusted later by the Postal Service when your mailing is verified. 

The thickness of your paper and the air humidity will affect the actual weight of your piece of mail. You should also be able to use the weight of your last mailing as a reliable estimate if your paper stock, mailing labels, and the number of pages are still the same. If you do not have this information available, see below for default weights that can help you estimate the weight. 

	Paper Size
	
	Number of sheets
	Use this weight (lb):

	8 1/2 by 11"
	No envelope
	1
	.0100

	
	
	2
	.0200

	
	With #10 envelope and printed address
	1
	.0200

	
	
	2
	.0300

	
	With #10 envelope and address labels
	1
	.0250

	
	
	2
	.0350

	11 by 17"
	No envelope
	1
	.0205

	
	
	2
	.0410

	
	With #10 envelope and printed address
	1
	.0305

	
	
	2
	.0510

	
	With #10 envelope and mailing labels
	1
	.0355

	
	
	2
	.0560


NOTE: These numbers are basic estimates to assist users. Your actual mailing may vary. 

When the weight of the mail will impact your rates

The postage per piece changes when the weight of your mail piece crosses a threshold ("break point"). That threshold varies by class of mail.

	Mail Class
	Break Point in Ounces*
	Break Point in Pounds
	Weight Increment

	First-Class Mail
	1
	0.0625
	Each ounce up to 13 oz

	Package Services
	16
	1
	Each pound up to 70 lb

	Periodicals
	Price varies by weight
	Price varies by weight
	Varies by weight

	Standard Mail
	3.3
	0.2063
	Varies by weight over 3.3 oz


* This is the weight where your postage moves to the next price rate. 

 XE "Forms:overview" \* MERGEFORMAT 

 XE "Submitting forms:overview" \* MERGEFORMAT Submitting Forms

The Submit a Form page will allow you to use the PostalOne! system to electronically send forms directly to the U.S. Postal Service™. Additionally, it also displays links to viewing postage statements submitted electronically and pending finalization (billing); for information on this report, see Viewing Pending Postage Statements.

	Forms available for submission are:
	For more information, see: 

	Domestic postage statements:

· PS Form 3541 - Periodicals

· PS Form 3541 - Periodicals - Combined 

· PS Form 3600 - First-Class Mail

· PS Form 3600 - Priority Mail

· PS Form 3602 - Standard Mail

· PS Form 3605 - Bound Printed Matter

· PS Form 3605 - Parcel Post

· PS Form 3605 - Media Mail or Library Mail
	Submitting Domestic Forms
Reusing Forms
Finishing Incomplete Forms

	Mail.dat or Mail.XML postage statements and supporting information
	Transferring Mail.dat Forms,

Viewing File Transfer Metrics

	PS Form 3700 - Parts A through K and Part Q
	Submitting International Forms

	PS Form 3526 - Statement of Ownership, Management, and Circulation
	Submitting Statements of Ownership

	PS Form 3623 - Request for Confirmation of Authorization or Pending Application to Mail at Nonprofit Standard Mail Rates
	Submitting Nonprofit Notification Requests

	PS Form 3624 - Application to Mail at Nonprofit Standard Mail Rates
	Submitting Nonprofit Applications

	PS Form 6015 - Nonprofit Database Change Request
	Submitting Nonprofit Changes

	Consolidated (Periodicals) Payment Request
	Managing CPP Payments


All forms contain standard postal terms; for definitions of these terms, see the Postal Glossary.

To submit a form:

95. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar on the left menu bar if you are already on another PostalOne! page.

96. Click the form to submit.

To return to a previous page, click a link on the left menu bar. 

 XE "Mailings:domestic" \* MERGEFORMAT 

 XE "Transactions:submitting postage statements" \* MERGEFORMAT 

 XE "Forms:submitting domestic" \* MERGEFORMAT 

 XE "Postage statements:domestic" \* MERGEFORMAT 

 XE "Submitting forms:domestic statements" \* MERGEFORMAT 

 XE "Periodicals:postage statements" \* MERGEFORMAT Submitting Domestic Forms

The PostalOne! system currently allows you to submit the following domestic postage statements: 

· PS Form 3541 - Periodicals

· PS Form 3541 - Periodicals - Combined 

· PS Form 3600 FCM - First-Class Mail

· PS Form 3600 PM - Priority Mail

· PS Form 3602 - Standard Mail

· PS Form 3605 - Bound Printed Matter

· PS Form 3605 - Parcel Post

· PS Form 3605 - Media Mail or Library Mail

To view a list of all forms that can be submitted electronically, not just domestic postage statements, see Submitting Forms. All forms contain standard postal terms; for definitions of these terms, see the Postal Glossary.

To submit a postage statement:

97. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar if you are already on another PostalOne! page. 

98. To submit a statement very similar to a previously-submitted statement, click View forms I have submitted, or to submit a form that was previously begun and never finished, click View incomplete forms I have started. For more information on either of these options, see Reusing Forms and Finishing Incomplete Forms. Otherwise, click the type of form to submit. 

NOTE: If you are uncertain which form to complete, click Summary on the left menu bar, then click Business Mail 101. Another window opens with the Business Mail 101 site. Use the Business Mail 101 site to determine the form type to submit, then start the form submission process again. Alternately, for a quick reference, see Understanding Forms. 

99. Select your permits and user type. You can only use permits that you can access using Balance and Fees.

· If you are a mail owner (non-Periodicals) or publisher (Periodicals), click the Permit Holder or Publisher (Periodicals only) User Type, then click Save and Continue. 

· If you are a mailing agent (preparer), click the Mailing Agent User Type, click your company's permit, then click Save and Continue. 

NOTE: If you have previously submitted postage statements and have permits listed on the Manage Permits page that do not appear when attempting to submit a mailing, ask your local Bulk Mail Entry unit to verify your permit has the correct location assigned and is not missing any information. 

100. If you chose Mailing Agent or Publisher on the previous page, enter or select the mail owner permits. 

· For non-combined mailings, enter or select the permits for the Permit Holder and the Mail Owner. The Permit Holder is the permit used to pay for the mailing, while the Mail Owner is the owner of the mail. 

· For combined mailings, enter or select the Permit Holder permits for all postage statements in the combined mailing. Enter Edition, Issue Date, Advertising Percentage, and the Copy Weight. Repeat until all publications have been entered. You will have to enter the postage statements in the order the statements are listed on this page. If bundle and container charges apply, select the Add D + E check box. Select Con. Stmt. for a Consolidated Statement. By default, the Permit Entry page includes 10 postage statements. To add more, click Add Another Line. Click Save and Continue.

101. On the Permit Entry page, complete all required information such as Total Pieces or Processing Category and any basic information about the mailing, such as total weight and piece rate. If the statement is a Periodicals statement for bundle and container charges, select the Parts D + E (bundles/containers) only check box. Click Save and Continue. To view weight guidelines, see Calculating Weights. 

NOTES: 

· If the annual PS Form 3526 (Statement of Ownership, Management, and Circulation) has not been completed for an origin-entry Periodicals permit, a reminder message appears once a week, every week, between September 1 and October 31. Once the form has been completed for the year, this message no longer displays.

· If you leave the postage statement after this step without submitting it, the form will be available from the View incomplete forms I have started link. 

102. On the Account Verification Information page, complete the Mailing Characteristics section. The Mailing Characteristics section requires you to define your mailing in broad terms - rate category, discounts claimed, and so on. The choices you select on this page will determine the line items you have to complete later. When you have completed this section, click Save and Continue to go to the next page, or Back to return to a previous page. 

103. On the Mailing Information page, enter the specific details (line items) of your mailing, including your (CAPS) Customer Reference ID number, the Statement Sequence number, federal agency cost code if applicable, address matching date, number and type of containers, and number of pieces and/or pounds for each rate claimed. Click Save and Continue to go to the next page, or Back to return to a previous page. 

NOTES: 

· For Full-Service mailings, Mailing ID or Lowest and Highest Piece IDs are required. 

· Lowest and Highest Piece IDs must be nine digits long if a six-digit Mailer ID is provided. 

· For Periodicals, non-advertising percentage is automatically calculated once total weight and advertising percentage have been entered. This information displays on the review page and final postage statement. 

· Required fields are indicated by a red asterisk (*).

104. If you make any mistakes and try to claim an invalid combination, an error page appears. Click Back and correct the information. 

105. For Periodicals, if a Limited Circulation Discount applies, click OK in the limited circulation discount dialog box. If it does not apply, click Cancel in the limited circulation discount dialog box. 

106. For combined mailings, complete any information. Click Save and Continue to go to the next page, Abandon to cancel the statement entirely, or Back to return to a previous page. 

107. For combined mailings, complete any information. Click Save and Continue to go to the next page, Abandon to cancel the statement entirely, or Back to return to a previous page. On the review page, click Submit to send the postage statement to the PostalOne! system or Back to return to a previous page. You must repeat steps 4 through 10 until all postage statements are complete.

108. Complete your mailing. 

· For combined mailings, review the summary of the postage statements. If acceptable, click Submit. To return to a previous page, click Back. To view a particular postage statement, click the PS Number link. 

· For all other mailings, on the Review page, ensure all information about your mailing is correct. Complete any other information. Click Submit to send the postage statement to the PostalOne! system or Back to return to a previous page. To exit and complete the form later, click Save and Exit.

109. To print the confirmation page:

· For combined mailings, click the PS Number, then click Print at the bottom of the page. To close the print window, click Close ([image: image8.png]


).

· For all other mailings, click [image: image9.png]


 Printer Friendly Version at the top of the Confirmation message. Another window opens with the information formatted for printing. Click Print in your printer dialog box. To close the print window, click Close ([image: image10.png]


). 

· Alternately, write down your Mailing Group ID. 

You must take the Mailing Group ID with your mailing to the participating Post Office. After a postage statement is submitted, it is not finalized until you take the mailing and Mailing Group ID to the acceptance unit for a BMEU clerk to approve and bill. To look up your Mailing Group ID later or decide to cancel the postage statement, you can use the Pending Postage Statements Report. For more information, see Viewing Pending Postage Statements. 

To perform another PostalOne! task, click a link on the left menu bar. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Mailings:international" \* MERGEFORMAT 
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 XE "Forms:submitting international" \* MERGEFORMAT 

 XE "Postage statements:international" \* MERGEFORMAT 

 XE "Submitting forms:international statements" \* MERGEFORMAT 

 XE "International statements" \* MERGEFORMAT Submitting International Forms

The Postal Wizard page will allow you to use the PostalOne! system to submit a form directly to the U.S. Postal Service™. For postage statements, including international postage statements, you will need to print the confirmation number available on the confirmation page  and take that paper to the Post Office™ with your mailing.  

The PostalOne! system currently allows you to submit PS Form 3700 - Parts A through K and Q. Each form part is a separate form in the Postal Wizard. For information on domestic postage statements, see Submitting Domestic Forms. All forms contain standard postal terms; for definitions of these terms, see the Postal Glossary.

To submit a postage statement:

110. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar if you are already on another PostalOne! page.

111. To submit a statement very similar to a previously-submitted statement, click View forms I have submitted or to submit a form that was previously begun and never finished, click View incomplete forms I have started. For more information on either of these options, see Reusing Forms and Finishing Incomplete Forms. Otherwise, click the type of form to submit.  

NOTE:  If you are uncertain which form to complete, click Summary on the left menu bar, then click Business Mail 101. Another window opens with the Business Mail 101 site. Use the Business Mail 101 site to determine the form type to submit, then start the form submission process again. Alternately, for a quick reference, see Understanding Forms.  

112. Select your user type and permit. You can only use permits that you can view using Balance and Fees. 

· If you are a mail owner, click the Permit Holder User Type, then select the permit that will pay for the mailing. Click Save and Continue. 

· If you are a mailing agent (preparer), click the Mailing Agent User Type, click your company's permit, then click Save and Continue. 

NOTE: If you have previously submitted postage statements and have permits listed on the Manage Permits page that do not appear when attempting to submit a mailing, ask your local Bulk Mail Entry unit to verify your permit has the correct location assigned and is not missing any information. 

113. If you chose Mailing Agent on the previous page, enter or select the permits for the Mail Owner. The Permit Holder is the permit used to pay for the mailing, while the Mail Owner is the owner of the mail.  

· If you only have one permit applicable to the class of mail you are sending, that permit is automatically selected for you and you can skip this step. 

· If you have less than ten permits available for the mail class, those permits automatically display and no search is necessary. Click the appropriate permit. 

114. On the Mailer Information page, complete the Mailing Characteristics section. The Mailing Characteristics section requires you to define your mailing in broad terms - processing category, weight, and so on. The choices you select on this page will determine the line items you have to complete later. When you have completed this section, click Save and Continue to go to the next page, or Back to return to a previous page. 

NOTE: If you select M - bags only as the processing category, you will not be able to add any information to the Piece Weight, Total Pieces, and Total Weight fields.

115. On the Mailing Information page, enter your Customer Reference ID number (CAPS participants only), the Statement Sequence number, and the number and type of containers. If necessary, select the Extra Services check box. Click Save and Continue to go to the next page, or Back to return to a previous page. 

116. On the Line Item Entry page, enter the specific details (line items) of your mailing. Click Save and Continue to go to the next page, or Back to return to a previous page. 

117. If you make any mistakes and try to claim an invalid combination, an error page appears. Click Back and correct the information. 

118. On the Review page, ensure all information about your mailing is correct. Click Submit to send the postage statement to the PostalOne! system or Back to return to a previous page. 

119. To print the confirmation page, click [image: image11.png]


 Printer Friendly Version at the top of the Confirmation message, then click Print in the new window. Alternatively, write down your Mailing Group ID. 

You must take the Mailing Group ID with your mailing to the participating post office. After a postage statement is submitted, it is not finalized until you take the mailing and Mailing Group ID to the acceptance unit for a BMEU clerk to approve and bill. To look up your Mailing Group ID later or to cancel the postage statement, you can use the Pending Postage Statements Report. For more information, see Viewing Pending Postage Statements. 

To return to a previous page, click a link on the left menu bar. 
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If you began to enter a domestic or international postage statement and got past the Permit Entry page before having to quit, your incomplete form is automatically saved for completion later. All forms contain standard postal terms; for definitions of these terms, see the Postal Glossary. Only postage statements can be saved for completion later. 

To finish an incomplete form: 

120. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar on the left menu bar if you are already on another PostalOne! page.

121. Click View incomplete forms I have started. The Incomplete Mailers Forms page opens and displays all saved incomplete forms, including postage statement ID, permit holder number, location, submission date, transaction type, pieces/copies, total weight, and transaction amount. Some information may be unavailable dependent on the last page submitted before abandoning the statement. 

122. To open an incomplete statement and continue the submission process, click the Postage Statement ID for the statement. 

123. Finish entering information, then submit the form. For information on submitting a postage statement, see Submitting Forms. 
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If many of your mailings are similar, the PostalOne! system allows you to use a domestic or international postage statement that has already been finalized as a template for future submissions. Statements still awaiting finalization by postal employees are not available. All forms contain standard postal terms; for definitions of these terms, see the Postal Glossary.

To reuse a previously submitted form: 

124. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar on the left menu bar if you are already on another PostalOne! page.

125. Click View forms I have submitted. 

126. Enter your criteria, then click Search: 

· (Optional) To view a particular class of mail, click a choice in the Form Type list. For example, you would click 3541 Periodicals to see all Periodicals postage statements. The default is all mail classes. 

· Click the permit type in the Permit Type list. The default is all permit types. 

· Enter the permit or publication number in the Permit/Pub No box.

· (Optional) To view all transactions performed at a particular office, click the name of the office in the Location list. The default is all locations. 

· To view transactions for a particular time period, enter a Start Date and an End Date. To view one particular day, enter the same date in both boxes. Start Date cannot be before 07/15/2007, and the total date range can be 125 days or less. Date ranges are based on the date the postage statement was submitted, not the date processed.

127. To view a summary of a postage statement listed, click the permit number for that statement. A separate window opens and displays a summary of the mailing. Click the Close button ([image: image12.png]


) to close the summary window. 

128. To use a statement as a template, click the appropriate statement Transaction Type link. The Postal Wizard launches with the information from the old statement used as the defaults. 

129. Edit the information to match the new mailing, then submit the form. For information on submitting a postage statement, see Submitting Forms. 
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PS Form 3526 (Statement of Ownership, Management, and Circulation) is required for all Periodicals publications annually on or before the first of October. Periodicals privileges may be suspended if the deadline is not met. 

To submit PS Form 3526: 

130. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar on the left menu bar if you are already on another PostalOne! page.

131. Click 3526. 

132. Enter the year. The default is the current year. 

133. Click a permit number. All Periodicals and Pending Periodicals permits you can access are listed. 

134. Enter basic publication information and associated individuals (such as the publisher, editor, etc.). The number of issues published per year and Publisher are required. 

· If Publisher, Editor, and Managing Editor are the same, select the Same as Publisher check box for the Editor and Managing Editor and the PostalOne! system will complete those fields with information from the Publisher fields. 

· If Editor and Managing Editor are unnecessary, select the N/A check box. 

· To verify address accuracy, select the AMS check box. 

135. Add, edit, or delete owners and known bondholders, mortgagees, and other security holders. List all individuals or organization with more than a 1% interest in the ownership, bonds, mortgages, or securities. 

· If no individual or organization holds any bonds, mortgages, or securities, select the None check box. 

· If all owner information is on file at the origin entry office (where the permit was first requested), select the List of owners is in the publication file at the original entry office check box.

· To verify the accuracy of addresses, select the AMS check box. 

· To add an individual or organization, click Add for the appropriate designation (owner, bondholder, etc.). In the dialog box, enter the full name and address of the individual or organization, then click Add. To cancel without saving the new entry, click Close. 

· To update an individual or organization, click Edit for the appropriate designation (owner, bondholder, etc.). In the dialog box, update the full name and address of the individual or organization, then click OK. To cancel without saving the changes, click Cancel. 

· To remove an individual or organization, select the appropriate name, then click Delete. 

· To submit owner information from a file, select the Upload Owner Information check box, then click the Browse. Navigate to the file on your computer, then click the file. Click Open. Owner information cannot be an executable file; it should be either a text file (such as a .txt or .doc file) or a file with an image of the scanned information (such as a .gif or .pdf file). 

136. For nonprofit organization, indicate if nonprofit authorization has changed in the past year. If not, click Has Not Changed During Preceding 12 months. If nonprofit authorization has changed, click Has Changed During Preceding 12 Months, then enter an explanation of the changes. This option only appears if the nonprofit authorization has been requested in the past for the permit. 

137. Click Continue. 

138. If necessary, on the address verification page, select the appropriate address. To accept the address as entered, click Accept This Address. Otherwise, select the appropriate address, then click Select Address at the bottom of the page. Repeat if necessary until all addresses have been verified. This is only necessary if the AMS check boxes were selected in steps 5 or 6. 

139. Enter the issue date to use for circulation information, then click a Calculation Method option. To enter circulation information manually, click Manual. To have the system automatically complete circulation information based on mailings in the select year, click Automatic. 

140. Enter circulation information and the name and title of the person approving (signing) the form, select the certification check box. Signatory name, Issue Date and the certification check box are required.

141. To save as a draft, click Save as Draft. Otherwise, click Save as Final to submit the form. Drafts save all entered information, but the form is not listed as complete and does not appear as a completed form in USPS reports until a final version has been submitted. 

142. Click OK in the message box to acknowledge that the Statement of Ownership, Management, and Circulation for the current year has been saved.
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Mailers participating in the Consolidated Periodicals Payment (CPP) program and submitting postage statements using Mail.dat files or Mail.XML messaging can schedule a payment date for Periodicals mailings, have a postal employee schedule a date, or have the PostalOne!  system automatically deduct payment. Electronic payment is available for single edition, combined, or consolidated Periodicals mailings, including enclosures within a Periodicals mailing, provided the permit charged is a CPP permit and linked to a CAPS debit account. 

Once a postal employee has set a postage statement to "FPP" (Finalized, Postage Pending), mailers can choose to pay for the mailing any time prior to the automatic account debit allowed by the CPP program. Payment cannot be scheduled after the automatic payment date. Automatic debits occur: 

· If the last mailing date plus 14 days is less than 45 days away, the PostalOne! system automatically deducts payment 14 days after the statement gains FPP status. 

· If the last mailing date is more than 45 days away when the 14 day period is included, the PostalOne! system automatically deducts payment 45 days after the statement gains FPP status. 

Once a postage statement has been paid (indicated by "FIN" status on the Dashboard), no further changes can be made. 

To manage CPP payments: 

143. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar on the left menu bar if you are already on another PostalOne! page.

144. Click Consolidated Payment Request. The Permit Search Page opens and displays all available CPP Periodicals permits, including ISSN number. 

145. Click a permit. The Consolidated Payment Request - Home page opens. 

146. To view a summary of all postage statements in the mailing with individual totals, click an Issue Date link. The Summary Receipt page opens. To view an individual statement in mailing, click a PS link. For more information, see Viewing Dashboard Postage Statements. 

147. To view an individual postage statement, expand the mailing Issue Date (click [image: image13.png]


). Expand the location, then click a PS link. For more information, see Viewing Dashboard Postage Statements. 

148. To download a summary of a particular transaction (including all child postage statements, where applicable): 

ao. Click the Details icon ([image: image14.png]


) next to the transaction. The Download Transactions Report dialog box appears. 

ap. If necessary, click Yes in the browser Security dialog box(es). 

aq. Click the format you want to download your transactions in, then click Download. The options are a Microsoft Excel spreadsheet (.xls) file, a Comma Separated Values (.csv) file, which is a text file with the values separated by commas, or an Adobe Portable Document Format (.pdf) file. Microsoft Excel can be used to open a .csv or .xls file. 

ar. If necessary, click Save in the File Download dialog box. 

as. Navigate to the location you want to save the file in, and give it a name that will be easy to remember. Click Save. Although other options are available, you must click Save to keep a copy of the transaction summary on your computer. If necessary, click Close in the browser dialog box. Click Close Window in the Download Transactions Report dialog box when done. 

149. To schedule a payment:

at. Click Add Payment.

au. Enter search criteria to find the mailing to pay for. Permit number and type are automatically entered. The default search is by Issue Date. Click Issue Date or Issue Number in the Search By box, and enter the Issue Date, Volume Number, and/or Issue Number. Enter the date the payment should be made, then click ADD PAYMENT REQUEST. To exit without adding a new payment, click CANCEL. 

av. On the Add Payment page, select the Add check box. Selecting the Add check box for a location or issue date adds all postage statements under that location or issue date. This option is only available for mailings that contain more than one postage statement. To view a postage statement, expand the Issue date, then expand the location. Click the PS link. To return to the Modify Payment page, click your browser Back button. 

aw. Click ADD PAYMENT REQUEST. To exit without adding the new payment, click ABANDON. 

150. To edit a scheduled payment that has not yet been paid, click Modify Payment in the Details column. Make your changes, then click Submit. To exit without making changes, click Abandon. Available changes are: 

· To change the payment date, enter a new payment date. 

· To view a postage statement, expand the Issue date, then expand the location. Click the PS link. To return to the Modify Payment page, click your browser Back button. 

· To remove a postage statement from the scheduled payment date, select the Remove check box next to the statement. Selecting the Add check box for a location or issue date adds all postage statements under that location or issue date. This option is only available for mailings that contain more than one postage statement. 

· To add a payment to the scheduled payment date, select the Add check box. Selecting the Add check box for a location or issue date adds all postage statements under that location or issue date. This option is only available for mailings that contain more than one postage statement. 

151. To view previous payments, click Display Payment History. By default, the last year of payments displays. Results are limited to the permit previously selected.  

· If necessary, narrow down the results to view just the desired payments by entering search criteria, then clicking Search. Available criteria includes: Payment Date range (begin and end dates), Job ID, Issue Date, Issue Number, and Volume Number.

· If your search or the default returned more transactions than can display on one page, click First to return to the initial page of results, Previous to return to the page of results viewed prior to the current one, Next to view the page of results following the current one, or Last to view the final page of results. Alternately, enter a specific page of results, then click Go to view a specific page. 

· To view all records on a single page, click Display All Records. 

· To view a summary of all postage statements in the mailing with individual totals, click an Issue Date link. The Summary Receipt page opens. 

· To view an individual postage statement, expand the mailing Issue Date (click [image: image15.png]


). Expand the location, then click a PS link.

· To download transaction details, click the Details ([image: image16.png]


) icon next to the transaction, and follow the instructions in step 6. 

To perform another PostalOne! task, click a link on the left menu bar. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.
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This report is only available if a job has sufficient information, and if the company associated with the job participates in the eDropShip program. The Mail Acceptance Status pages list the associated appointment ID, facility name, scheduled arrival date, Job ID(s), container barcodes, electronic 8125 (e8125) status, and all completed acceptance checks. The acceptance checks include barcode status, appointment, payment, drop shipment discount, and verification status. 

To check mail acceptance status: 

152. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page. 

153. Click Induction Activity Report (eDropShip). The View Mailing Induction Activity home page opens.  

154. Click Check Acceptance on the left menu bar. The Mail Acceptance Status Search page opens. 

155. Enter any criteria, then click Search. Unless otherwise noted, all criteria are required. The criteria available are: 

· Search by. You can search based on Appointment ID, Job ID, or Container Barcode ID. The default is Appointment ID. 

· Date Range. The default is the past two weeks. 

· ID Number. Enter as much of the ID as possible to narrow down the results. The value entered in the ID Number field must be an ID of the type selected in the Search by list. 

· Search With. Select how closely the search results should match the ID Number entered previously. The options are exact value (results only include IDs that match the ID Number value), starting value (results only include IDs that start with the ID Number entered), ending value (results only include IDs that end with the ID Number entered), or containing value (results include any IDs that have the ID Number as part of it, regardless of where those numbers are in the ID). The default is exact value. 

· [Optional] Display per page. If multiple results are returned by your search, this field determines how many display per page. The options are 10 per page, 15 per page, or 20 per page. The default is 10 results per page. 

156. Click a link to view a Mail Acceptance Status Report. 

· For users who searched by Appointment ID, click an Appointment ID to view the Mail Acceptance Status by Appointment ID page.  

· For users who searched by Job ID, to view Mail Acceptance Status by Appointment, click a Job ID. 

· For users who searched by Container Barcode ID, to view Mail Acceptance Status by Appointment, click an Appointment ID. To view Mail Acceptance Status by Job, click a Job ID. 

· If multiple pages of results are returned, click Next or Prev to see another page of results. 

157. On the Mail Acceptance Status by Appointment page, click a Job ID to view the Mail Acceptance Status by Job page. 

158. On the Mail Acceptance Status by Job page, click an Appointment ID to view the Mail Acceptance Status by Appointment page. 

To perform other functions, click a link at the top of the page. 

Electronic Data Exchange

 XE "Mail.XML:understanding" \* MERGEFORMAT 

 XE "Mail.dat:understanding" \* MERGEFORMAT 

 XE "Electronic data exchange:understanding" \* MERGEFORMAT Understanding Electronic Data Exchange

In addition to submitting postage statements online using the PostalOne! Postal Wizard pages, or submitting paper statements to clerks, mailers have the option to participate in electronic data exchange with the PostalOne! system. 

Electronic data exchange means that mailers send one or more sets of files or messages to the PostalOne! system. Each set is considered a "job". In addition to the required postage statement files, each job can contain additional information so mailers can  track and analyze their mail to maximize their bulk mail submissions. With manual file transfer, mailers can send jobs one at a time, which requires a person to set up and initiate every transfer. Alternately, batch processing permits mailers to automate file transfer and submit multiple jobs at the same time without human intervention beyond the initial setup. 

Jobs must be in industry-standard Mail.dat® or Mail.XML® format. The PostalOne! system supports Mail.dat files versions 08-2, 09-1, and 11-1. Mailers submitting Mail.dat files must download and install a special file transfer application to send batch processing, 08-2, 09-1, or 11-1 files. Mail.XML files must comply with the 7.0 or 8.0 specification, and can be submitted directly to PostalOne! servers. For more information on the requirements to participate in electronic data exchange, see the USPS Intelligent Mail site. For more information on Mail.dat files, see both the IDEAlliance® Mail.dat Specification and the Postal Service Mail.dat Technical Specification. For more information on Mail.XML files, see both the IDEAlliance Mail.XML Specification and the Postal Service Mail.XML Technical Specifications. 

NOTE: Other programs, such as the electronic Verification System (eVS), Parcel Return Service (PRS), and Facility Access Shipment Tracking (FAST) also allow mailers to submit files electronically; this topic only discusses submitting files directly to the PostalOne! system. 

To view electronic data exchange options: 

159. Log on to the Business Customer Gateway on usps.com. You must log on the environment to which you will be transferring files. Links to the Test Environment for Mailers (TEM) are available from Production (live) pages as well. 

160. Click Electronic Data Exchange (PostalOne!). The Electronic Data Exchange page opens and displays file transfer tools, downloadable files, and reports. This page allows you to download the batch processing programs, download the PostalOne! desktop application, view related guides and documents, and view reports on the success or failure of Mail.dat submissions. For Mail.XML data exchanges, you can also download the Mail.XML WSDL files and verify Web Services. For mailers interested in participating in the eVS or PRS programs, links are also available to resources for these programs. 

161. To view jobs submitted using electronic data exchange, click Dashboard on the left menu bar. The Dashboard Management System allows you to view postage statements and all supporting documentation for electronically-submitted jobs. For more information, see Using the Dashboard. 
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For file transfer of Mail.dat files, users must download and install the PostalOne! Mail.dat Client application. Users must also configure the location in which log files will be stored. For more information, see the Postal Service Mail.dat Technical Specification.

NOTES: 

· Multiple instances of the PostalOne! Mail.dat Client may be installed on any given computer; however, users should be careful to allow sufficient memory for each installation. If 09-1 files will be uploaded to multiple environments, a separate installation is required for each environment. For example, if a business will send files to both the Test Environment for Mailers (TEM) and Production (Prod) environments, two separate installations are necessary in separate folders. 

· All mailers must succeed in file transfers in the TEM environment before transfers to Production are permitted. 

· Batch processing of Mail.dat files requires that at least one instance of the PostalOne! Mail.dat Client application is installed on the same computer as the batch processor. 

· Mail.XML file transfer does not require installation of a client or the use of an online client; mailers can submit Mail.XML files directly, but the PostalOne! Mail.dat Client application is required to view validation and upload metrics. 

To install and configure the PostalOne! Mail.dat Client application: 

162. Launch Windows Explorer and in your root directory, create an installation directory. This is where you will place the PostalOne! Mail.dat Client application software. 

NOTE: Give the folders a name that you will remember, such as: C:\postal1.

163. Create the necessary support folders. The PostalOne! team suggests making these folders subfolders of the installation directory. Support folders are: 

· Log file directory (all installations) - this stores the text file containing validation results

· Repository directory (batch processing) - stores the data files to be transferred.

· Successful files directory (batch processing only) - stores the files successfully transferred. 

· Unsuccessful files directory (batch processing only) - stores the files that failed to transmit successfully. 

· Receipt files directory (all installations) - stores the status receipt files sent by the PostalOne! system. This folder is required, although receipt files are only sent if the Mail.dat Client application uses a command line to request them or receipt polling is used. For additional details, see the Postal Service Mail.dat Technical Specification. 

164. Log on to the Business Customer Gateway on usps.com. The Production environment does include links to install TEM features; to install Production data exchange software, you must log on the Production environment. 

165. Click Electronic Data Exchange (PostalOne!). 

166. Click Download Client Application (Windows) (for manual transfer or Windows batch processing) or Download Client Application (Solaris) (for UNIX batch processing). Click Save and download the files. While another environment may be listed on the page, only the links to download the Mail.dat Client application for the current environment are available. This zip file will be labeled “MDRClient-<environment>-win32.zip.

167. Extract the files into the installation directory using WinZip or an equivalent program (double-click the zip file and extract the contents). Once extracted, the directory should contain three subfolders, a README text file, and a number of executable batch files (Windows) or shell files (Solaris UNIX). No files are added to Windows System folders. The three subfolders should be: 

· Config – Stores configuration files, including the mdrsettings.conf file

· Jre1.5.0_07 – Stores Java installation

· Lib – Stores resource files for the application. 

NOTE: If your unzip program offers the option, ensure the optional check box to preserve directory structure is selected.

168. Open the Mail.dat Client application. To do so, double-click the run-mdclient.bat file. The PostalOne! team strongly recommends creating a shortcut on the computer desktop to enable faster access. Enter your Business Customer Gateway username and password, then click Sign In. 

169. Click Settings at the top of the page, configure the desktop application for manual file transfer (Windows machines only), then click OK: 

ax. If necessary, enter your proxy server address. 

ay. Enter or select the location to which log files should be written. To select a location, click Browse. A browser dialog box opens. Navigate to the location files should be stored. Click OK. The browser dialog box closes and the folder path appears in the Log File Location box.

NOTE: If multiple installations of the Mail.dat Client application exist on your network, ensure each installation has a different log folder to prevent logs from being overwritten.

az. Enter your time zone. All dates displayed will use this time zone. By default, this is set to Central Standard Time (CST). 

ba. Click the Receipt Files tab, then enter the path or browse to the folder that will store receipts. File paths must use a forward slash (/) If you will be using receipt files, you can also set receipt file format, record delimiter (ASCII files only), and file name (if anything other than the default is desired). By default, receipt files have the following naming convention, where all italic text is replaced by the appropriate values: status_receipt_<date>_<time>_.<xml or txt based on receipt format chosen>. The default status receipt format is a comma-delimited ASCII text file. Available variables ("substitute tokens") that can be used to indicate a field in the receipt file name are: {0} (current date), {1} (current time), {4} (receipt file sequence), or {5} (file extension). 

bb. To disable receipts, click the Disable option for Receipt File Generation. If receipts were previously disabled, click the Enable option to re-enable receipt file generation. By default, receipt files are enabled. 

bc. If using receipts, set how frequently the Mail.dat Client application checks for new receipt files. Receipt polling can be done by the application or using a command line; the system does not allow receipt polling times less than 5 minutes. Setting the polling and sleep times on this tab sets the Mail.dat Client application to automatically poll.  

bd. If receipts will be used, set the type of receipt to receive. The options are Submission level, where one receipt is generated for all events for a particular Job ID and Historical Header ID, or Billable Statements (level), where the system only provides receipts for postage statements that have reached one of the following statuses: USPS Processing Due (UPD), Finalized (FIN), Reversed (REV), or Cancelled (CAN). 

be. If receipts should be polled for users other than the one listed on the Batch Configuration tab, enter the Business Customer Gateway username and password, then click Add in the Additional Usernames for Receipt Download area. To update a username or password, click the username, then make your changes, then click Modify. To remove a user, click the user name, then click Delete. 

If this installation is performed on a Windows workstation, the computer is now ready for manual file transfer. To set up the machine for batch processing, additional steps are necessary. See the Postal Service Mail.dat Technical Specification for batch processing setup instructions. 
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The PostalOne! Mail.dat Client application lets you quickly transmit Mail.dat files to the PostalOne! system for later verification by the Postal Service. 

To transfer Mail.dat files:

170. Open the PostalOne! Mail.dat Client application. To do so, double-click the run-mdclient.bat file. The PostalOne! team strongly recommends creating a shortcut on the computer desktop to enable faster access.

171. Enter your Business Customer Gateway username and password, then click Sign In. 

172. Click Job Validation/Upload. 

173. Click Add Jobs.

174. Navigate to the files to transfer. Click Open. To transfer additional files after the first one is selected, click Add More Jobs, and repeat until all files are listed. You can only select Header (.hdr) or zipped (.zip) files.

NOTE: Files are processed in the order listed. To speed processing, you may want to put the smallest jobs first so their processing is not delayed by the time spent on larger jobs. 

175. If a file was selected in error, click Remove next to that file name. 

176. Select the actions to perform. To validate the files without submitting them, click Just Validate Jobs. To validate the files and then send them to the PostalOne! system, click Upload after validation. 

177. Click Validate. If you chose to upload the files, successful jobs are automatically sent to the PostalOne! system once validation for all listed jobs has completed. If any of the jobs fail validation, they are not sent. Another window displays validation and upload progress. 

178. To view validation results, click View Validation/Upload History. Otherwise, click the Close button ([image: image17.png]


) to close the validation status window. 
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After you have transferred your Mail.dat jobs, you can use the File Validation/Upload History Report to track the status of the mailings. Both reports list information about the status of all jobs and files you have transferred, including when they were transferred. The reports also list detailed error messages for files that failed to transfer. 

To view the Validation/Upload History Report:

179. Open the PostalOne! Mail.dat Client program. To do so, double-click the run-mdclient.bat file. The PostalOne! team strongly recommends creating a shortcut on the computer desktop to enable faster access.

180. Enter your Business Customer Gateway username and password, then click Sign In. A blank Validation/Upload History screen should display by default. 

181. If the Validation/Upload History is not visible, click Home. 

182. Select your filter criteria, then click Submit. The options are: 

· From and To (date range). Enter or select a date range. Dates should be in the format dd/mm/yyyy. To select a date range, click the calendar icon ([image: image18.png]


), then click a date. To change the displayed month, click an arrow key to reach the correct month. Dates must be within a 90-day range. The From field is the start date, and the To field is the end date.

· By Job ID. To search for a particular job, enter all or part of the Job ID. Only eight characters are allowed for a Job ID. 

· By Mailing Facility ID. To search based on the USPS processing location, select a Mailing Facility check box from the list. To select all facilities, click All. To clear all check boxes, click None. You must select at least one facility. 

183. To view a list of all files in the job and any associated issues, click a Job ID (Mail.dat 09-1) or a Mailing Group ID (Mail.XML) in the report. A page appears with the details of the job. 

· To view the actual Mail.dat table for files in a successful job, click the file name or click a record name in the Select Table to View list. 

· To view the exact request or response message for a Mail.XML job, click either request or response in the Select Message to View list. 

· When done viewing the job, click Back to return to the Validation/Upload History page. 

184. To view the most common errors for each mailing facility, click the Common Errors Summary tab. If further information is desired, click a Facility ID to view the error details, if any are available. When done viewing the details, click Back to return to the Common Errors Summary tab. 

185. To print a report, click Print. In the Print dialog box, set your printer options, then click Print.

186. To save a report as a comma-separated text file (.csv), click Export. In the Save dialog box, navigate to the location on your computer to save the files. Enter a file name, then click Save. 

To perform another task using the PostalOne! Mail.dat Client application, click a link at the top of the page. 

 XE "Client application:metrics" \* MERGEFORMAT 

 XE "Mail.XML:metrics" \* MERGEFORMAT 

 XE "Mail.dat:metrics" \* MERGEFORMAT 

 XE "Managing:file transfer metrics" \* MERGEFORMAT 

 XE "Reports:transfer metrics" \* MERGEFORMAT 

 XE "Viewing:transfer metrics" \* MERGEFORMAT 

 XE "Jobs:metrics" \* MERGEFORMAT 

 XE "Metrics, file transfer" \* MERGEFORMAT 

 XE "Transfer:metrics" \* MERGEFORMAT Viewing File Transfer Metrics

The file transfer metrics displays transfer information to help you identify important trends. You can use this information to identify ways to improve your experience using the PostalOne! system. For example, it can help you identify and later avoid commonly occurring file transfer problems, which will help increase your file transfer success rate.

To view File Transfer Metrics:

187. Open the PostalOne! Mail.dat Client program. To do so, double-click the run-mdclient.bat file. The PostalOne! team strongly recommends creating a shortcut on the computer desktop to enable faster access.

188. Enter your Business Customer Gateway username and password, then click Sign In. 

189. Click Upload Metrics.

190. Enter a starting and ending date for the metrics, then select a Report Type:

· Original Jobs Summary Report

· Original Jobs Summary (by location)

· System Success Rate Report

· File Transfer Totals Report

· Average File Size Report

· Average Submission Time 

· Postage Summary by Week 

· Postage Summary by Mailing Facility 

191. Click View Report. The metrics report displays.

192. To quickly locate a specific item, use the browser's Find feature (press CTRL+F and in the Find What box, enter the term, then click Find Next.).

193. To sort file transfer metrics, click a column heading. For example, to order File Transfer Totals by the total number of files transferred per week, click Total. 

194. To print file transfer metrics, click Print. In the Print dialog box, set your printer options, then click Print. 

195. To save file transfer metrics as a comma-separated text file (.csv), click Export. In the Save dialog box, navigate to the location on your computer to save the files. Enter a file name, then click Save. 

To perform other functions, click the appropriate link on the left menu bar.

Nonprofit Forms

 XE "Forms:nonprofit applications" \* MERGEFORMAT 

 XE "Submitting forms:nonprofit applications" \* MERGEFORMAT 

 XE "Nonprofit:applications" \* MERGEFORMAT Submitting Nonprofit Applications

Mailers can submit nonprofit applications through the PostalOne! system. Supporting documentation is still required, and must either be in an acceptable format for inclusion in the application, or presented separately in paper form at the Post Office that will process your nonprofit mailings. For information on which organizations are eligible to apply for nonprofit rates and questions about nonprofit status or supporting documentation, see the Business Mail 101 Nonprofit page. To notify USPS of nonprofit organization changes, submit PS Form 6015 (Nonprofit Database Change Request). For more information on sending changes, see Submitting Nonprofit Changes. 

NOTE: If you have nonprofit authorization at one USPS location, you have authorization at all locations. However, only USPS locations with access to the PostalOne! system can automatically confirm that authorization. To alert a USPS site without PostalOne! access to nonprofit authorization, complete PS Form 3623 (Request for Confirmation of Authorization or Pending Application to Mail at Nonprofit Standard Mail Rates). For more information on PS Form 3623, see Submitting Nonprofit Notification Requests. 

To submit an application for nonprofit status: 

196. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar if you are already on another PostalOne! page. 

197. Click 3624. 

198. On the Post Office of Application page, enter the ZIP Code of the Post Office where nonprofit mailing will occur, then click Continue. 

199. On the General Information page, enter or change information as necessary, click the type of nonprofit organization, then click Continue. Required fields are indicated by a red asterisk (*). If your address should not be standardized (converted to standard USPS format to allow easier processing), select the Do not standardize my address check box. Most of this page is automatically completed based on your PostalOne! information.

200. On the Specifics page, select yes or no for all of the questions, then click Continue. Some questions may also require additional information; for example, if previous nonprofit privileges have been revoked, you must enter the Post Office ZIP Code where those privileges were held. 

201. On the Supporting Documentation page, select which supporting documents you will supply.

bf. For each document you will supply, indicate if a paper (hard copy) form of the document will be presented in person at the Post Office that will accept your mailings or if you will attach electronic versions of those files to your nonprofit application. Acceptable file formats include: Adobe Portable Document Format (.pdf), PaperPort Scanned Image (.max), Rich Text Format (.rtf), Microsoft Word (.doc), WordPerfect (.wpg), Microsoft Excel (.xls), ASCII Text (.txt), Joint Photographic Experts Group (.jpg), Graphics Interchange Format (.gif), and Bitmap (.bmp). 

bg. If a supporting document will be provided in electronic format, click Browse. A browser dialog box opens. Navigate to the location of the file, then select the file. Click Open. The browser dialog box closes and the file name appears. Click Upload. 

NOTE: You must click Upload after each document appears in the Browse field or the document will not save as part of your application. 

bh. Click Continue. 

Supporting documents must include at least one document as evidence of nonprofit status, a minimum of one document describing the organization goals, and at least two documents detailing standard operations. 

202. On the Application Review page, review your changes.

· If information is not correct, click an Edit link or Back to return to the previous page and correct the information. 

· If all information is correct, select the Certification check box, then click Submit. 

203. To print a copy of the change application, click Print. Another window opens and displays a .pdf file version of the change request. Click your browser print button to print the form for retention in your files. 

To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Managing:nonprofit changes" \* MERGEFORMAT 

 XE "Forms:nonprofit changes" \* MERGEFORMAT 

 XE "Submitting forms:nonprofit changes" \* MERGEFORMAT 

 XE "Nonprofit:changes" \* MERGEFORMAT Submitting Nonprofit Changes

Nonprofit organizations can submit changes to their organization information using PS Form 6015 (Nonprofit Database Change Request) in the PostalOne! system. This form supports changes to 

· Organization name

· Primary or alternate addresses on file

· Telephone number

· (Primary) contact name, title, and/or email address

For information on online nonprofit applications, see Submitting Nonprofit Applications. To notify a USPS location without PostalOne! access of nonprofit authorization, see Submitting Nonprofit Notification Requests. 

To submit changes to existing nonprofit information: 

204. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar if you are already on another PostalOne! page. 

205. Click 6015. 

206. On the Nonprofit Database Change Request page, click an existing authorization number.

207. On the General Information page, select the check boxes for the type of change(s) to make, then click Continue. 

208. On the Specifics page, enter the new information, then click Continue. Required fields are indicated by a red asterisk (*). If your address should not be standardized (converted to standard USPS format to allow easier processing), select the Do not standardize my address check box. 

209. On the Change Request Review page, review your changes. 

· To review what standardization means, click standardized. A definition appears in a separate window. Click Close window when done. 

· If the updated information is not correct, click Edit Updated Information or Back to return to the previous page and correct the information. 

· If all information is correct, click Submit. 

210. To print a copy of the change application, click Print. Another window opens and displays a Portable Document Format (.pdf) file version of the change request. Click your browser print button to print the form for retention in your files. 

To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Forms:nonprofit status notifications" \* MERGEFORMAT 

 XE "Submitting forms:nonprofit notification requests" \* MERGEFORMAT 

 XE "Nonprofit:notification of USPS offices" \* MERGEFORMAT Submitting Nonprofit Notification Requests

If you have nonprofit authorization at one USPS location, you have authorization at all locations. However, only USPS locations with access to the PostalOne! system can automatically confirm that authorization. To alert a USPS site without PostalOne! access to nonprofit authorization, complete PS Form 3623 (Request for Confirmation of Authorization or Pending Application to Mail at Nonprofit Standard Mail Rates). Once the Postal Service processes your request, that office is sent a letter notifying them of your nonprofit authorization. 

NOTE: If you do not currently have nonprofit authorization, you must first apply for authorization before submitting PS Form 3623. For information on submitting nonprofit applications online, see Submitting Nonprofit Applications. 

To submit changes to existing nonprofit information: 

211. Go to the Business Customer Gateway on usps.com and log on. Click Postal Wizard (PostalOne!). Alternately, click Postal Wizard on the left menu bar if you are already on another PostalOne! page.  

212. Click 3623. 

213. On the Nonprofit Database Change Request page, click an existing authorization number.

214. On the General Information page, enter the ZIP Code of the USPS location without PostalOne! access, then click Continue. 

215. On the Change Request Review page, review your changes. 

· If the updated information is not correct, click Edit Information or Back to return to the previous page and correct the information. 

· If all information is correct, click Submit. 

216. To print a copy of the change application, click Print. Another window opens and displays a PDF file version of the change request. Click your browser print button to print the form for retention in your files. 

To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

Your Reports

 XE "Reports:viewing" \* MERGEFORMAT 

 XE "Viewing:reports" \* MERGEFORMAT Viewing Your Reports

The Reports page provides reports on your mailings and postal account activity. Additional reports will be available in future releases.  

To view your reports:

217. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page.  

218. To view transactions on your account, click View Transactions. Your Transactions page opens. This report does not include statements electronically submitted but not yet billed by acceptance personnel. For more information, see Viewing Your Transactions. 

219. To review any postage statements submitted using PostalOne! Web pages that have not yet been billed by acceptance personnel, click Pending Postage Statements. For more information, see Viewing Pending Postage Statements. 

220. To view previously-submitted Statements of Ownership, Management, and Circulation, click Statement of Ownership. This is only available for Periodicals mailers who have electronically submitted PS Form 3526. For more information, see Viewing Statements of Ownership. 

221. To view induction reports, click Induction Activity Report (eDropShip). The View Mailing Induction Activity home page opens. This feature is only available to users whose organizations participate in the FAST and eDropShip programs. Follow the directions on the page to view acceptance and induction reports. For more information, see Viewing Induction Reports. 

222. To view Electronic Verification System (eVS) information, click Electronic Verification Activity  (eVS). The eVS Monthly Account and Sampling Summary page opens. This feature is only available to users whose organizations participate in the eVS program. For more information, see the eVS and PRS Customer online Help. 

223. To view Parcel Return Service (PRS) information, click Electronic Return Activity (PRS). The PRS Monthly Account and Sampling Summary page opens. This feature is only available to users whose organizations participate in the PRS program. For more information, see the eVS and PRS Customer online Help. 

224. To review summaries of all mailings for a specific time period by line items claimed, click Mailing Summary Report. For more information, see Viewing Mail Summary Reports. 

225. To review the results of verification performed on your mailing or any problems discovered with your mailings after initial acceptance, click Mail Quality Reports. These reports are only available to mailers using acceptance sites participating in the Performance-Based Verification (PBV) program and/or electronic Mail Improvement Reporting (eMIR), and with access to MicroStrategy reports For more information, see Viewing Mail Quality Reports. 

226. To view Periodicals by issue, rather than by postage statement, click Issue Level Postage Statement. For more information, see Viewing Periodicals by Issue. 

227. To view all Periodicals for a set time period summarized, click Publication Report. For more information, see Viewing the Publication Report.

228. To view just Periodicals transactions, click View Periodical Transactions. For more information, see Viewing Periodicals Transactions. 

229. To view Customized Shipping Services Contract (CSSC) reports, click CSSC Activity Report or CSSC Performance Report as applicable. View the Activity Report to see the status of all contracts associated with your corporation, or view the performance reports to analyze the pricing difference between CSSC rates and regular rates. These reports are only available to mailers participating in the Customized Shipping Services Contract (CSSC) program. For more information, see Viewing CSSC Reports. 

230. To view induction, address correction, and delivery point validation reports, click Reports in the Full Service area. For more information, see Viewing Full Service Reports.

231. To manage full-service data subscription, click Push Subscription Profile. Mailers can subscribe or unsubscribe to automatic notification regarding address correction notices, container visibility issues, Nixie details, and Start-the-clock information for full-service mailings. This option is only available to mailers participating in the Full Service program who are also designated Business Service Administrators (BSAs) for their organization. For more information, see Managing Full Service Subscriptions.

To perform another PostalOne! task, click a link on the left menu bar. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Verification:verification results" \* MERGEFORMAT 

 XE "Verification:reports" \* MERGEFORMAT 

 XE "Reports:billed transactions" \* MERGEFORMAT 

 XE "Refunds" \* MERGEFORMAT 

 XE "Invoices:viewing billed transactions" \* MERGEFORMAT 

 XE "Mailings:billed" \* MERGEFORMAT 

 XE "Reversals" \* MERGEFORMAT 

 XE "Transactions:viewing billed transactions" \* MERGEFORMAT 

 XE "Fees:transactions" \* MERGEFORMAT 

 XE "Postage statements:verification results" \* MERGEFORMAT 

 XE "Postage statements:billed" \* MERGEFORMAT 

 XE "Viewing:billed transactions" \* MERGEFORMAT 

 XE "Downloading:postage statements" \* MERGEFORMAT Viewing Your Transactions

The Transactions page lists your transactions for a selected time period no longer than 125 days and within the past 13 months. Postage statement transactions only display on this page once finalized (billed) by acceptance personnel. To view: 

· Postage statements submitted by mailers using the PostalOne! Web pages and not yet billed, see Viewing Pending Postage Statements. 

· Billed transactions that are searchable with criteria specific to Periodicals, see Viewing Periodicals Transactions.

· Electronically-submitted postage statements in all stages, as well as supplemental reports for statements submitted using Mail.dat files, see Using the Dashboard or Viewing Dashboard Postage Statements. 

· Periodicals postage statements by issue that were submitted using Mail.dat files, see Viewing Periodicals by Issue. 

· Periodicals postage statements by date that were submitted using Mail.dat files, see Viewing Periodicals by Date. 

To view your transactions:

232. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar on the left menu bar if you are already on another PostalOne! page. 

233. On the Reports page, click View Transactions. The Transactions page opens, with the last 10 transactions within the past 3 months displayed by default.

234. If necessary, search for the transaction(s) you want to view. Enter your criteria, then click Search. 

· To view all transactions performed at a particular mailer location, click the name of the office in the Location list. The default is all locations. 

· To view a particular type of transaction, click the type of activity in the Transaction Type list. For example, you would click Mailings to see all postage information. The default is all transactions for your accounts. 

· To view transactions for a type of permit, such as all transactions on a metered account, click the type in the Account Type list. The default is all permits. 

· (Optional) To view transactions for a particular account, enter the permit or publication number in the Permit/Pub No box. You can ensure that only transactions for the account you want appear by combining this option with the Account Type. If you are entering a partial permit number, click an option to determine how the system should search using the entered numbers. Permit numbers can be searched using the initial digits of the number (starts with), the exact number (is), the final digits of the number (ends with), or any part of the permit number (contains). The default is to search for permits starting with the entered number.

· (Optional) For mailings, if your mailing included an identifier that your organization assigned to it, enter the identifier in the Customer Reference Number box. 

· To view transactions for a particular time period, enter a Start Date and an End Date. To view one particular day, enter the same date in both boxes. Start Date must be within the past 13 months, and the total date range can be 125 days or less. Mailing transactions display based on the online submission date, not the mailing or finalization date.

You can combine multiple criteria to limit your search to a particular permit or permits. 

235. To change the order your search results display, click an underlined column heading. For example, to display your transactions in order by amount, click Amount. This option is only available if you clicked the Search button previously. 

236. To view details or a receipt for a particular transaction, click the transaction type link for the transaction. Another window opens and displays the receipt or a summary of the transaction. For mailings, this is a receipt; for all other transactions, it is a summary of the changes. For example, to view a First-Class Mail postage statement, you might click 3600. When you have finished viewing a transaction, click the Close ([image: image19.png]


) button.

237. To view a postage statement, click a postage statement number. Another window opens and displays the full postage statement. When you have finished viewing the postage statement, click the Close ([image: image20.png]


) button.

238. To view verification results, click a verification type in the Verifications column. A second window opens and displays a worksheet with verification information.  To print the worksheet, click Print Form. When done viewing verification worksheets, click the Close ([image: image21.png]


) button.

	Verification Code
	Verification Type

	BC
	Manual POSTNET Barcode 

	BP
	Bundle Preparation 

	CV
	Mail Piece Count 

	DP
	Delivery Point 

	DS
	Drop Shipment

	ME
	MERLIN 

	MMS
	Manifest Mailing System (MMS)

	MU
	Move Update 

	PS
	Manual Presort (PS Form 2866)

	SP
	Manual Shortpaid Worksheet (PS Form 6116)

	TT
	Tap Test


NOTE: Verification results are not available for all locations.

239. To download transactions: 

bi. To download the details of a single transaction, click the Details icon ([image: image22.png]


) next to the transaction. To download all displayed transactions as visible on the page, click the Download link above your transactions. The Download Transactions List Report dialog box appears. 

bj. If necessary, click Yes in the browser Security dialog box(es). 

bk. Click the format you want to download your transactions in, then click Download. The options are a Microsoft Excel spreadsheet (.xls) file, a Comma Separated Values (.csv) file, which is a text file with the values separated by commas, or an Adobe Portable Document Format (.pdf) file. Microsoft Excel can be used to open either a .csv or .xls file. When downloading an individual postage statement, in addition to choosing the format, you must choose between downloading the postage statement, the edition weight worksheet, or the advertising percentage worksheet. 

bl. If necessary, click Save in the File Download dialog box. 

bm. Navigate to the location you want to save the file in, and give it a name that will be easy to remember. Click Save. Although other options are available, you must click Save to keep a copy of the transaction summary on your computer. If necessary, click Close in the browser dialog box.

bn. Click Close Window in the Download Transactions Report dialog box. 

NOTE: The PostalOne! team strongly recommends users download a copy of each quarter once a year if multi-year reporting is required by your organization. 

240. If your search returned more than twenty-five transactions, to view another page of transactions, click a number at the bottom of the page. 

To perform another PostalOne! task, click a link on the left menu bar. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway. 

 XE "Managing:Periodicals transactions" \* MERGEFORMAT 

 XE "Reports:Periodicals transactions" \* MERGEFORMAT 

 XE "Invoices:viewing Periodicals" \* MERGEFORMAT 

 XE "Mailings:Periodicals" \* MERGEFORMAT 

 XE "Transactions:viewing Periodicals" \* MERGEFORMAT 

 XE "Postage statements:Periodicals" \* MERGEFORMAT 

 XE "Viewing:Periodicals" \* MERGEFORMAT 

 XE "Periodicals:viewing transactions" \* MERGEFORMAT Viewing Periodicals Transactions

The Periodical Transactions page allows you to view the same information as the Transactions page, but allows you to search for transactions using Periodicals-specific criteria. To view: 

· All billed postage statements submitted using the PostalOne! Web pages, as well as deposits, fee payments, and other transactions. For more information, see Viewing Your Transactions. 

· Postage statements submitted by mailers using the PostalOne! Web pages and not yet billed, see Viewing Pending Postage Statements. 

· Electronically-submitted postage statements in all stages, as well as supplemental reports for statements submitted using Mail.dat files, see Using the Dashboard or Viewing Dashboard Postage Statements. 

· Periodicals postage statements by issue that were submitted using Mail.dat files, see Viewing Periodicals by Issue. 

· Periodicals postage statements by date that were submitted using Mail.dat files, see Viewing Periodicals by Date. 

To view your transactions:

241. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page. 

242. On the Reports page, click View Periodical Transactions. The Periodical Transactions page opens, with the last 10 transactions within the past 3 months displayed by default.

243. If necessary, search for the transaction(s) you want to view. Enter your criteria, then click Search. 

· To view all transactions performed at a particular Post Office, click the name of the office in the Location list. The default is all locations. 

· To view a particular type of transaction, click the type of activity in the Transaction Type list. For example, you would click Mailings to see all postage information. The default is all transactions for your accounts. 

· To view transactions for a type of permit, such as all transactions on a metered account, click the type in the Account Type list. The default is all permits. 

· (Optional) To view transactions for a particular account, enter the permit or publication number in the Permit/Pub No box. You can ensure that only transactions for the account you want appear by combining this option with the Account Type. 

· (Optional) To view transactions with issue dates within a certain date range, enter the start and end dates of the date range in the Issue Date boxes. 

· (Optional) To view transactions with a specific issue number and/or volume number, enter the number in the Issue Number or Volume Number boxes. 

· (Optional) If your mailing included an identifier that your organization assigned it, enter the identifier in the Customer Reference Number box. 

· To view transactions for a particular time period, enter a Start Date and an End Date. To view one particular day, enter the same date in both boxes. The total date range must be 125 days or less, unless a publication number has been supplied. With a publication number, date ranges can encompass a whole year (365 days). Date ranges must be within the past 13 months. Mailing transactions display based on the online submission date, not the mailing or finalization date.

You can combine multiple criteria to limit your search to a particular permit or permits. 

244. To change the order your search results display, click an underlined column heading. For example, to display your transactions in order by amount, click Amount. This option is only available if you clicked the Search button previously. 

245. To view an individual transaction, click the transaction type link for the transaction. Another window opens and displays the details of the transaction. For most mailings, this is a receipt. For example, to view a Periodicals postage statement, you might click 3541. When you have finished viewing a transaction, click the Close ([image: image23.png]


) button. 

246. To view verification results, click a verification type in the Verifications column. A second window opens and displays a worksheet with verification information.  To print the worksheet, click Print Form. When done viewing verification worksheets, click the Close ([image: image24.png]


) button.

	Verification Code
	Verification Type

	BC
	Manual POSTNET Barcode 

	BP
	Bundle Preparation 

	CV
	Mail Piece Count 

	DP
	Delivery Point 

	DS
	Drop Shipment

	ME
	MERLIN 

	MMS
	Manifest Mailing System (MMS)

	MU
	Move Update 

	PS
	Manual Presort (PS Form 2866)

	SP
	Manual Shortpaid Worksheet (PS Form 6116)

	TT
	Tap Test


NOTE: Verification results are not available for all locations.

247. To download transactions: 

bo. To download the details of a single transaction, click the Details icon ([image: image25.png]


) next to the transaction. To download all displayed transactions as visible on the page, click the Download link above your transactions. The Download Transactions Report dialog box appears. 

bp. If necessary, click Yes in the browser Security dialog box(es). 

bq. Click the format you want to download your transactions in, then click Download. The options are either a Microsoft Excel spreadsheet (.xls) file, a Comma Separated Values (.csv) file, which is a text file with the values separated by commas, or an Adobe Portable Document Format (.pdf) file. Microsoft Excel can be used to open either a .csv or .xls file. 

br. If necessary, click Save in the File Download dialog box. 

bs. Navigate to the location you want to save the file in, and give it a name that will be easy to remember. Click Save. Although other options are available, you must click Save to keep a copy of the transaction summary on your computer. If necessary, click Close in the browser dialog box.

bt. Click Close Window in the Download Transactions Report dialog box. 

NOTE: The PostalOne! team strongly recommends users download a copy of each quarter once a year if multi-year reporting is required. 

248. If your search returned more than twenty-five transactions, to view another page of transactions, click a number at the bottom of the page. 

To perform another PostalOne! task, click a link on the left menu bar. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Verification:verification results" \* MERGEFORMAT 

 XE "Reports:pending statements" \* MERGEFORMAT 

 XE "Invoices:viewing pending transactions" \* MERGEFORMAT 

 XE "Mailings:canceling" \* MERGEFORMAT 

 XE "Mailings:pending" \* MERGEFORMAT 

 XE "Transactions:canceling postage statements" \* MERGEFORMAT 

 XE "Transactions:viewing pending postage statements" \* MERGEFORMAT 

 XE "Forms:canceling" \* MERGEFORMAT 

 XE "Forms:viewing pending" \* MERGEFORMAT 

 XE "Postage statements:verification results" \* MERGEFORMAT 

 XE "Postage statements:canceling" \* MERGEFORMAT 

 XE "Postage statements:pending" \* MERGEFORMAT 

 XE "Viewing:pending postage statements" \* MERGEFORMAT 

 XE "Canceling postage statements" \* MERGEFORMAT Viewing Pending Postage Statements

To provide you with real-time insight into your mailings, the PostalOne! system lets you view pending electronic postage statements. Only postage statements electronically submitted using Postal Wizard features appear in this list. You can also use this report to find the Mailing Group ID that must be presented to acceptance personnel with a mailing. 

Alternate views of postage statements include: 

· Viewing billed postage statements submitted using the PostalOne! Web pages, as well as deposits, fee payments, and other transactions. For more information, see Viewing Your Transactions. 

· Viewing billed transactions that are searchable with criteria specific to Periodicals, see Viewing Periodicals Transactions.

· Viewing electronically-submitted postage statements in all stages, as well as supplemental reports for statements submitted using Mail.dat files, see Using the Dashboard or Viewing Dashboard Postage Statements. 

· Viewing Periodicals postage statements by issue that were submitted using Mail.dat files. For more information, see Viewing Periodicals by Issue. 

· Viewing Periodicals postage statements by date that were submitted using Mail.dat files. For more information, see Viewing Periodicals by Date. 

To view pending postage statements:

249. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar on the left menu bar if you are already on another PostalOne! page, or click Postal Wizard on the left menu. 

250. Click Pending Postage Statements (Reports page) or  View Pending Postage Statements Report (Postal Wizard page).

251. To change the order your search results display, click an underlined column heading. For example, to display your transactions in order by the date you submitted them, click Submit Date. 

252. If your search returned more than twenty-five transactions, to view another page of transactions, click a number at the bottom of the page. 

253. To search for a particular pending statement, enter a start and end date, then click Search. To view one particular day, enter the same date in both boxes. Start Date must be after January 1, 2005, and the total date range can be 125 days or less. Mailing transactions display based on the online submission date, not the mailing or finalization date.

254. To cancel a postage statement:

bu. Click the X in the View/Cancel column for the transaction. 

bv. Review the transaction to ensure it is the correct postage statement to cancel. 

bw. Click Cancel. 

bx. In the browser dialog box, click OK. 

You can only cancel postage statements while the statement is pending USPS processing (prior to being billed for it). 

255. To view verification results, click a verification type link in the Verifications column. A second window opens and displays a worksheet with verification information. To print the worksheet, click Print Form. When done viewing verification worksheets, click the Close ([image: image26.png]


) button.

	Verification Code
	Verification Type

	BC
	Manual POSTNET Barcode Verification

	BP
	Bundle Preparation Verification

	CV
	Mail Piece Count Verification

	DP
	Delivery Point Verification 

	DS
	Drop Shipment

	ME
	MERLIN Verification

	MMS
	Manifest Mailing System (MMS)

	MU
	Move Update Verification 

	PS
	Manual Presort Verification (PS Form 2866)

	SP
	Manual Shortpaid Worksheet (PS Form 6116)

	TT
	Tap Test Verification


NOTE: Verification results are not available for all locations.

To perform another PostalOne! task, click a link on the left menu bar. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Reports:statements of ownership" \* MERGEFORMAT 

 XE "Viewing:Statements of Ownership" \* MERGEFORMAT 

 XE "Periodicals:viewing 3526 report" \* MERGEFORMAT 

 XE "Statements of Ownership:viewing prior" \* MERGEFORMAT 

 XE "Downloading:statements of ownership" \* MERGEFORMAT Viewing Statements of Ownership

The Statements of Ownership page lists all PS Form 3526 (Statement of Ownership, Management, and Circulation) electronically submitted by Periodicals mailers. Statements submitted using paper forms or that have not been submitted as final ("draft" versions) are not available. 

To view all Statements of Ownership: 

256. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page.  

257. Click Statement of Ownership.

258. Enter your criteria, then click Search: 

· To view all transactions performed at a particular office, click the name of the office in the Location list. The default is all locations. 

· (Optional) Click the permit type in the Account Type list. The default is all permit types. 

· (Optional) Enter the permit or publication number in the Permit/Pub No box.

· (Optional) To view only a particular year, enter the year in the Issue Year box. 

· To view statements entered in a particular time period, enter a Start Date and an End Date. To view one particular day, enter the same date in both boxes. Start Date cannot be before 01/01/2005.

259. To download a copy of a submitted Statement of Ownership: 

by. To download the details of a statement, click the Details icon ([image: image27.png]


) next to the statement. The Download Form 3526 Details Report dialog box appears. 

bz. If necessary, click Yes in the browser Security dialog box(es). 

ca. Click the format to download your transactions in, then click Download. The options are a Microsoft Excel spreadsheet (.xls) file, a Comma Separated Values (.csv) file, which is a text file with the values separated by commas, or an Adobe Portable Document Format (.pdf) file. Microsoft Excel can be used to open either .csv or .xls files. 

cb. If necessary, click Save in the File Download dialog box. 

cc. Navigate to the location you want to save the file in, and give it a name that will be easy to remember. Click Save. Although other options are available, you must click Save to keep a copy of the transaction summary on your computer. If necessary, click Close in the browser dialog box.

cd. Click Close Window in the Download Form 3526 Details Report dialog box. 

 XE "Full-service:reports" \* MERGEFORMAT 

 XE "Start The Clock reports" \* MERGEFORMAT 

 XE "Delivery point validation" \* MERGEFORMAT 

 XE "Address correction reports" \* MERGEFORMAT 

 XE "Induction reports" \* MERGEFORMAT 

 XE "Reports:Full Service" \* MERGEFORMAT 

 XE "Viewing:Full Service reports" \* MERGEFORMAT Viewing Full Service Reports

Mailers participating in the Full Service program can view information collected at mail induction. Full-Service reports available are: 

· Full-Service Start-the-Clock Report

· Full-Service Container Visibility/Scan Report

· Full-Service ACS Change of Address (COA) Report

· Full-Service ACS Nixie Report

· Data Quality Reports

Users with access to MicroStrategy reports can view additional reports, and the Full-Service Error Report is available with to users with access to the Verification Assessment Evaluator (VAE) service. For more information, see Viewing Mail Quality Reports and Viewing VAE Reports. 

To view Full Service reports:

260. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page.

261. In the Full Service area, click Reports. 

262. On the Full Service Reports page, click the name of the report to view:

· Full-Service Start the Clock. These reports display Start-the-Clock information on when your mailpieces were inducted into the USPS system.  Both an online and downloadable version of the report are available. 

· Full Service Container Visibility/Scan. These reports display Container Visibility induction information, and are available in both online and downloadable versions. 

· Full-Service ACS (Address Correction Service). These downloadable reports include the ACS Change of Address (COA) summary and the Nixie detail report. These reports provide a piece count of all mailpieces within a set time period. You can also view the old and new address (when available) in the linked detail report to update your mailing system. Both reports are downloadable. 

· Full-Service Data Quality Reports.  This link allows users to view mail quality (verification) results in another window. For more information on these reports, see Viewing Mail Quality Reports. 

263. Click the specific report to view and/or download. 

264. Search for the information to include in the selected report. The options are: 

· Search by. The options are Mailing Group ID (default) or Job ID. This field is required. 

· ID Number. This number should be either the Mailing Group ID or Job ID, depending on the Search by selected. By default, this field is blank. This field is required. 

· Search With. This determines how the system looks for the Mailing Group ID or Job ID. The default is "exact value", which should be used if the full ID is listed in the ID Number box. If a partial ID number is used, change this option to starting value (ID begins with), ending value (ID ends with), or containing value (ID includes). This field is required. 

· Entry Point Type. Only available for Start-the-Clock reports. The options are All Facility Types, BMEU Origin, Mailer Facility, or USPS Induction Facility. The default is all facilities. This field is required. 

· Date Range. The from (start) and to (end) dates to search. The default is the past week. This field is required. 

· IM Container Barcode. Only available for the non-downloadable Container Visibility/Scan Summary Report. Allows users to search by Intelligent Mail (IM) Barcode. 

· Facility/Induction Facility. Only available for the non-downloadable reports. Lists all facilities that match the selected entry point type. 

· Facility Locale Key. Only available for the non-downloadable Container Visibility/Scan Summary Report. Enter the locale key of the mailing facility. 

· City and State. Only available for the non-downloadable Start-the-Clock reports. If the facility name is not known, select the city and state of the facility to narrow down the facilities. 

· Zip (5 or 9). Only available for the non-downloadable Start-the-Clock report. Use to include the ZIP Code or ZIP Code + 4 of the entry point facility. 

· Display per page. Only available for the non-downloadable report. Determines the number of mailings that appear on a single page of the report.  The default is to show 10 mailings per page.  

· Report Type. Only available for the downloadable Full-Service Start-the-Clock Report. Determines whether the information is BMEU, Drop Ship, or Plant Load times. This field is required.

265. On the (non-downloadable) Full-Service Container Visibility Reports: 

· To order the report by a particular field, click the column heading of the field. For example, to order a report by Mailing Group ID, click Mailing Group ID. 

· To view specific induction details, click a Job ID or a Mailing Group ID. 

266. On the Address Correction Summary or the Nixie Detail Report, to view the specific addressee and change of address information within a job, click a Job ID. The Address Correction Detail Report opens. 

267. To download the (downloadable) reports: 

ce. To download the currently visible report, click the format the data should be in. The default is Microsoft Excel format. 

cf. Click Download Data. 

cg. Click Save and navigate to the location on your computer to which you want to save the file, then click Save. 

ch. When done, click Close Window in the Download window or click the Close button ([image: image28.png]


) in the PDF window. 

The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf). 

To perform another PostalOne! task, click a link on the left menu bar. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Reports:mailing summary" \* MERGEFORMAT 

 XE "Mailings:summary" \* MERGEFORMAT 

 XE "Transactions:viewing mailing summary" \* MERGEFORMAT 

 XE "Permits:viewing mailing summary" \* MERGEFORMAT 

 XE "Postage statements:summary" \* MERGEFORMAT 

 XE "Viewing:mailing summary" \* MERGEFORMAT Viewing Mailing Summary Reports

The Mailing Summary Report summarizes all postage statements in a designated time period for a particular permit. 

To view the Mailing Summary Report: 

268. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page.  

269. Click Mailing Summary Report.

270. Enter your criteria, then click Search: 

· (Optional) To view a particular class of mail, click a choice in the Form list. For example, you would click 3541 Periodicals to see all Periodicals postage statement information. The default is all mail classes. 

· To view all transactions performed at a particular office, click the name of the office in the Location list. 

· Click the permit type in the Account Type list. 

· Enter the permit or publication number in the Permit/Pub No box.

· (Optional) If your mailing included an identifier that your organization assigned it, enter the identifier in the Customer Reference Number box. 

· To view transactions for a particular time period, enter a Start Date and an End Date. To view one particular day, enter the same date in both boxes. Start Date cannot be before 01/01/2005, and the total date range must be 365 days or less. Date ranges are based on the date the postage statement was submitted, not the date processed.

The report opens and displays all lines and pieces for all forms and permits meeting your criteria, separated by form type. 

To perform another PostalOne! task, click a link on the left menu bar. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Dashboard:mail quality" \* MERGEFORMAT 

 XE "Mail quality reports" \* MERGEFORMAT 

 XE "Verification:reports" \* MERGEFORMAT 

 XE "Mail problems" \* MERGEFORMAT 

 XE "Reports:verification" \* MERGEFORMAT 

 XE "Reports:eMIR" \* MERGEFORMAT 

 XE "Mailings:verification reports" \* MERGEFORMAT 

 XE "Viewing:verification reports" \* MERGEFORMAT 

 XE "Viewing:eMIR" \* MERGEFORMAT 

 XE "Trend analysis" \* MERGEFORMAT 

 XE "Summary of Errors report" \* MERGEFORMAT 

 XE "Mail Exception bulletin board" \* MERGEFORMAT 

 XE "eMIR" \* MERGEFORMAT 

 XE "electronic Mail Improvement Reports (eMIR)" \* MERGEFORMAT Viewing Mail Quality Reports

These reports are only available for mailers using acceptance sites participating in the Performance-Based Verification (PBV) program and/or the electronic Mail Improvement Reporting (eMIR) system. Mail Quality Reports provide metrics for verifications performed as part of postage statement processing. The reports available are:

	Mail Preparation Quality Reports
	

	Address Quality Report
	Mail Quality Report

	Mail Exception Bulletin Board
	Trend Analysis Report

	Mail Data Quality Reports
	

	Detailed Error Verification Report
	Error Verification Report

	Full Service eDoc Verification Invoice Report
	Full Service eDoc Verification Invoice Detailed Report 

	Mailing Data Quality Error Type Report
	Mailing Data Quality Summary Report

	eMIR Reports
	

	Aggregate Report
	Container Type Distribution Report

	Date Distribution Report
	Detail Issue Report

	List of Issues Report
	Problem Type Distribution Report

	Other
	

	Mail Preparation and Data Quality Dashboard


NOTE: 

· These instructions only discuss one way of accessing reports, and viewing reports. Reports are also available using the History List or My Reports options. You can also choose to export, subscribe to, or print reports instead of just viewing them. For more information, click Help in the reporting window for the Reports online Help on these features. 

· Dependent on your access rights, you may have access to additional reports and/or folders. The reports listed in this Help system only include those reports relevant to the PostalOne! system. 

To view verification reports: 

271. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page.  

272. Click Mail Quality Reports. 

273. If necessary, in the Security Alert dialog box, click Yes. Another browser window opens and displays the Mail Quality reports pages, while the original PostalOne! browser window remains on the Reports page. 

274. If necessary, read the notification message, then click Close Window.

275. Click Shared Reports on the Business Mail Acceptance page. The Shared Reports page opens. 

276. Click Mail Quality Reporting (Mail Preparation and Mail Quality Reports) or eMIR Reports as appropriate. . 

277. If necessary, click Mail Data Quality or Mail Preparation Quality as appropriate.

278. Click the name of the report to view. Select criteria and click options as available, then click Run Report. For more information, click Help for the Reports online Help on these features. 

NOTE: Most reports appear as either a table or a graph and table combination. To change the report view to a different format, click the appropriate format icon on the toolbar. The available report views are a table ([image: image29.png]


), a graph ([image: image30.png]


), or a graph and table combination ([image: image31.png]k!



). 

279. On the Mail Preparation and Data Quality Dashboard: 

· To narrow down the report to display a particular type of issue, click button with the name of the type of error to display or click the magnifying glass button ([image: image32.png]


). 

· To download a copy of the Mail Preparation and Data Quality Dashboard, at the bottom of the Dashboard, click the ** click to export to PDF link. 

280. To return to the list of available reports, click Shared Reports on the Reports page. 

To work with PostalOne! features, either close the Reports window or click a link in the PostalOne! window. 

 XE "Managing:publications" \* MERGEFORMAT 

 XE "Reports:publication" \* MERGEFORMAT 

 XE "Mailings:publications report" \* MERGEFORMAT 

 XE "Transactions:publications" \* MERGEFORMAT 

 XE "Postage statements:publications" \* MERGEFORMAT 

 XE "Viewing:publications report" \* MERGEFORMAT 

 XE "Periodicals:report" \* MERGEFORMAT 

 XE "Downloading:publications information" \* MERGEFORMAT Viewing the Publication Report

The Publication Report summarizes selected Periodicals mailings in a designated time period for a particular permit. Only statements that have reached USPS Processing Due (UPD), Finalized (FIN), or Finalized Pending Payment (FPP) status appear on the report. 

To view the Publications Report: 

281. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page.  

282. Click Publication Report.

283. Click a publication number/permit number. 

284. Enter your criteria, then click Search: 

· Open Begin and End Date - The date when the mailing group was opened, and is the same date that electronic documentation (Mail.dat or Mail.XML) was submitted to the PostalOne! system with any container status. Select a date range on the calendars during which postage statements were submitted.  This date range can be up to a year (365 days).

· Statement Statuses - The status identifies where a postage statement is in the acceptance process. The report displays all mailings with at least one postage statement in the desired stage; if the mailing includes multiple postage statements, all postage statements display. By default, the report displays all postage statements with the available statuses (UPD, FIN, or FPP). 

· Issue Begin and End Date - The date when the group was initially issued and the date when the group was finally closed by the mailer. This date range can be up to a year (365 days). 

· Postage Statement ID - Enter a Postage Statement ID for the mailing you want to locate.

· Mailer's Mailing Date Begin and End Date - The date the mailer said the actual mailing would arrive at the Post Office. For electronic submissions, this is the mailer-provided mailing date. For mailings submitted using paper postage statements, this is the mailing date. Select a date range on the calendars during which postage statements were submitted.  This date range can be up to a year (365 days).

· Issue Number - The issue number for a Periodicals mailing. If issue number matches one postage statement in a combined or consolidated mailing, all postage statements for that mailing display. 

· Mailer Location - This list contains all accessible locations for your company. 

· Customer Reference ID  - Enter an ID in this box to further define your search.

· Mailing Group - Mailing group identifies the mailing documents submitted at one time by a single mailer. Mailing group numbers can include one or more postage statements. The PostalOne! system assigns mailing group numbers, which are unique to a particular group of documents; only one group may use any given mailing group number. If a mailer uses the Postal Wizard feature to submit a manual postage statement, this number displays after the statement has been successfully submitted. Mailing group number is also visible when viewing a postage statement. 

· Customer Reference ID - The Mailer's Centralized Account Processing System (CAPS) ID number to which the mailing was charged. 

· Mailer's Job Number - The Mailer's Job Number identifies the Customer Group ID assigned by the mailer to a mailing. One job number may be used in multiple mailing groups. Job Number is not case sensitive. 

· Volume Number - The volume number for a Periodicals mailing. If volume number matches one postage statement in a combined or consolidated mailing, all postage statements for that mailing display. 

The search results page opens, and displays all Periodicals mailings meeting your criteria. 

285. To view the criteria used to determine the search results, or hide the criteria once displayed, in the Publication Report - Search area, click Show/hide.

286. In the Summary of Selected Statements area, click show/hide to view the totals of selected statements if this area is not visible. 

287. To change the order your search results display, click an underlined column heading. 

288. Select the postage statements that should appear on the report: 

· To select all postage statements, click All. 

· To clear all selected check boxes, click None in the search results area, or click Clear All in the Summary of Selected Statements area.

· To choose a specific postage statement, click the check box for that statement in the Include Statements column. 

· If a statement should be removed, clear the check box in the search results area or click the Delete ([image: image33.png]


) icon next to the statement in the Summary of Selected Statements area. 

289. In the Summary of Selected Statements area, review the totals of the selected statements. If the statements are the ones to display in the report, click Generate Report. The Publication Report displays for all selected statements. 

290. To download a copy of the report: 

ci. Click Download (Rate Case <rate case date>). 

cj. If necessary, click Yes in the browser Security dialog box(es). 

ck. Click the format you want to download your report in, then click Download. The options are either a Microsoft Excel spreadsheet (.xls) file, a Comma Separated Values (.csv) file, which is a text file with the values separated by commas, or an Adobe Portable Document Format (.pdf) file. Microsoft Excel can be used to open either a .csv or .xls file. 

cl. Click Save in the File Download dialog box. 

cm. Navigate to the location you want to save the file in, and give it a name that will be easy to remember. Click Save. The default name is report.<file format extension>. If necessary, click Close in the browser dialog box.

cn. Click Close Window in the Download Transactions Report dialog box. 

291. To print the report, click your browser Print button, select any settings necessary, then click Print. 

To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Reports:CSSC" \* MERGEFORMAT 

 XE "Mailings:CSSC performance" \* MERGEFORMAT 

 XE "Forms:CSSC contracts" \* MERGEFORMAT 

 XE "Postage statements:with CSSC pricing" \* MERGEFORMAT 

 XE "Viewing:CSSC reports" \* MERGEFORMAT 

 XE "CSSC" \* MERGEFORMAT 

 XE "Performance Report" \* MERGEFORMAT 

 XE "Activity Report" \* MERGEFORMAT 

 XE "Customized Shipping Contracts" \* MERGEFORMAT Viewing CSSC Reports

These reports are only available to mailers participating in the Customized Shipping Services Contract (CSSC) program. Mailers can only view information for their own corporation. Two CSSC reports are currently available: 

· The Activity Report lists all actions taken regarding the CSSC contracts associated with the mailer's company, including the PostalOne! user name of the postal employees processing the contract. 

· The Performance Report details postage statements claiming CSSC special rates, and offers a comparison of the regular price versus the discounted price.

To view CSSC reports: 

292. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page.  

293. Click CCC Activity Report or CCC Performance Report. 

294. If necessary, click Yes in the security dialog box, then click OK. 

295. (Optional) To change the report displayed, select the search options at the top of the report, then click Search. You can select available contracts (by ID), products (mail class by ID), and/or the month and year of the date. Enter or select the contract start and end dates.

296. On the Activity Report, to view customized pricing rates for a particular contract, click a Product ID. The Customized Pricing page opens and displays the details of the contract, including the begin and end dates, waived fees and surcharges, and the pricing per zone per weight category. This feature is only available for the Activity Report. 

297. To download a copy of the Activity Report or the Performance Report:

· Click Download at the bottom of the page.

· If necessary, click Yes in the security dialog box, then click OK. 

· In the Download Transaction Details Report dialog box, click the desired format, then click Download. The options are Microsoft Excel format (.xls), comma-separated value format (.csv), or Portable Document Format (.pdf). The default format is Excel.  

· Click Save and navigate to the location on your computer to which you want to save the file, then click Save. Once the download is done, in the Download Complete box, click Close. 

· Click Close Window or click the Close button ([image: image34.png]


) to close the Download dialog box. 

To return to a previous page, click a link at the top of the page. To perform another CSSC task, click a link on the left menu bar. To return to the main PostalOne! system, click Main Menu on the left menu bar. 

 XE "FAST reports" \* MERGEFORMAT 

 XE "eDropShip reports" \* MERGEFORMAT 

 XE "Full-service:induction" \* MERGEFORMAT 

 XE "Status:induction" \* MERGEFORMAT 

 XE "Induction reports" \* MERGEFORMAT 

 XE "Verification:induction" \* MERGEFORMAT 

 XE "Reports:eDropShip" \* MERGEFORMAT 

 XE "Reports:induction" \* MERGEFORMAT 

 XE "Mailings:induction" \* MERGEFORMAT 

 XE "Viewing:eDropShip reports" \* MERGEFORMAT 

 XE "Viewing:induction reports" \* MERGEFORMAT Viewing Induction Reports

The View Mailing Induction Activity home page provides instruction on reaching acceptance and induction reports. This feature is only available to users whose organizations participate in the FAST and eDropShip programs. Mailers can currently check the acceptance status of their mailings and view the following reports: 

· Mail Acceptance Status Report. These pages list the associated appointment ID, facility name, scheduled arrival date, Job ID(s), container barcodes, electronic 8125 (e8125) status, and all completed acceptance checks. The acceptance checks include barcode status, appointment, payment, drop shipment discount, and verification status. 

· Entry Point Facility Report. This report gives an overview of a selected entry point facility, including name, locale key, ZIP Code, and National Air and Surface System (NASS) Code, then displays all appointments for the entry facility, including their pre-induction status, induction (status), container count, extra container count, type, unload start and end times, postage paid, arrival dates, and scan dates. 

· Extra Container Summary Report. This report lists all misshipped, misscheduled, and extra containers for an organization within a set time span. 

· Container Validation Summary Report. This report lists the results of  barcode verification, if the entry point payment discount matched the Drop Ship product information, postage statement finalization status, and if a unique container exists only in a single appointment or not. The report is limited to results within a set time span. 

For any other reports, see Viewing Your Reports. Additional reports will be available in future releases. 

To view your reports:

298. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page,

299. Click Induction Activity Report (eDropShip). The View Mailing Induction Activity home page opens.  

300. In the eDropShip area, click the report name on the left menu bar, or click Check Acceptance to view the Mail Acceptance Status Report. For more information on acceptance status, see Viewing Acceptance Status. 

301. On the Entry Point Facility Report, search for the entry point facility to open the report. Enter any criteria, then click Search. The report opens. Unless otherwise noted, all criteria are required. The criteria available are: 

· Date Range. The default is the past week. 

· Include DDUs. By default, this check box is selected. Clear the check box to exclude Destination Delivery Unit (DDU) facilities. 

· [Optional if Locale Key used, otherwise required] State. The state containing the entry facility. 

· [Optional if Locale Key used, otherwise required] City. The city containing the entry facility. You must select a state before city names are available. 

· [Optional if Locale Key used, otherwise required] Entry Point Facility. The name of the entry point facility. You must select a city before facility names are available. 

· [Optional if Entry Point Facility used] Locale Key. The locale key for the entry point facility. 

302. On the Extra Container Report or the Container Validation Summary Report, to change the dates displayed, enter a new From and To date or click the calendar buttons ([image: image35.png]


) to select new dates, then click Search. Dates must fall within a one-year time span. The default is two weeks. 

To perform another task, click a link at the top of the page.

 XE "Full-service:error charges" \* MERGEFORMAT 

 XE "Accounts:additional postage charges" \* MERGEFORMAT 

 XE "Request:review of charges" \* MERGEFORMAT 

 XE "Managing:eDoc failure charges" \* MERGEFORMAT 

 XE "Verification:eDoc failures" \* MERGEFORMAT 

 XE "Reports:eDoc errors" \* MERGEFORMAT 

 XE "Mailings:eDoc failure postage" \* MERGEFORMAT 

 XE "Transactions:paying eDoc charges" \* MERGEFORMAT 

 XE "Fees:additional postage" \* MERGEFORMAT 

 XE "Postage statements:eDoc failures" \* MERGEFORMAT 

 XE "Viewing:eDoc failures" \* MERGEFORMAT 

 XE "Additional postage charges" \* MERGEFORMAT 

 XE "Review requests" \* MERGEFORMAT 

 XE "Payment for eDoc failures" \* MERGEFORMAT Viewing VAE Reports

The Full Service Error Report displays a summary of electronic Documentation (eDoc) that failed verification and resulted in additional postage. All charges with unpaid, pending, reviewed, and overdue status appear on the report. Mailers can view all additional postage charges, and choose to pay the charges or request USPS review of the charges. This report is only available to users with access to the Verification Assessment Evaluator (VAE) service. 

To view VAE reports: 

303. Go to the Business Customer Gateway on usps.com and log on. Click Verification Assessment Evaluator (PostalOne!). 

304. To stop receiving notice of charges for data quality issues in Full Service mailings, select the Would you like to opt out from receiving email notifications check box, then click Confirm. To resume receiving notices, clear the check box, then click Confirm. By default, email notification is automatically sent when a data quality issue results in additional postage for a Full Service mailing. 

305. Click Full Service Verification Invoice Report. 

306. Enter search criteria to locate the invoice to view, then click Execute Search. Available search criteria include the (invoice) charge date range, Mailing Group ID, Job/Customer Group ID, Submitter CRID (Customer Registration ID), and (payment) Status. The Charge Date range cannot be more than 30 days unless a Mailing Group ID is also provided.   

307. To change the order your search results display, click an underlined column heading. 

308. If a report has more entry points than can display on just one page, click First Page (for the first page), Next Page (for the next page), Previous Page (for the previous page viewed), Last Page (for the final page available), or a number to view another page. A maximum of 50 charges displays on each page. 

309. To download the report: 

co. To download the report, click the format the data should be in. 

cp. Click Download Data. 

cq. Click Save and navigate to the location on your computer to which you want to save the file, then click Save. 

cr. When done, click Close Window in the Download window or click the Close button ([image: image36.png]


) in the PDF window. 

The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf). 

310. To view more detailed error information, click Mail Quality Report. Navigate to and open the Mail Quality Errors Detailed Report. This link only works for users with access to MicroStrategy reports. For more information, see Viewing Mail Quality Reports.

311. To view the results of a review, click the status link. This link is only available if a user requested a review for a charge and the charge has the Reviewed - Require Payment or Overdue status. The Review Detail window opens. When done viewing the review results, click Close to close the Review Detail window. 

312. To pay charges: 

cs. Click Pay by the charge. The Pay link is only available for charges with Unpaid, Reviewed, or Overdue status. A new window opens. 

ct. In the Confirm Payment window, click whether permits associated with your profile should be charged or the permits associated with the job that contained the faulty information. Click the location and the permit to charge, and then the amount to pay. Click Add. 

cu. If necessary when splitting payments across permits, repeat the previous step until all permits have been charged the "Total Payment Needed" amount. 

cv. Click Confirm to complete payment, or click Cancel to exit without paying the charge. The Confirm Payment window closes. 

313. To request a postal employee review the charges: 

cw. Click Request Review by the charge. The Request Review link is only available for charges with Unpaid or Overdue status. The Confirm Request Reconciliation Review page opens. 

cx.  In the Confirm Request Reconciliation Review page, enter the user in your organization who should be contacted by the postal reviewer, their phone number and email address, and why the review should be conducted. Contact name, contact phone number, and the review request reason are all required. Phone number must follow the format 000-000-0000 EXT. 12345. 

cy. Click Confirm to request review, or click Cancel to exit without requesting a review. The Confirm Request Reconciliation window closes. 

To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

Your Dashboard
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The Dashboard Management System allows users to search for or click a link to view postage statements submitted electronically to the PostalOne! system. Paper postage statements submitted to acceptance sites do not appear unless the postal employee entering the statement saved it incomplete. Once finalized, paper statements do not appear. Additionally, users can save their preferred settings for searches and results. The Dashboard Management System page is divided into several sections:

· The first section displays any dormant jobs and account alerts. A job is considered dormant if it includes postage statements prior to finalization and has had no activity by the mailer or postal employees for seven or more days as set by acceptance unit management. Additionally, this section provides a link to a list of all mailer Customer Registration IDs (CRIDs) that can no longer receive Address Change Service (ACS) information due to overdue ACS charges. 

· The second section allows users to search for a specific mailing, and offers basic and advanced settings. No jobs display until a search is performed, or a status or mail class link is clicked. Users can perform an advanced search for all statements with verification due or deleted containers. The search results page displays all jobs that meet the criteria. Once a user selects a job, the revised Job Summary page opens. Users can click the Job ID to view additional details on the job, or the Postage Statement ID number to view and the postage statement. 

· The third section displays a summary of jobs by status in the selected time frame. Clicking a link in this section returns the Job Summary page with all jobs with the selected status. 

· The fourth section displays a summary of jobs by mail class in the selected time frame. Clicking a link in this section returns the Job Summary page with all jobs claiming the selected mail class. International postage statements are indicated by all lowercase letters, followed by the PS Form 3700 part, while domestic statements are all uppercase and include the mail class name. 

· The last section of the page allows users to set their own custom options for the Dashboard Management System. Users may even use the My Settings section to name and save a frequently-used search. 

By default, the first two sections display at least a partial view, and the last three sections require the user to click a show/hide link to display. 

To use the Dashboard Management System:

314. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

315. To view jobs that have not been updated within the past week or two, click Dormant Jobs. The Search Results page opens with only those jobs considered dormant. For more information, see Viewing Dashboard Search Results. 

316. To view mailer Customer Registration IDs (CRIDs) where ACS information has been disabled due to overdue ACS charges, click Uncollected ACS Fees. A dialog box opens and displays all CRIDs that can no longer receive ACS information due to overdue charges. When done viewing the dialog box, click the Close ([image: image37.png]


) button to exit. 

317. To search for a specific mailing or mailing(s), enter search criteria, then click Search. To use advanced search criteria, click show/hide in the search area. The Search Results page opens. For more information, see Viewing Dashboard Search Results. You can search for a job using: 

· Open Date Begin and End - The date range when during which the job documentation was originally submitted to the USPS. Select a date range on the calendars during which postage statements were submitted.  If permit/publication number and type are specified, this date range can be up to a year (365 days). If no permit/publication number and type are supplied, searches are limited to no more than 125 days. 

· Statement Statuses - The status identifies where a postage statement is in the acceptance process. The Dashboard displays all mailings with at least one postage statement in the desired stage; if the mailing includes multiple postage statements, all postage statements display. The only way to view finalized statements is to set status to FIN-Finalized. By default, all statuses requiring mailer or acceptance personnel action are selected, with the exception of estimated postage statements. To view jobs that include qualification reports with no postage statements, select ALL - Include all Statement Statuses. 

· Job Statuses - Click to determine if completed jobs are included in search results or not. Completed jobs are electronically-submitted jobs that have been finalized. By default, all statements display, including completed ones, with the exception of closed jobs.

· Postage Statement ID - Enter a Postage Statement ID for the mailing you want to locate.

· Mailing Group - Mailing group identifies the mailing documents submitted at one time by a single mailer. Mailing group numbers can include one or more postage statements. The PostalOne! system assigns mailing group numbers, which are unique to a particular group of documents; only one group may use any given mailing group number. If a mailer uses the Postal Wizard feature to submit a manual postage statement, this number displays after the statement has been successfully submitted. Mailing group number is also visible when viewing a postage statement. 

· Permit Number and/or Permit Type - The Permit Number and/or Permit Type identify the permit number and type of the permit identifying the corporation who prepared the mailing (Preparer) or the permit used to pay for all mailings in a group (Permit Holder). Multiple groups may use the same permit number and/or type. Users can choose to search for the permit used to pay for the mailing (Permit Holder), or the permit associated with the organization preparing the mailing (Preparer).

· CRID - The Customer Registration ID (CRID) identifies the specific mailer. Users can choose to search for the Permit Holder or the Preparer by CRID. 

· Include Closed Jobs - Select this check box to have closed jobs appear in search results. Closed jobs are all finalized postage statements submitted using paper postage statements, and electronically-submitted statements that have been deleted or closed by mailers. By default, closed jobs do not display. 

· Mailer Location - This list contains all accessible locations for your company. 

· Mailer Job Number - The Mailer Job Number identifies the Customer Group ID assigned by the mailer to a mailing. One job number may be used in multiple mailing groups. Job Number is not case sensitive. 

· Issue Begin and End Date (Advanced) - The date when the group was initially issued and the date when the group was finally closed by the mailer. If permit/publication number and type are specified, this date range can be up to a year (365 days). If no permit/publication number and type are supplied, searches are limited to no more than 125 days. 

· Issue Number (Advanced) - The issue number for a Periodicals mailing. If issue number matches one postage statement in a combined or consolidated mailing, all postage statements for that mailing display. 

· Volume Number (Advanced) - The volume number for a Periodicals mailing. If volume number matches one postage statement in a combined or consolidated mailing, all postage statements for that mailing display. 

· Mailer Provided Mailing Date Begin and End (Advanced) - The date when the job is actually processed. If permit/publication number and type are specified, this date range can be up to a year (365 days). If no permit/publication number and type are supplied, searches are limited to no more than 125 days. 

· Full-Service Participation (Advanced) - Displays jobs based on whether those jobs included some, all, or no full-service pieces. 

· Mail Classes (Advanced) - This list displays all supported mail classes available. To only display jobs for a specific mail class, click that mail class in the list. 

· Verification Due - Select this box to display mailings with any due verifications.

· Deleted Containers - Select this box to include any mailings with deleted containers.

318. To view all jobs with a particular status, click show/hide for the Status Chart, then click the number next to the desired status. The Search Results page displays. For more information, see Viewing Dashboard Search Results. 

319. To view all jobs that include a particular mail class, click show/hide for the Mail Class Chart, then click a number next to the mail class. The Search Results page displays. For more information, see Viewing Dashboard Search Results. 

320. To customize the Dashboard Management System and speed future searches, click show/hide for Manage My Settings if the options are not visible:

· To set the default time frame automatically populated in the submit date time, click an option in the My default time frame list. The options are: 1 day, 1 week, 2 weeks (default),  3 weeks, 4 weeks, 5 weeks, 6 weeks, or 365 days. 

· To select the number of jobs that display per page of search results, select a value in the Number of rows to display per page list. The options are: 10, 20, 30, 50 and 100. 

· To save the currently selected criteria for use at a later date, enter a label in the Save all of my current criteria selections as: box and then click Save Query. 

· To delete a saved criteria set, select the criteria in the My existing queries list, then click Delete Query. 

321. To search jobs using a saved query, click show/hide in the Manage My Settings area if necessary to display options. Select a value from the My existing queries list, then click Select Query.

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 
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The Dashboard Search Results page displays postage statements and associated information for electronically-submitted postage statements, whether submitted through Postal Wizard pages, Mail.XML messaging, or Mail.dat files. Paper postage statements submitted to acceptance sites do not appear unless the postal employee entering the statement saved it incomplete. Once finalized, paper statements do not appear. No jobs are listed until a search is performed or a link is clicked. 

NOTE: The Search Results page displays if a verification is due for postage statements pending finalization. This includes all verifications, however, a Tap Test might not display when required if the postage statement does not contain sufficient information to determine if the test is due or not. 

Alternate views of postage statements include: 

· Viewing billed postage statements, including ones submitted by postal employees from a paper copy, as well as deposits, fee payments, and other transactions. For more information, see Viewing Your Transactions. 

· Viewing billed transactions that are searchable with criteria specific to Periodicals, see Viewing Periodicals Transactions.

· Viewing postage statements that are not yet billed, see Viewing Pending Postage Statements.  

· Viewing Periodicals postage statements by issue that were submitted using Mail.dat files. For more information, see Viewing Periodicals by Issue. 

· Viewing Periodicals postage statements by date that were submitted using Mail.dat files. For more information, see Viewing Periodicals by Date. 

To view Dashboard search results: 

322. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

323. Search for jobs or click a link: 

· To view jobs that have not been updated within the past week or two, click Dormant Jobs. The Search Results page opens with only those jobs considered dormant. 

· To search for a specific mailing or mailing(s), enter search criteria, then click Search. To use advanced search criteria, click show/hide in the search area. 

· To view all jobs with a particular status, click show/hide for the Status Chart, then click the number next to the desired status. 

· To view all jobs that include a particular mail class, click show/hide for the Mail Class Chart, then click a number next to the mail class. 

For more information on search options, see Using the Dashboard. The Search Results page opens. 

324. If the search results returned more jobs than can display on just one page, click First (for the first page), Next (for the next page of results), Prev (for the previous page of results), Last Page (for the final page available), or a number to view another page. 

325. To display the search criteria used, click show/hide in the My Search Criteria Selections area. You cannot change search criteria on this page. You must return to the Dashboard to alter the search criteria. 

326. To view a postage statement:

· For most postage statements, click the PS#  link. 

· For consolidated statements, you must first expand the list of postage statements, then click the PS# link. Click a plus sign ([image: image38.png]


) to expand the list of postage statements. Click the minus sign ([image: image39.png]


) to close the list. For consolidated mailings, click the first postage statement listed to view the master statement.  

· To view Multiline Optical Character Reader (MLOCR) or combined non-Periodicals mailings, click a plus sign ([image: image40.png]


) to expand the list of postage statements. Click the Master Statement link for the postage statement. To view an individual statement within the master statement, click the PS# link on the Master Statement page.

For more information, see Viewing Dashboard Postage Statements. The postage statement page opens.

327. To download a copy of the displayed transactions:

cz. To download the transactions currently visible, select the format for the download in the Export Options area. The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf). Users who choose to download PDF files may experience a delay before the file opens. 

da. Click Save (.csv or .xls files) or Save a Copy (.pdf files) and navigate to the location on your computer to which you want to save the file, then click Save. 

db. When done, click Close Window in the Download List of Transactions window or click the Close button ([image: image41.png]


) in the PDF window. 

If the Search Results include multiple pages of transactions, you must open and download each page separately.

328. To view the Job Details page and any associated electronic documentation (such as qualification reports), click the Job ID for the postage statement. For more information, see Viewing Job Details. 

329. To update the search results without changing any search criteria, such as when looking for a recently-transferred file, click Refresh My Results 

330. To return to the Dashboard without erasing the search criteria used, click Modify My Search. 

331. To return to the Dashboard after setting all search criteria back to your defaults, click Start New Search. 

332. To view explanations of status or mail class codes in the search results, click show/hide for the Status Chart or the Mail Class Chart. This option does not change the search options displayed.  

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 
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The Job Details page displays all postage statements and supporting documents associated with a particular job.  The Job Detail page is divided into three sections: 

· The first section displays the basics of the job, such as the job name, all associated IDs, mailing agent, and important dates. 

· The second section displays all postage statements associated with the job, and offers links to the postage statement and to download the postage statement. Postage statements may be followed by one or more of four codes to indicate the mailing has been adjusted for spoilage ([*]), USPS personnel adjusted the mailing during acceptance [**], the mailing is full service [F], or the mailing includes both full-service and basic option pieces [M]. 

· The third section lists all available electronic documentation (eDocumentation). The supporting documentation listed in this section is only available for postage statements submitted using Mail.dat files or Mail.XML messaging, and varies depending on the type of mailing and the programs applicable to the mailing. 

To view job details:

333. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.   

334. Search for the job. For more information, see Using the Dashboard. The Search Results page opens. 

335. Click a Job ID. The Job Details page opens. 

336. To view a postage statement, click a PS# link. To view the summary of a master postage statement in a combined mailing, click Master Statement. The postage statement opens. For more information, see Viewing Dashboard Postage Statements. 

337. To download postage statement details: 

dc. Click Download Details next to the postage statement. 

NOTE: The Download Details link is only available for combined Standard Mail, First-Class Mail, or Periodicals postage statements in FIN (Finalized), UPD (USPS Processing Due), or PEN (Pending) status. The downloaded file contains the master postage statement and the child statements; each statement appears on a separate page (PDF) or tab (Excel). 

dd. If necessary, click Yes in the Security dialog box, then OK in the next dialog box. 

de. Select the format for the download, then click Download. The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf). Users who choose to download PDF files may experience a delay before the file opens. 

df. Click Save (.csv or .xls files) or Save a Copy (.pdf files) and navigate to the location on your computer to which you want to save the file, then click Save. When done, click Close Window in the Download List of Transactions window or click the Close button ([image: image42.png]


) in the PDF window. 

338. To view a qualification report, if available, click the Qualification Report(s). If a container ID in the desired qualification report is known, enter the container ID, then click Find a Qualification Report. If multiple qualification reports are available, click the specific qualification report you want to view on the Qualification Report List page. The Qualification Report page opens. For more information, see Viewing Qualification Reports.

339. To view a reconciliation report, click Reconciliation Report. A reconciliation report is only available if a job has sufficient information, including at least one postage statement and one qualification report. For more information, see Viewing the Reconciliation Report. 

340. To view the Version Summary Report, click Version Summary Report. For more information, see Viewing the Version Summary Report.

341. For MLOCR mailings, click a report name.
· To view the Customer Mail Report, click Customer Mail Report.

· To view the Postage Statement Summary Report, click Postage Statement Summary Report.

· To view the Summary ZIP Destination Report, click Summary ZIP Destination Report.

For more information, see Viewing MLOCR Reports.

342. For a Periodicals mailing, to view information on Outside County container and bundle charges, click Outside County Container Report. For more information, see Viewing Outside County Reports. 

343. To view verification results, click a verification type in the Verifications column. A second window opens and displays a worksheet with verification information. To print the worksheet, click Print Form. When done viewing verification worksheets, click the Close ([image: image43.png]


) button.

	Verification Code
	Verification Type

	BC
	Manual POSTNET Barcode 

	BP
	Bundle Preparation 

	CV
	Mail Piece Count 

	DP
	Delivery Point 

	DS
	Drop Shipment

	ME
	MERLIN 

	MMS
	Manifest Mailing System (MMS)

	MU
	Move Update 

	PS
	Manual Presort (PS Form 2866)

	SP
	Manual Shortpaid Worksheet (PS Form 6116)

	TT
	Tap Test


NOTE: Verification results are not available for all locations.

344. For copalletized mailings, to view container linkages, click Original Container Information Report. This link is only available for First-Class Mail, Standard Mail, and Periodicals. For more information, see Viewing the Original Container Information Report. 

345. To return to the Search Results page, click Return to Search Results. 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 
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Postage statements on the Dashboard include all electronically-submitted postage statements, whether the statements were submitted using Mail.dat files, Mail.XML messaging,  or through the PostalOne! Web pages. Additionally, you can view postage statements on the Dashboard regardless of postage statement status; other reports display only finalized postage statements or only pending postage statements submitted through the PostalOne! Web pages. Alternate views of postage statements include: 

· Viewing billed postage statements submitted by mailers using the PostalOne! Web pages, as well as deposits, fee payments, and other transactions. This report can also be used to download postage statements. For more information, see Viewing Your Transactions. 

· Viewing billed transactions that are searchable with criteria specific to Periodicals, see Viewing Periodicals Transactions.

· Viewing postage statements submitted by mailers using the PostalOne! Web pages and not yet billed. For more information, see Viewing Pending Postage Statements. 

· Viewing Periodicals postage statements by issue that were submitted using Mail.dat or Mail.XML files. For more information, see Viewing Periodicals by Issue. 

· Viewing Periodicals postage statements by date that were submitted using Mail.dat or Mail.XML files. For more information, see Viewing Periodicals by Date. 

· Downloading postage statements. To download postage statements, use the Your Transactions Page, or the Download Details link on the Dashboard. The Dashboard is the only place to download master postage statements and associated child postage statements within the same file. For more information, see Using the Dashboard.

To view Dashboard postage statements:

346. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page. 

347. Search for the job. For more information, see Using the Dashboard. 

NOTE: To view finalized postage statements, you must specifically search for finalized statements. 

348. On the Search Results page:

· For most postage statements, click the PS #  link. 

· For consolidated postage statements, you must first expand the list of postage statements, then click the PS# link. Click a plus sign ([image: image44.png]


) to expand the list of postage statements. Click the minus sign ([image: image45.png]


) to close the list. For consolidated mailings, click the first postage statement listed to view the master statement. 

· To view Multiline Optical Character Reader (MLOCR) or combined non-Periodicals mailings, expand the list of postage statements, then click the Master Statement link for the postage statement. Click a plus sign ([image: image46.png]


) to expand the list of postage statements. Click the minus sign ([image: image47.png]


) to close the list. To view an individual statement within the master statement, click the PS # link on the Master Statement page. Most PS links include postage statement numbers.

349. When viewing a master postage statement, to view a postage summary limited to a particular payment type, click a payment method link on the page. For example, to see the postage paid using a Metered permit, click the Metered link. 

350. To view the Postage Statement Register, click Register. The Register is not available for all postage statements. For more information, see Viewing the Register.

351. To view all containers associated with the postage statement, click Container List. This feature is only available for First-Class Mail postage statements. On the Container List page: 

· To view entry point container details, click a container count number. The Entry Point Container Detail page opens. Click a container name on the Entry Point Container Detail Report to view the qualification report for that container. For more information on qualification reports, see Viewing Qualification Reports. 

· To view entry point details for all containers at a particular facility, click an entry point. The Entry Point Detail page opens. For more information, see Viewing Entry Point Details. 

352. To view the Version Summary Report for the postage statement, click Piece-Weight Information. The Version Summary Report is not available for all postage statements. For more information, see Viewing the Version Summary Report.

353. To edit or view a Periodicals worksheet, click Edition Weight Worksheet or Advertising Percentage Worksheet as appropriate. For more information, see Viewing Advertising Percentage and Weight Worksheets. 

354. To print the postage statement, click Print. 

355. To cancel a postage statement, click Cancel. Review the statement, then click Cancel again. To cancel all statements in a combined mailing, click Cancel All Postage Statements on the master postage statement page. If a postal employee has begun work on the statement, cancellation will not be available as the postage statement is considered "frozen". For these statements, cancellation is not possible; postal employees must "release" the postage statement before you can cancel or update it. 

356. To update a postage statement, enter your changes in the boxes, then click Update. This is only available for select fields on Periodicals postage statements with UPD (USPS Processing Due) status. The fields available for update are Customer Reference ID, Mailer Provided Mailing Date, Issue Date, Volume Number, Issue Number, and Issue Frequency. To revert changed fields back to their previous values without saving, click Reset. 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

The information available on the postage statement page depends on the stage of the postage statement and the information submitted with the statement. For definitions of possible postage statement stages, see the postage statement stages below. 

	Stage
	Definition

	AVW
	The postage statement has an address verification warning from Delivery Point Validation (DPV) or Move Update, but can be processed normally.

	CAN 
	The postage statement has been canceled and will receive no further processing.

	CON 
	This statement is part of a consolidated postage statement and cannot be individually updated.

	ERR
	A USPS clerk was unable to finalize a statement due to a system error. 

	EST 
	The postage is an estimate based on preliminary postage data, not an actual postage statement.

	FAI
	The postage statement has failed verification by USPS acceptance personnel. Appears only for users involved in the Performance-Based Verification (PBV) project.

	FIN 
	The postage statement has been finalized; that is, a USPS acceptance clerk has processed the postage statement against the account.

	FPP
	The postage statement has been finalized by an acceptance clerk, but payment is pending. Automatic deduction of payment occurs 14 days after the mailing gains FPP status if mailers do not pay manually first. Appears only for authorized consolidated Periodicals claiming Consolidated Periodicals Payment (CPP) in the Mail.dat file.  

	INC
	The postage statement has not yet been completely entered and has not been submitted for verification. 

	NAP
	The statement is considered not available for processing by the system. This usually indicates a type of postage statement not currently supported by the PostalOne! system. These statements can be canceled.

	PAS
	A postage statement has passed verification by USPS personnel, but has not yet been finalized by personnel. Appears only for users involved in the PBV project.

	PAV
	The postage statement is pending address verification (DPV and Move Update). 

	PEN
	A postage statement is currently marked for verification and awaiting results (pending) prior to finalization. Appears only for users involved in the PBV project. 

	QMR
	A postal employee has performed a Quality Mail Review verification on the mailing. The QMR stage only appears on verification receipts entered manually by the postal employee and does not directly affect any postage statements submitted electronically.

	REV
	A postal employee has reversed the transaction associated with this postage statement.

	REW
	A verification issue has been identified and the mailing has been returned to the mailer for correction or rework.

	UPD
	A file has been received and a postage statement is available for processing (USPS Processing is Due). The statement is not processed against an account until action is taken by postal acceptance personnel. These statements can be canceled.
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The Reconciliation Report compares the number of pieces reported and paid on postage statements within a group to the number of pieces reported on a qualification report for the same group. The postage statement information accounts for each individual consolidated statement, provides a total of the line items of each statement, and compares that to the total number of pieces by rate category and total of the qualification reports for the job. Reconciliation reports will only be available for jobs containing at least one qualification report and postage statement. This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. 

To view the Reconciliation Report:

357. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

358. Search for the job. For more information, see Using the Dashboard. 

359. On the Search Results page, click a Job ID. The Job Details page opens. 

360. Click Reconciliation Report. The report displays four sections: a summary of the mailing group, the comparison of the qualification report with the postage statement information, the reconciliation summary, and the other information section. Postage statements that have not yet been finalized (billed) by USPS acceptance personnel appear in the USPS Processing Due column; finalized postage statements appear in the Finalized column. Other information includes the number of times one or more statements in the mailing have been reversed, cancelled, or reworked. 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 
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The register provides mailing details for each entry point included in postage statements submitted electronically. Each register lists every entry point facility, applied entry discounts, the number of pieces accepted at the facility, the number of pounds, and the final postage for each facility. Not all postage statements include register information.  This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. 

To view the postage statement register:

361. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.   

362. Search for the job. For more information, see Using the Dashboard. 

363. Open the postage statement. For more information, see Viewing Dashboard Postage Statements. 

364. On the Postage Statement page, click Register. The Register displays the mail by entry point and a summary of the mailing group. For master postage statements, a Master Register displays including all entry points in the mailing. To view the register for one postage statement within an MLOCR or combined non-Periodicals mailing, users should open the master postage statement, click the individual statement, then click the Register link on the individual statement. For a consolidated Periodicals postage statement, click the master postage statement link, then click Register. 

365. To sort the register by a specific field, click an underlined column heading. For example, to view containers in order by the amount of postage required, click Total Postage.  

366. To view entry point details, click a facility name in the Entry Facility Name column or a container count. Clicking the Container Count displays the Entry Point Details by container, while clicking a facility name displays the Entry Point Details by entry discount. For more information, see Viewing Entry Point Details.

NOTE: Facility name only displays if sufficient information is available. For mailings claiming Entry Point for Entry Discount Facility Type "C", only SCF name and the three-digit code displays.
367. If the register has more entry points than can display on just one page, click First Page (for the first page), Next Page (for the next page), Previous Page (for the previous page viewed), Last Page (for the final page available), or a number to view another page.

368. On master registers only, click a container count number to open the Container Detail Report. For more information, see Viewing Container Details. 

369. For consolidated Periodicals postage statements or Periodicals postage statements viewed by issue, additional reports are available from the register for the master postage statement that contains all other postage statements in the mailing: 

· To view a Version Summary for a consolidated Periodicals postage statement or by issue, click View Version Summary. This report displays a version summary across all printer plants (or acceptance offices) for an entire issue, no matter where the mail was accepted. Otherwise, the version summary is identical to the one available for a standard postage statement. This report is available for both consolidated statements and Periodicals postage statements viewed by issue. For more information, see Viewing the Version Summary Report.

· To view the consolidated statement by mailing date, click View Listing by Mailing Date. This is only available for consolidated Periodicals postage statements. For more information, see Viewing Periodicals by Date.

· To view entry point details for the consolidated statement, click Entry Facility Detail. This is only available for consolidated Periodicals postage statements. For more information, see Viewing Entry Point Details.

370. To download a copy of the issue-level or consolidated Periodicals register: 

dg. Click Download. 

dh. If necessary, click Yes in the Security dialog box, then OK in the next dialog box. 

di. Select the format for the download, then click Download. Users who choose to download PDF files may experience a delay before the file opens. 

dj. Click Save (.csv or .xls files) or Save a Copy (.pdf files) and navigate to the location on your computer to which you want to save the file, then click Save. 

dk. When done, click Close Window in the Download window or click the Close button ([image: image48.png]


) in the PDF window. 

The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf).

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

 XE "Entry point details" \* MERGEFORMAT 

 XE "Mail.dat:entry points" \* MERGEFORMAT 

 XE "Dashboard:entry point details" \* MERGEFORMAT 

 XE "Issue:viewing entry points" \* MERGEFORMAT 

 XE "Bundles:entry point details" \* MERGEFORMAT 

 XE "Containers:entry points" \* MERGEFORMAT 

 XE "Postage statements:entry point details" \* MERGEFORMAT 

 XE "Viewing:entry points" \* MERGEFORMAT Viewing Entry Point Details

Viewing Entry Point Details provides an overview of the pieces accepted at a facility for a postage statement and a summary of the associated mailing group. This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. 

To view entry point details:

371. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

372. Search for the job. For more information, see Using the Dashboard. 

373. Open the postage statement. For more information, see Viewing Dashboard Postage Statements. 

374. On the Postage Statement page, click Register or Container List. The next page displays the mail by entry point.  

375. On the Register or Container List page: 

· For most mailings, click a facility name in the Entry Facility Name column to open the Entry Point Details page.

· For consolidated Periodicals mailings, click Entry Facility Detail, or click View Listing by Mailing Date, then click Entry Facility by Mailing Date.

376. To sort entry point details by a specific field, click an underlined column heading. For example, to see containers in order by the postage amount, click Postage.

377. To download entry point facility information for a consolidated Periodicals mailing:

378. Click Download.

dl. If necessary, click Yes in the Security dialog box, then OK in the next dialog box. 

dm. Select the format for the download, then click Download. Users who choose to download PDF files may experience a delay before the file opens. 

dn. Click Save (.csv or .xls files) or Save a Copy (.pdf files) and navigate to the location on your computer to which you want to save the file, then click Save. 

do. When done, click Close Window in the Download window or click the Close button ([image: image49.png]


) in the PDF window. 

The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf).

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

 XE "Tray Difference Report" \* MERGEFORMAT 

 XE "Barcode Sorter" \* MERGEFORMAT 

 XE "BCS" \* MERGEFORMAT 

 XE "Multi-Line Optical Character Reader" \* MERGEFORMAT 

 XE "MLOCR" \* MERGEFORMAT 

 XE "Postage Statement Summary Report" \* MERGEFORMAT 

 XE "Customer Mail Report" \* MERGEFORMAT 

 XE "Summary ZIP Destination Report" \* MERGEFORMAT 

 XE "Mail.dat:MLOCR" \* MERGEFORMAT 

 XE "Dashboard:MLOCR reports" \* MERGEFORMAT 

 XE "Reports:MLOCR" \* MERGEFORMAT 

 XE "Viewing:MLOCR reports" \* MERGEFORMAT Viewing MLOCR Reports

For Multi-Line Optical Character Reader/Barcode Sorter (MLOCR/BCS) mailings, four reports are available that display permit and payment information.  This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. The reports are: 

· The Summary ZIP Destination Report displays the postage payment methods by ZIP Code qualification. 

· The Tray Difference Report details the difference in tray and piece amounts between the original submission and the update, as well as any additional postage amount.

· The Customer Mail Report lists all of the customers in a mailing, based on unique MPU IDs in the mailing, indicates the permits used, and details the rates and total postage for each permit.

· The Postage Statement Summary Report separates line items by postage payment method, and lists the rates and number of line items that claimed each rate.

To view MLOCR reports: 

379. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

380. Search for the job. For more information, see Using the Dashboard. 

381. On the Search Results page, click a Job ID. The Job Details page opens. 

382. To view a report: 

· Click the name of the report to open. This is the only way to access the Customer Mail Report and Tray Difference Report.

· To view a Summary ZIP Destination Report using an alternate method, open the qualification report. Click a Container ZIP Code link to open the Summary ZIP Destination Report.  

· To view a Postage Statement Summary Report limited to a particular payment method, click the associated Master Statement link, then click a payment method link on the page. For example, to see the postage paid using a Metered permit, click the Metered link. 

383. When viewing the Summary ZIP Destination Report, click a Tray ZIP Code link to open the qualification report containing the pieces claiming the rate. For more information, see Viewing Qualification Reports. 

384. When viewing a Postage Statement Summary Report from a link on the Dashboard, click a Postage Summary button to expand the postage summary for the payment method on the button. One button appears for each payment method used in the mailing. 

385. If a report has more entry points than can display on just one page, click First Page (for the first page), Next Page (for the next page), Previous Page (for the previous page viewed), Last Page (for the final page available), or a number to view another page.

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

Your Containers and Packages

 XE "Qualification Reports" \* MERGEFORMAT 

 XE "Mail.dat:qualification reports" \* MERGEFORMAT 

 XE "Dashboard:qualification reports" \* MERGEFORMAT 

 XE "Containers:qualification reports" \* MERGEFORMAT 

 XE "Mailings:qualification reports" \* MERGEFORMAT 

 XE "Viewing:qualification reports" \* MERGEFORMAT Viewing Qualification Reports

Qualification reports summarize the containers included in a group of postage statements submitted electronically, and detail the destination ZIP Code, rate and sortation levels, origin ZIP Code, and total pieces in each container. This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. 

NOTE: Qualification reports are also available following links from other eDocumentation pages opened using the Dashboard. These instructions only include the most direct route to open qualification reports. 

To view qualification reports:

386. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

387. Search for the job. Enter as many criteria as possible, then click Search. For more information, see Using the Dashboard. The Search Results page opens. 

388. Click a Job ID. The Job Details page opens. 

389. Click Qualification Report(s). Alternately, to search for the qualification that includes a specific container, enter a Container ID, then click Find a Qualification Report. The Find link is only available if two or more qualification reports are available. 

390. On the Qualification Report List page,  click the specific qualification report you want to view on the Qualification Report List page. If  version information is available, to view that instead of the qualification report, click Version Summary Information. For more information, see Viewing Version Summary Information. The Qualification Report List page is only available if multiple qualification reports are available and a Container ID search did not return a specific report. 

391. To limit the containers displayed to one or more specific containers, click a choice in the Search by list, then enter your criteria in the Starts with box. Click Search. The qualification report displays again, restricted to those containers. To view all containers again, click Reset. The Search by list options are: Container ID, Container Size, Container Type, Sortation Level, Destination ZIP (Code), Group Destination ZIP (Code), and Rate Level.

NOTE: Rate Level and Domestic Zone information does not change, even if you change the rest of the report to display only select containers; these sections always include all containers in the report. 

392. To view the Summary ZIP Destination Report, click a Container ZIP Code. For more information, see Viewing MLOCR Reports. This feature is only available for MLOCR mailings. 

393. To reorder the displayed containers, click an underlined column heading. For example, to view containers in order by number of pieces, click Total Pieces. 

394. If the qualification report has more containers than can display on just one page, click First Page (for the first page), Last Page (for the final page available), or a number to view another page. 

395. To view package details for a particular container, click Container Search. The Container Search page opens. For more information, see Searching for a Container. 

396. To view version summary information for the containers in the qualification report, click Version Summary Information. For more information, see Viewing Version Summary Information.

To return to the Job Detail page and access PostalOne! features, click Dashboard at the top of the page. To perform any other function, click Home at the top of the page to return to the Business Customer Gateway.

 XE "Mail.dat:version information" \* MERGEFORMAT 

 XE "Dashboard:version summary information" \* MERGEFORMAT 

 XE "Bundles:version information" \* MERGEFORMAT 

 XE "Containers:version information" \* MERGEFORMAT 

 XE "Mailings:version information" \* MERGEFORMAT Viewing Version Summary Information

The Version Summary Information page displays summaries of the mailing group and qualification report, then details the Version ID, Version Name, Description, Total Pieces, and Cumulative Total Pieces for statements associated with the selected qualification report. This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. 

For information on viewing the version summary by postage statement, see Viewing the Version Summary Report. 

NOTE: To view bundle-level version summary information, open the details page for a bundle, then click a Bundle ID. For more information, see Viewing Container Details.

To view the Version Summary information:

397. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.   

398. Search for the job. For more information, see Using the Dashboard. 

399. On the Search Results page, click a Job ID. The Job Details page opens. 

400. Click Qualification Report(s). If multiple qualification reports are available, click the specific qualification report you want to view on the Qualification Report List page. For more information, see Viewing Qualification Reports. 

401. On the Qualification Report List or Qualification Report page, click Version Summary Information. The Version Summary Information page opens.

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

 XE "Searching:containers" \* MERGEFORMAT 

 XE "Containers:searching" \* MERGEFORMAT 

 XE "Managing:containers" \* MERGEFORMAT 

 XE "Postage statements:containers" \* MERGEFORMAT 

 XE "Viewing:container search" \* MERGEFORMAT Searching for a Container

Performing a container search allows you to view detailed information about specific containers and packages in a mailing submitted electronically. Through the container search, you can see containers, containers within a pallet, packages, pieces, and weights that are part of a specific mailing. Container searches are not available for all mailings. This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. You can search for containers using the following criteria: 

· Entry Point ZIP Code

· Destination ZIP Code

· (Container) Type

· (Sort) Level 

· Container ID 

To search for a container:

402. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

403. Search for the job. For more information, see Using the Dashboard. 

404. On the Search Results page, click a Job ID. The Job Details page opens. 

405. Click Qualification Report(s). If multiple qualification reports are available, click the specific qualification report you want to view on the Qualification Report List page. For more information, see Viewing Qualification Reports.

406. Click Container Search. 

407. Enter your search criteria, then click Search. The Type and Level columns contain lists of specific search criteria. The Level list automatically populates after Type is selected. After the search is complete, the Search Results page opens, listing all containers that meet the search criteria.

NOTE: If you enter a container ID, you must use the exact number, including any leading zeroes, or the search will not return the container. For example, to find container 000074, you must enter 000074, not 74 or 074. 

408. To view all containers within a pallet, click Pallet. The Container Summary page displays with just the containers within the selected pallet listed. 

409. To view a list of packages associated with a specific container, click a CONT (Container) ID. The Container Detail page displays, and includes a table listing all packages associated with that container. For more information, see Viewing Container Details.

410. To change the number of records displayed on each page, click a number in the Show records list. The default is 6.

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

 XE "Mail.dat:search containers" \* MERGEFORMAT 

 XE "Bundles:container version summary" \* MERGEFORMAT 

 XE "Containers:details" \* MERGEFORMAT 

 XE "Version Summary:bundle level" \* MERGEFORMAT 

 XE "Viewing:container details" \* MERGEFORMAT Viewing Container Details

The Container Reports page displays the details of each package within the selected container, and includes a summary of the mailing group and the container that contains the displayed packages. This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. 

To view container details:

411. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

412. Search for the job. For more information, see Using the Dashboard. 

413. On the Search Results page, click a Job ID. The Job Details page opens. 

414. Click Qualification Report(s). If multiple qualification reports are available, click the specific qualification report you want to view on the Qualification Report List page. For more information, see Viewing Qualification Reports.

415. On the Qualification Report page, click Container Search. 

416. Search for the container that contains the package. If the container is in a pallet, click Pallet in the search results first. Otherwise, click the Container ID.  The Container Reports page displays. For more information, see Searching for a Container. 

417. On the Container Reports page, click a Container ID in the Container ID column to open the Bundle Search page. On the Bundle Search page, a table listing all packages associated with the selected container appears.

418. To change the number of records displayed on each page, click a number in the Show records list. The default is 50. 

419. To reorder the displayed packages, click an underlined column heading. For example, to view packages in order by the ZIP Code of their destinations, click Dest ZIP Code. 

420. To view the version information for pieces at each bundle level, click a Bundle ID. The Bundle Level Version Summary page displays. The Bundle Level Version Summary Information page displays the basic information about the mailing, the specific container and bundle information, and then the rate level and number of pieces that comprise the version. 

· To change the number of bundles displayed on the page, click a number in the Show Records list. The default is 6 records at a time. 

· To view Version Summary Information for the bundle, click a Bundle ID. For more information, see Viewing the Version Summary Report. 

· To reorder the displayed packages, click an underlined column heading. 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

 XE "Mail.dat:version summary report" \* MERGEFORMAT 

 XE "Dashboard:version summary report" \* MERGEFORMAT 

 XE "Issue:version summary report" \* MERGEFORMAT 

 XE "Bundles:version summary report" \* MERGEFORMAT 

 XE "Containers:version summary" \* MERGEFORMAT 

 XE "Version Summary:report" \* MERGEFORMAT 

 XE "Reports:version summary report" \* MERGEFORMAT 

 XE "Mailings:version summary report" \* MERGEFORMAT 

 XE "Viewing:version summary report" \* MERGEFORMAT 

 XE "Periodicals:version summary report" \* MERGEFORMAT Viewing the Version Summary Report

The Version Summary Report page displays summaries of the mailing group and qualification report, then details the Version ID, Version Name, Description, and (Total) Pieces for a mailing, and allow users to dissect that information to view the number of pieces at each rate level. Reports for Periodicals count copies instead of pieces, and include advertising percentage.  This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. 

For information on viewing a version summary by qualification report, see Viewing Version Summary Information. 

To view the Version Summary Report:

421. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

422. Search for the job. For more information, see Using the Dashboard. 

423. On the Search Results page, click a Job ID. The Job Details page opens. 

424. Click Version Summary Report. Alternately:

· To view the Version Summary Report for a particular mailing, open the associated postage statement, then click Piece-Weight Information. 

· To view the Version Summary Report for a consolidated Periodicals mailing, open the master postage statement for the mailing, then click Register. On the Register page, click View Version Summary. This report displays a version summary across all printer plants (or acceptance offices) for an entire issue, no matter where the mail was accepted. Otherwise, the version summary is identical to the one available for a standard postage statement.

· To view a Version Summary Report specific to a Periodicals issue, open the Periodicals postage statement by issue, then click Register. On the Register page, click View Version Summary. This report displays a version summary across all printer plants (or acceptance offices) for an entire issue, no matter where the mail was accepted. Otherwise, the version summary is identical to the one available for a standard postage statement. For more information, see Viewing Periodicals by Issue. 

425. To view the number of pieces at each rate level within a version, click the number of pieces for the version. The Version Rate Level Breakdown page displays. The Version Rate Level Breakdown page displays the basic information about the mailing, the specific version information, and then the rate level and number of pieces that comprise the version. 

426. To download the Version Summary for a consolidated or issue-level Periodicals mailing:

dp. Click Download.

dq. If necessary, click Yes in the Security dialog box, then OK in the next dialog box. 

dr. Select the format for the download, then click Download. Users who choose to download PDF files may experience a delay before the file opens. 

ds. Click Save (.csv or .xls files) or Save a Copy (.pdf files) and navigate to the location on your computer to which you want to save the file, then click Save. 

dt. When done, click Close Window in the Download window or click the Close button ([image: image50.png]


) in the PDF window. 

The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf).

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

 XE "OCI" \* MERGEFORMAT 

 XE "Original Container Information report" \* MERGEFORMAT 

 XE "Sibling containers" \* MERGEFORMAT 

 XE "Mail.dat:sibling containers" \* MERGEFORMAT 

 XE "Mail.dat:version information" \* MERGEFORMAT 

 XE "Dashboard:sibling containers" \* MERGEFORMAT 

 XE "Containers:original container report" \* MERGEFORMAT 

 XE "Reports:original container info" \* MERGEFORMAT 

 XE "Viewing:sibling containers" \* MERGEFORMAT Viewing the Original Container Information Report

The Original Container Information (OCI) Report is only available for First-Class Mail, Standard Mail, and Periodicals containing copalletized containers and submitted electronically by mailers through Mail.dat or Mail.XML files. The OCI Report provides a brief summary of the mailing group, and an overview of the relationship between one or more original containers and all linked containers. 

To view the OCI Report:

427. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

428. Search for the job. Enter as many criteria as possible, then click Search. For more information, see Using the Dashboard. The Search Results page opens. 

429. Click a Job ID. The Job Details page opens. For more information, see Viewing Job Details. 

430. Click Original Container Information Report. 

431. To change the number of containers displayed on the page, click a number in the Show records list. The options are 2, 5, 10, 20, 30, 40, and 50. The default displays 50 containers at a time.

432. If the report has more containers than can display on just one page, click Next (for the next page), or Prev (for the page last viewed), or a number to view another page. 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

Your Periodicals

 XE "Issue:viewing postage statements" \* MERGEFORMAT 

 XE "Mailings:by issue" \* MERGEFORMAT 

 XE "Postage statements:by issue" \* MERGEFORMAT 

 XE "Viewing:postage statements by issue" \* MERGEFORMAT 

 XE "Periodicals:by issue" \* MERGEFORMAT Viewing Periodicals by Issue

Postage statement generation creates separate billable Periodicals postage statements for each individual issue date included in a mailing. To view a postage statement by issue, users can provide USPS Publication number and search using Issue Date or Issue Number and Volume Number. Only single-issue or consolidated Periodicals postage statements that are ready for USPS processing or have already been billed (finalized) by USPS personnel are available for issue-level viewing. Pending Periodicals and combined Periodicals are not supported for issue-level viewing. To view: 

· Billed postage statements submitted by mailers using the PostalOne! Web pages, as well as deposits, fee payments, and other transactions. For more information, see Viewing Your Transactions. 

· Periodicals postage statements submitted by mailers, see Viewing Periodicals Transactions.

· Postage statements submitted by mailers using the PostalOne! Web pages and not yet billed, see Viewing Pending Postage Statements. 

· Electronically-submitted postage statements in all stages, as well as supplemental reports for statements submitted using Mail.dat files, see Using the Dashboard or Viewing Dashboard Postage Statements. 

· Periodicals postage statements by date that were submitted using Mail.dat files, see Viewing Periodicals by Date. 

To view Periodicals by Issue: 

433. Go to the Business Customer Gateway on usps.com and log on. Click Mailing Reports (PostalOne!). Alternately, click Mailing Reports on the left menu bar if you are already on another PostalOne! page.  

434. Click Issue Level Postage Statement.

435. Click the permit number associated with the mailing. Only approved Periodicals (PE) permits are listed. 

436. On the Search Criteria page, select Issue Date or Issue Number in the Search by list. Enter the Issue Date, or the Volume and Issue Number. If Volume Number is entered, Issue Number is required. Click View Issue Level Postage Statement. If no Periodicals meet your criteria, an error page appears. Click Back to try different criteria.

437. Select the issue to view. If only one Periodicals mailing meets your criteria, the postage statement opens automatically and you can skip this step. 

438. To view the register for the issue, click Register. This register is available across all printer plants (or acceptance offices) for an entire issue, no matter where the mail was accepted. Otherwise, the register is identical to the one available for a standard postage statement. For more information, see Viewing the Register. 

439. To download a copy of the issue-level postage statement: 

du. Click Download (Rate Case <rate case date>). 

dv. If necessary, click Yes in the Security dialog box, then OK in the next dialog box. 

dw. Select the format for the download, then click Download. Users who choose to download PDF files may experience a delay before the file opens. 

dx. Click Save (.csv or .xls files) or Save a Copy (.pdf files) and navigate to the location on your computer to which you want to save the file, then click Save. 

dy. When done, click Close Window in the Download window or click the Close button ([image: image51.png]


) in the PDF window. 

The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf). 

NOTE: If the issue spans multiple rate cases, each rate case must be downloaded separately. 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

 XE "Mailing Date, viewing Periodicals" \* MERGEFORMAT 

 XE "Mailings:by date" \* MERGEFORMAT 

 XE "Postage statements:by date" \* MERGEFORMAT 

 XE "Viewing:Periodicals by date" \* MERGEFORMAT 

 XE "Periodicals:by date" \* MERGEFORMAT Viewing Periodicals by Date

The Listing by Mailing Date report separates a consolidated Periodicals postage statement by date, then details the number of containers, copies, pieces, and percentage of the mailing handled by facility. This feature is only available for consolidated Periodicals mailings submitted using Mail.dat files or Mail.XML messaging. To view: 

· Billed postage statements submitted by mailers using the PostalOne! Web pages, as well as deposits, fee payments, and other transactions. For more information, see Viewing Your Transactions. 

· Periodicals postage statements submitted by mailers, see Viewing Periodicals Transactions.

· Postage statements submitted by mailers using the PostalOne! Web pages and not yet billed, see Viewing Pending Postage Statements. 

· Electronically-submitted postage statements in all stages, as well as supplemental reports for statements submitted using Mail.dat files, see Using the Dashboard or Viewing Dashboard Postage Statements. 

· Periodicals postage statements by issue that were submitted using Mail.dat files, see Viewing Periodicals by Issue. 

To view the listing by mailing date: 

440. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

441. Search for the job. For more information, see Using the Dashboard. 

442. Open the master postage statement. For more information, see Viewing Dashboard Postage Statements. 

443. On the Postage Statement page, click Register. 

444. Click View Listing by Mailing Date.

445. To download the listing:

dz. Click Download.

ea. If necessary, click Yes in the Security dialog box, then OK in the next dialog box. 

eb. Select the format for the download, then click Download. Users who choose to download PDF files may experience a delay before the file opens. 

ec. Click Save (.csv or .xls files) or Save a Copy (.pdf files) and navigate to the location on your computer to which you want to save the file, then click Save. When done, click Close Window in the Download window or click the Close button ([image: image52.png]


) in the PDF window. 

The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf).

446. To view entry point details, ordered by mailing date, click Entry Facility by Mailing Date. For more information, see Viewing Entry Point Details. 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 

 XE "Outside County reports" \* MERGEFORMAT 

 XE "Containers:outside county" \* MERGEFORMAT 

 XE "Version Summary:bundle level" \* MERGEFORMAT 

 XE "Reports:outside county" \* MERGEFORMAT 

 XE "Viewing:outside county information" \* MERGEFORMAT 

 XE "Viewing:CAPS information" \* MERGEFORMAT 

 XE "Periodicals:outside county" \* MERGEFORMAT Viewing Outside County Reports

For Periodicals postage statements, the Outside County reports are available whenever a qualification report includes containers with chargeable containers. This feature is only available for postage statements submitted electronically using Mail.dat files or Mail.XML messaging. 

To view outside county charges:

447. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

448. Search for the job. Enter as many criteria as possible, then click Search. For more information, see Using the Dashboard. The Search Results page opens. 

449. Click a Job ID. The Job Details page opens.  

450. Click Outside County Container Report. The Outside County Container Report opens and displays a summary of the mailing group information, including ID and Job Number, as well as listing all containers to which the outside county charges apply. Additionally, up to fifty containers with chargeable pieces display, and summaries of related pallets, sacks/trays, and bundles. 

451. To view bundles for a particular container, click the Container ID. The Outside County Bundle Report displays, and includes a summary of the mailing group and relevant container, a list of up to fifty bundles with chargeable pieces, and a summary of all bundles in the mailing.

452. To view the version information for pieces at each bundle level, click a Bundle ID. The Bundle Level Version Summary page displays. The Bundle Level Version Summary Information page displays the basic information about the mailing, the specific container and bundle information, and then the rate level and number of pieces that comprise the version. When done, to view a different page, click a link at the top of the page. 

453. On the Outside County Container Report, to download a copy of all apportionments, click All MPU Bundle and Container Apportionments (PDF). A PDF file opens. To save a copy, on the File menu, click Save As. Name the file, then navigate to the location in which you want to store the file. Click Save. 

454. On the Outside County Container or Outside County Bundle Reports: 

· To change the number of individual containers displayed on each page, click a number in the Show records list. 

· If the report has more containers than can display on just one page, click Next (for the next page or Prev (for the previous page viewed). 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 
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The PostalOne! system offers two worksheets to assist in tracking Periodicals advertising percentages and edition weights. Any changes made to advertising percentage or edition weight by acceptance personnel appear on these worksheets. The worksheets are: 

· Edition Weight Worksheet. This worksheet separates the Periodicals in a mailing by Container Ship Date and weight, and details the source of weight information, weights listed, weights entered by acceptance personnel, advertising percentage per weight, and the number of copies claiming each weight. It also lists the descriptions of all MPU IDs in the mailing. 

· Advertising Percentage Worksheet. This worksheet separates the Periodicals in a mailing by Container Ship Date and MPU ID, and details the estimated advertising percentage, the status of the files detailing the percentage, the percentage entered by acceptance personnel, the percentage entered by the mail owner, and the number of copies claiming each percentage. It also lists the descriptions of all MPU IDs in the mailing. Mail owners may update advertising percentage using this worksheet.  

NOTE: These worksheets are only available for Periodicals (PS Form 3541) postage statements submitted using Mail.dat files.

To view advertising percentage and/or weight worksheets:

455. Go to the Business Customer Gateway on usps.com and log on. Click Dashboard (PostalOne!). Alternately, click Dashboard on the left menu bar if you are already on another PostalOne! page.  

456. Search for the job. For more information, see Using the Dashboard. 

457. Open the postage statement. For more information, see Viewing Dashboard Postage Statements.

458. Click Edition Weight Worksheet or Advertising Percentage Worksheet.

459. To download a copy of the displayed worksheet:

ed. Click Download. 

ee. If necessary, click Yes in the Security dialog box, then OK in the next dialog box. 

ef. Select the format for the download, then click Download. Users who choose to download PDF files may experience a delay before the file opens. 

eg. Click Save (.csv or .xls files) or Save a Copy (.pdf files) and navigate to the location on your computer to which you want to save the file, then click Save. When done, click Close Window in the Download List of Transactions window or click the Close button ([image: image53.png]


) in the PDF window. 

The options are (Microsoft) Excel (.xls) format, comma-separated values (.csv text file) format, or Portable Document Format (.pdf).

NOTE: The Edition Weight Worksheet and Advertising Percentage Worksheet can also be downloaded from the View Transactions Report. For more information, see Viewing Your Transactions. 

460. On the Advertising Percentage Worksheet, to update or finalize the advertising percentage:

· To update the advertising percentage, enter the correct percentage in the Final MPU Ad % box, then click Submit. To clear any changes to advertising percentage prior to submitting, click Abandon and any changes will not be saved. Once updated using the worksheet, the advertising percentage can no longer be changed using Mail.dat files. 

· To finalize advertising percentages, click the Accept all advertising percentages as final check box, then click Submit - no changes can be made once you select this check box. 

Updates can only be made while the postage statement has the status "EST" (Estimated) or "UPD" (USPS Processing Due); once finalized, no further changes can be made to advertising percentage. 

461. To change the worksheet view, click MPU View or Component View. The mail piece unit (MPU) view displays the edition weights or advertising percentage based on MPUs. The component worksheets calculate edition weight or advertising percentage based on a component rather than an MPU. For mailings submitted using 09-1 Mail.dat files, only the component view is available; both views are available for mailings submitted with Mail.dat 08-1 or 08-2 files. 

To perform other PostalOne! tasks, click a link on the left menu bar. To perform any other function, click Home at the top of the page to open the Business Customer Gateway. 
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This page contains definitions for specific postal terms that you may see when working with postage statements. To review the basics of bulk mail, see Business Mail 101 on the USPS® web site.

#

10% Nonsubscriber/Nonrequester Limit (Outside County) 

For Periodicals authorized Outside County rates, up to 10% of the total number of copies mailed to subscribers and requesters during the calendar year may be mailed to nonsubscribers and nonrequesters at Outside County Periodicals rates. Beyond that limit, the nonrequester copies are subject to the appropriate Express Mail, First-Class Mail®, Standard Mail, or Package Services rate. 

10% Nonsubscriber/Nonrequester Limit (Preferred Rates)

For Periodicals authorized for Preferred Rates (In-County, Nonprofit, Classroom, and Science-of-Agriculture), the total number of nonsubscriber copies mailed at the applicable Preferred Rates during any calendar year may not exceed 10 percent of the number of subscribers' copies mailed at those rates. Once the 10% calendar year limit is exceeded, nonsubscriber copies may only be mailed at Regular Outside-County rates. Additionally, the nonsubscriber copies over the 10% limit must be part of a commingled mailing (i.e., the mailing must include subscriber copies) and two separate Postage Statements must be used (one for the nonsubscriber copies over the 10% limit, one for nonsubscriber copies within the 10% limit, and subscriber copies). 

3-Digit Automation

Pieces that qualify for the automation discount and are presorted to a level in which the ZIP Code in the delivery address on all pieces begins with the same three digits. 

3-Digit Presort

A presort level in which the ZIP Code in the delivery address on all pieces begins with the same three digits. 

3/5 Presort 

Presorted Standard Mail pieces that have been sorted and presented in accordance with the terms listed in section E620 Presorted Rates of the Domestic Mail Manual. Pieces may qualify for the 3/5 rate if they are presented: 

· In quantities of 150 or more letter-size pieces for a single 3-digit area, prepared in 5-digit or 3-digit packages of 10 or more pieces each and placed in 5-digit or 3-digit trays. 

· In quantities of 150 or more upgradeable letter-size pieces (as defined in M610) for a single 3-digit area and placed in 5-digit or 3-digit trays. 

· In a 5-digit or 3-digit package of 10 or more flat-size pieces and placed in a 5-digit or 3-digit sack containing at least 125 pieces or 15 pounds of pieces. 

· In a 5-digit package of 10 or more flat-size pieces that is part of a group of packages sorted to a merged 5-digit sack(s) or merged 5-digit scheme sack(s) destination that contains either at least one qualifying carrier route package of 10 or more pieces, or contains at least 125 pieces or 15 pounds of pieces prepared in 5-digit packages (both automation and Presorted rate 5-digit packages count toward the 125-piece or 15-pound sack minimum). 

· In a 5-digit or 3-digit package of 10 or more flat-size pieces palletized under M045, M920, M930, or M940. 

· In a 5-digit scheme, 5-digit, ASF, or NDC sack containing at least 10 pounds of machinable parcels. (The 3/5 rates are available for pieces in 5-digit sacks only when all possible 5-digit sacks are prepared.) 

· On a 5-digit scheme, 5-digit, ASF, or NDC pallet of machinable parcels. (The 3/5 rates are available for pieces on 5-digit pallets only when all possible 5-digit pallets are prepared.) 

· In a 5-digit scheme, 5-digit, or 3-digit sack of irregular parcels containing at least 125 pieces or 15 pounds. 

· In a 5-digit scheme or 5-digit sack containing at least 10 pounds of commingled machinable and irregular parcels. (The 3/5 rates are available for pieces in 5-digit sacks only when all possible 5-digit sacks are prepared.) 

5-Digit Automation

Pieces that qualify for the automation discount and are presorted to a level in which the delivery address on all pieces includes the same 5-digit ZIP Code. 

5-Digit Presort

A presort level in which the delivery address on all pieces includes the same 5-digit ZIP Code. 

A

Advertising Percentage

At least once a year, the USPS verifies the advertising percentage reported on the corresponding postage statement by measuring the advertising and nonadvertising portions of one issue. The total advertising and nonadvertising portions may be determined by column inches, square inches, pages, or by another recognized unit of measure if the same unit of measure is used for both portions. 

· One full page of advertising must equal one full page of nonadvertising regardless of the amount of blank space between each advertisement or nonadvertising articles on a page. 

· If measured in column inches, nonadvertising inches are determined by subtracting the total measured advertising inches from the total column inches of the publication. 

· A blank page, portion of a page, or blank border or margin is counted as advertising if consideration was received for the whole page, the blank portion, or the blank border or margin. The border of a page is otherwise considered neither advertising nor nonadvertising and is not measured, but it is included in the total weight of the publication for purposes of postage calculation. 

· When measuring nonrectangular sheets, the measurement is based on the smallest rectangle that could contain the irregular sheet; exact measurement is not attempted. 

· When two or more sheets are permanently glued together to form a single sheet, the surface area of the resulting sheet (front and back) is included when measuring the advertising or nonadvertising portion. 

Advertising Percentage (Nonprofit and Classroom)

Publications with an advertising percentage of 10% or less are considered 100% nonadvertising for rate purposes. Those publications may use "0" as the advertising percentage when computing the nonadvertising adjustment to be applied to the outside-county piece rate charges. Publications with an advertising percentage exceeding 10% are subject to Outside-County pound rates for the entire advertising portion of the publication. 

Automation

A postage reduction offered to mailers who barcode their mailpieces and meet addressing, readability, and other requirements for processing on automated equipment. 

Automation Discount

A postage reduction offered to mailers who prebarcode their mailpieces and meet addressing, readability, and other requirements for processing on automated equipment. 

B

Barcoded

A postage discount available for certain Standard Mail and Package Services machinable parcels that bear a correct barcode and meet other size, shape, and volume requirements. A barcode is a series of vertical bars and spaces that represent any numerical series, most often a correct ZIP Code for the delivery address on a mailpiece. The barcode facilitates automated processing by barcode readers and scanners. A barcode also can be used to convey information for Delivery Confirmation and Signature Confirmation services. Barcodes that may be used for postal processing are POSTNET, Interleaved 2-of-5, Code 39, Code 128 and UCC/EAN Code 128. 

Basic Presort

Presorted Standard Mail pieces that do not qualify under the rules regarding 3/5 Presort. 

Bound Printed Matter

A subclass of Package Services that consists of permanently bound sheets of which at least 90% are printed with advertising, promotional, directory, or editorial matter (or a combination of such matter). 

C

CAPS Customer Reference ID

Account number in the Centralized Account Processing System (CAPS). CAPS is a postage payment system designed to make payment for all classes of mail easier and more cost-effective for the business mailer. For more information, visit http://caps.usps.gov. 

Carrier Route

A presort level in which all pieces are presorted for delivery on the same city route, rural route, highway contract route, post office box section, or general delivery unit. The mail requires no primary or secondary distribution. 

Classroom

A Periodicals rate that is available to an authorized mailer of educational, scientific, or religious publications for scholastic or religious instruction. 

Container

Any equipment used to hold more than one mailpiece. The term includes a sack, pouch, hamper, nutting truck, basket, letter tray or flat tray, and a variety of boxes and carts. Mail transport equipment used to move mail in plant or between authorized postal facilities. These include the Amtrak container, network distribution center over-the-road (NDC-OTR) container, NDC in-house container, CON-CON container, multipurpose containers (eastern region mail container and general purpose mail container), and wire container. 

Containers include: 

	Name
	Definition

	1' or 2' MM Tray
	A managed mail (MM) tray. A stackable 1-foot or 2-foot cardboard or plastic container with an enclosing cardboard sleeve and plastic strap that is used to transport letter mail to or between post offices. 

	2' EMM Tray
	Extended managed mail (EMM) tray. 2-foot letter trays that measure 21-3/4 inches long by 11-1/2 inches wide (inside bottom dimensions) by 6-1/8 inches high. Must be used for letter-size mail that does not fit in regular MM trays. 

	Flat Tray
	A four-sided tray used in both mechanized and nonmechanized offices for flat-size mail. 

	Other
	Other types of containers, such as boxes, pouches, baskets, and carts.

	Pallets
	A reusable platform on which mail is stacked to be moved as a single unit. Pallets are made of rigid material designed for four-way forklift entry and capable of handling loads of up to 65 cubic feet and 2,200 pounds. A USPS pallet measures 48 by 40 inches.

	Sacks
	A container generally used to transport flat-size mail, parcels, and loose pack mail. It is made of sewn fabric (usually nylon, polyester, canvas, or plastic with an opening at one end) and is closed with a draw cord and fastener. In mail processing or dispatch functions, to place mail in a sack. 

	Tray
	A container used to hold letters and flats for purposes of preparing mail to qualify for discounted postage rates. 


D

DNDC

Destination Network Distribution Center (DNDC). The DNDC rate applies to mail deposited at the correct DNDC (or destination auxiliary service facility (ASF)) addressed for delivery within that facility's service area, and prepared subject to the standards for the rate claimed. 

DDU

Destination delivery unit (DDU). A delivery unit is a post office, post office station, or post office branch that has mail delivery functions. The DDU rate is a rate available for Periodicals and Standard Mail that is properly prepared and entered by the mailer at the delivery unit that serves the delivery address on the mail. 

DSCF

Destination sectional center facility (DSCF). The DSCF rate applies to Regular, Nonprofit, and Enhanced Carrier Route mail deposited at the correct DSCF. The mail must be addressed for delivery within that facility's service area, and placed in other than an ADC, AADC, NDC, mixed ADC, mixed AADC, or residual tray, sack, or pallet (as permitted by the rate claimed) that is correctly labeled to that DSCF or postal facility within its service area. 

Destination Entry Discount

A lower rate for mail that gets dropped off at certain kinds of postal facilities. Generally, the closer the mail is taken to its final destination, the lower the postage paid. This is because the Postal Service doesn't have to transport the mail as far. That saves the Postal Service money — and the savings are passed on to the mailer. Only one destination discount is permitted per piece. 

Dun & Bradstreet No.

Dun & Bradstreet's Data Universal Numbering System (DUNS) distinctive nine-digit identification sequence. The Dun & Bradstreet DUNS Number is an internationally recognized common company identifier in EDI and global electronic commerce transactions. 

E

ECR

Enhanced Carrier Route. 

Edition Code/Key

Edition codes are assigned by the publisher to identify separate editions of the same issue (e.g., demographic, geographic, morning, evening). The edition codes may be alphabetical, numerical, or a combination of both. 

Entry Discount

A lower rate for mail that gets dropped off at certain kinds of postal facilities. Generally, the closer the mail is taken to its final destination, the lower the postage paid. This is because the Postal Service doesn't have to transport the mail as far. That saves the Postal Service money — and the savings are passed on to the mailer. Only one destination discount is permitted per piece. 

F

Facing Identification Mark (FIM)

A series of five or six vertical bars used by automated postal equipment to identify, orient, and separate reply mail. 

Federal Agency Cost Code

Federal agencies use this block to record an agency number. If you're not a federal agency, leave this blank. 

First-Class Mail

A class of mail that includes all matter wholly or partly in writing or typewriting, all actual and personal correspondence, all bills and statements of account, and all matter sealed or otherwise closed against inspection. Priority Mail is a subclass of First-Class Mail. Any mailable matter may be sent as First-Class Mail. 

Flats

A mailpiece that exceeds one of the dimensions for letter-size mail (11-1/2 inches long, 6-1/8 inches high, 1/4 inch thick) but that does not exceed the maximum dimension for the mail processing category (15 inches long, 12 inches high, 3/4 inch thick). Dimensions are different for automation rate flat-size mail eligibility. Flat-size mail may be unwrapped, sleeved, wrapped, or enveloped. 

Full-Service

Full-service mailings utilize Intelligent Mail Barcodes™ to allow piece-level tracking instead of the container-level tracking permitted by basic mailings that lack the barcodes. While additional information is required to comply with full-service regulations, these mailings can also be more tightly integrated with other USPS programs, such as address correction services. Mailers can submit full-service mailings using Mail.dat files, the Postal Wizard, or paper statements. 

H

High Density

Carrier route pieces prepared in walk sequence and in density necessary to meet standards for high density rates (125 pieces or more to single carrier route). For In-County rate, density requirement may be based on either 125 pieces or 25% of total active deliveries per carrier route. 

I

Inter-NDC/ASF

Mail that originates in the service area of a Network Distribution Center/Auxiliary Service Facility (or in Alaska, Hawaii, or Puerto Rico) and destinates outside that area. 

Intra-NDC/ASF

Mail that originates and destinates within the same NDC/ASF service area (or within Alaska, Hawaii, or Puerto Rico). 

Irregular Parcels

Parcels that do not meet the dimensional criteria of machinable parcels and other parcels that cannot be processed by parcel sorters (for example, a noncaseable flat, small cube or fragile parcel, paper or sleeve-wrapped catalog, and sackable roll, tube, or film). 

L

Letters

A mail processing category of mailpieces, including cards, that do not exceed any of the dimensions for letter-size mail (that is, 11-1/2 inches long, 6-1/8 inches high, 1/4 inch thick). 

Library Mail

A subclass of Package Services for items sent to or from or exchanged between academic institutions, public libraries, museums, and other authorized organizations. Books, sound recordings, academic theses, and certain other items may be mailed at the Library Mail rate if properly marked. 

Local

Mail addressed for delivery within the postal area of the post office where the piece is mailed. 

M

Machinable Parcels

A parcel that is of the correct size and weight to be safely sorted by mail processing machinery such as a parcel sorting machine. In general, a machinable parcel must have the following physical characteristics: 

· Minimum weight: 6 ounces. 

· Standard Mail: maximum weight is less than 16 ounces. 

· Bound Printed Matter: maximum weight is 15 pounds. 

· Parcel Post: maximum weight is 35 pounds (25 pounds for books and other printed matter). 

· Dimensions: 6 to 34 inches long, 3 to 17 inches high, and 1/4 to 17 inches thick. Pieces 1/4 inch thick must be at least 3-1/2 inches high. 

Mailing Agent

A private third party that mails on behalf of someone else. 

Mailing Date

The date the mail is deposited or presented at a post office. 

Media Mail

Formerly Special Standard Mail. A subclass of Package Services that consists of books, sheet music, printed educational material, film, video cassettes, CD-ROMs, or other computer-readable media. 

Meter Postage

A postage imprint (either on meter tape or as a direct impression) applied in the upper right corner of the envelope, address label, or tag. The type, size, and style of the imprint must be fixed when the postage meter is approved for manufacture by the USPS. For letter-size mail, the imprint must be set in fluorescent ink. Meter stamps may be used to pay postage for all mail classes except Periodicals. 

N

NDC Presort

A presort level in which pieces are sorted to Network Distribution Centers (NDCs) if machinable or a NDC/Auxiliary Service Facility (NDC/ASF) if nonmachinable. The pieces are entered at a facility (other than a NDC) that accepts bulk mail. 

News Agent

A type of authorization granted to a person or concern that sells two or more already authorized Periodicals publications published by more than one publisher. The Postal Service must authorize a news agent before the agent may mail Periodicals publications at the Periodicals mail rates. 

Nonprofit

A preferred rate for a Periodicals publisher authorized to mail as a nonprofit organization. 

Nonprofit Standard Mail

A subclass of Standard Mail that is available only to qualified organizations specified by U.S. statute. 

O

ONDC Presort

A presort level in which pieces are sorted to NDCs if machinable or NDC/ASFs if nonmachinable. The pieces are entered at a NDC. 

Outside Parcel

A mail processing category for a mailpiece that exceeds the dimensions for machinable parcel or a high density item (other than a book or printed matter). 

P

Package Services

A class of mail (formerly Standard Mail (B)) that comprises four subclasses: Bound Printed Matter, Library Mail, Parcel Post, and Media Mail. There is no minimum weight limit for Package Services. 

Parcel Post

A subclass of Package Services with rates based generally on weight and zone. 

Parcels

Mail that does not meet the mail processing category of letter-size mail or flat-size mail. It is usually enclosed in a mailing container such as a carton. 

Periodicals

A class of mail consisting of magazines, newspapers, or other publications formed of printed sheets that are issued at least four times a year at regular, specified intervals (frequency) from a known office of publication. Periodicals usually must have a legitimate list of subscribers and requesters. 

Permit Holder

Individual or company possessing the permit authorizing a mailing. A mailing permit is permission to use a certain postage payment method for bulk and discounted mailings. 

Permit Imprint

Printed indicia, instead of an adhesive postage stamp or meter stamp, that shows postage prepayment by an authorized mailer. 

Permit Number

Any authorization required for specific types of preparation or postage payment. Specifically, an authorization to mail without postage affixed by using indicia or an imprint. Payment is made against an advance deposit account that is established with the USPS for postage and services. Permits also are required to participate in certain programs such as business reply mail. 

Pieces From Standard Mail
Mailers who have permit imprint pieces weighing over 13 ounces but less than 16 ounces that do not qualify for Standard Mail rates but that are prepared as Standard Mail must pay Priority Mail postage for such pieces. 

Post Office of Mailing

The city and state of the post office where you are dropping off your mail. This will be the same post office where you hold your permit. 

Postage

Payment for delivery service that is affixed or imprinted to a mailpiece, usually in the form of a postage stamp, permit imprint, or meter impression. 

Postage Payment Method

Means of payment for delivery service, usually in the form of a postage stamp, permit imprint, or meter impression. 

Postage Statement

Documentation provided by a mailer to the USPS that reports the volume of mail being presented and the postage payable or affixed, and certifies that the mail meets the applicable eligibility standards for the rate claimed. 

Postal Wizard

Web pages within the PostalOne! system that allow mailers to enter and submit postage statements online. Mailers must log on the Business Customer Gateway  to use this feature. 

Precanceled Stamps

A postage stamp canceled by marking across the face before it is sold to mailers for use with bulk mailings. Also, a stamp designated by the USPS as a precanceled stamp without cancellation marks. The USPS sells precanceled stamps for Presorted First-Class Mail and regular and nonprofit Standard Mail. Mailpieces with these stamps do not go through a canceling machine at the time of mail processing. If authorized, bulk mailers may precancel their own postage. 

Presorted

Presorting is the process by which a mailer groups mail by ZIP Code so that it is sorted to the finest extent required by the standards for the rate claimed. Generally, presort is performed sequentially, from the lowest (finest) level to the highest level, to those destinations specified by standard and is completed at each level before the next level is prepared. Not all presort levels are applicable to all mailings. 

Priority Mail

First-Class Mail that weighs more than 13 ounces and, at the mailers option, any other mail matter weighing less than 13 ounces mailed at Priority Mail rates. Priority Mail provides expedited delivery. Any mailable matter may be sent as Priority Mail. 

Processing Category

A designation for mail (e.g., flat-size, letter-size, parcel) based on the physical characteristics (weight, height, length, and thickness) of the mail. 

Publication Number

The International Standard Serial Number (ISSN) issued by the Library of Congress that identifies a specific periodical (such as a Periodicals publication). 

R

Rate Category

A rate grouping determined based on whether or not the mail pieces are automation-compatible and the degree to which they are presorted. 

Rate Eligibility

Qualification standards such as content, mail processing category, and preparation applied to mail for a specific rate or discount. 

Rate at Which Postage Affixed

In general, mailings may have postage affixed to each piece at the exact rate for which the piece qualifies, or each piece in the mailing may have postage affixed at the lowest rate applicable to pieces in the mailing or in the mailing job. 

Regular

The default Periodicals rate that is available to authorized Periodicals publications mailed by a publisher or new agent that are not eligible for Preferred Rates. 

Requester Publication

A Periodicals publication of which 50 percent or more of its distribution is to persons who have requested the publication. This type of publication is ineligible for any preferred rate. 

Ride-Along

A Ride-Along is a piece of mail that is attached to or enclosed with an individual copy of Periodicals mail. 

S

Sacking Basis

The sacking criteria used to prepare your flat-size mail. If your pieces weigh 2 ounces or more, then you probably used the '15 pounds' criteria (because you'll make the sack minimum with 15 pounds before you get to 125 pieces). 

Saturation

Carrier route pieces prepared in walk sequence and in density necessary to meet standards for saturation rates (90% residential or 75% total deliveries). 

Science of Agriculture
A Periodicals rate that is available to an authorized mailer of agriculture publications. Science of Agriculture rates apply to Outside County copies when the total copies provided during any 12-month period to subscribers residing in rural areas are at least 70% of the total number of copies distributed by any means for any purpose. 
Single Piece

For Library and Media Mail, the rate that applies to pieces not mailed at 5-digit or NDC rates. 

Single-Piece Presort

A postage rate available for individual pieces of Express Mail, First-Class Mail, Priority Mail, and Package Services. It is not available for Periodicals except under the rate category of basic. This type of rate contrasts with rates available for bulk mail and presorted mail. 

Standard Mail

A class of mail (formerly Standard Mail (A)) that weighs less than 16 ounces. It comprises the subclasses of Regular Standard Mail, Nonprofit Standard Mail, Enhanced Carrier Route Standard Mail, and Nonprofit Enhanced Carrier Route Standard Mail. These subclasses include circulars, printed matter, pamphlets, catalogs, newsletters, direct mail, and merchandise. Standard Mail may be sent at presorted rates and at automation rates. 

Statement Sequence Number 

Some mailers have more than one mailing per day. When this happens, the postage statements may have sequence numbers (1 of 4, 2 of 4, etc.). Those numbers would go on the line labeled Statement Sequence Number. If entering just a single mailing, leave this blank.
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