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OVERVIEW

Intelligent Mail®for Small Business Mailers (IMsb) is a FREE- of- CHARGE online tool which will
allow you to produce the presorted Intelligent Mail barcodes (IMb) for your mail pieces, tray labels
and submit an electronic postage statement to the acceptance units.

e Maximum mailing size is fewer than 10,000 pieces for mailings submitted at a BMEU
e Maximum number of mail pieces per year of fewer than 250,000!
*The IMsb tool does not support incentives.

Start Simple
To use the IMsb, no special software or installation is required. Users simply access the
application via a Web Browser.

The IMsb Tool has been specifically developed for small business mailers to meet Full-
Service requirements.

The IMsb tool generates a unique Intelligent Mail barcode within the address block.

The IMsb tool is designed for First-Class and Standard Mail permit holders. The IMsb tool
supports generation on the following:

e Labels

e Envelopes

e 8% x1linsert

e Mail Merge option

GETTING STARTED

Prerequisites

Before using the IMsb tool, you need to make sure the following 3 prerequisites are
completed:
1) Mailing Permit — Mailer must have a postage permit, visit your local BMEU.
2) Be registered on Business Customer Gateway and have a linked permit
If you haven't already please follow these steps to link your permit:

Link Permit

Click on Mailing Services from the BCG Homepage
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Welcome

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

Mailing Services

Shipping Services
Other Services

Automated Business Reply Mail more info =

Manage Account

Balance & Fees (PostalOne!) more info =

Customer Label Distribution System (CLDS) more info =
Customer/Supplier Agreements (CSAs) more info >
Dashboard (PostalOne!) more info =

Electronic Data Exchange (PostalOne!) more info =

Every Door Direct Mail

more info =

Incentive Programs

more info =

Intelligent Mail Small Business (IMsb) Tool

more info =

Mailer ID more info =

d (| | | | ||k R

Manage Permits (PostalOne!) more info =

Then choose Manage Permits and Go To Service.

Name CRID Address City State/Province ZIP/Postal Code Country

UNITED
STATES

IMSBCAT133 94541451 2350 BALSAM 5T RENO NV 89509-2204

Select your Business Name by clicking the link in the ‘Name’ column. You will be taken to the
following page:

UNITED STATES
POSTAL SERVICE= HOWE | CUSTOMER CARE | SIGH OUT
Associated Business Locations > Business Location Information
- Business Location Information
Manage Mailing Activity
> Home View and manage business location profile information.
* Summary
Name: Mailing Information Systems
# Balance and Fees
CRID: 94538232
* Postal Wizard Address: 8403 LEE HWY
» Electronic Data Exchange | Cify: MERRIFIELD
* Mailing Reports StatefProvince: VA
ZIPIPostal Code: 22082-8101
* Dashboard
Country: UNITED STATES
# Manage Permils =
Mail Facility ID: 22082-8101
Discounts and Rebates: [~
VS Participant: (i
PRS Participant: L]

Web Service Enabled: [}

Permit Profile

Manage Additional Info

Associated Business Locations

Permit Validation | ontact information
[

SRS SO TSN 1 S P S U

Permit Search Form

VT ORI MR S5 P SIS, R S O L LD -

Scroll to the bottom and select the ‘Permit Validation’ tab. Enter the Permit Number, Permit
Type, Post Office of Mailing ZIP code (5 digit) and enter the Amount of one of the last 10
transactions on this account. Example: for a fee payment of $220.00, enter 220.00 and then
click ‘validate’.

s el b i s st i
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Permit Profile | Associated Business Locations | Permit Validation Manage Additional Info

Permit Validation

Permit Validation

You may validate your access to permit accounts currently in the system. Please enter the exact Account Number, Account Type, Post Office of Mailing ZIP C

and the exact dollar value of one of last 10 transactions performed on that account. After successful authentication the permit account will be linked to your|
currently selected business location and will be visible on the Permit Profile tab.

Click here to see additional information on permit validation rules.

“Regquired
* Account (permitipublication) Number: li
*Account Type: I(F‘Iease Select) j
*Dost Office of Mailing ZIP Code: [
* Amount of one of last 10 transactions on this account: I—
Validate

Your permit account has been successfully validated.

-

Once linked, your permit information will be available to you within the IMsb application.
If your permit does not link- call the help desk (800) 522-9085 option 3.
Ask them to LINK YOUR PERMIT.

3) Have a Database/Address list in one of the following formats:
Database formats allowed:

In order to upload an address list to the IMsb, the file must be in one of the
following formats:

e Microsoft® Excel 2010
e Microsoft® Excel 2007
e Microsoft® Excel 2003
e Comma Separated Value (CSV)

Match fields

The IMsb Tool will work with any database you have already created. Use the drop-down
list to select the proper database field for each field. If the IMsb tool can’t match a field
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with a column from your data file, the fields will not be merged correctly.
| Job Creation . Address Upload

Address File Mapping

Selectthe field from the dropdown list that you wish to be mapped to the required IMsb address component.Mote that for the name and
city/state/ZIP code sections you may selectindividual fields or a combined field but you may not select both.

IMSB Address Component. Mapped To:

First Name: {Not matched) T
Middle Name: (Not matched) i
Last Name: (Not matched) *

Combined Name Field: (Not matched) -

Company Mame: company -

The elements of an address block are listed on the left. Column headings from your data
file are listed on the right.

The IMsb tool searches for the column that matches each element. In the above
illustration, the IMsb tool automatically matched the data file's Company column to the
Company. But IMsb was unable to match other elements such as First Name or Last
Name.

By using the lists on the right, you can select the column from your data file that matches
the element on the left. In the illustration below, the First Name, Middle Name, Last
Name and Primary Address column now matches fname, mname, Iname, and the
Primary Address column matches Address. It's okay if Secondary Address isn’t matched,
because it is not relevant for this address block.
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IMSB Address Component. Mapped To:

First Name: fname -
Middle Hame: mnarme -
Last Name: Iname -

Combined Name Field: (Mot matched) -

Company Name:  (Not matched) ~
Urbanization: (Mot matched) -
Frimary Address:  address -
Secondary Address: (Mot matched) -

Below is an illustration of all the data elements in this database available for selection.

Hgm = Ints

[ Job Creation : Address Upload

Address File Mapping

Sluci the Rald bom the dropdown Ink hat you wish 4o Ba magped i Bre reguined Tsb sddrem oompen
npma Bnd SRy s TP Soie MR o may HieE ingivideal Relss o 8 combines Rald But o Ty

28 Asdress Component Mapped Ta.

it Hpmg (Mot matched) -
S Eu”m
city
Compaty Ne~a (st
UrDaraasan M :;DME
ity Ak :um::i{ call
Bwoondery Aooeass (W Magor doear conkact
gift
Iif..:, :‘.;tu;:-l::mlb-ﬂ =
Note:
e The information will be included in the output address block in the following order:
Name: Mr. Bill Jones
company: DAISYS FLOWER SERVICE
urbanization (PR addresses only) OPTIONAL
sec-address: Third Floor
address: 475 LENFANT PLZA SW
city, state, zip: WASHINGTON DC 20260-0912

Your address list will be standardized by the Address Management System. Some data
that you provided may be corrected and/or combined. For example: suite or apartment
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numbers provided in the sec-address field will likely be appended to the address field data
to provide a complete primary delivery point address.

Business Customer Gateway

Customers who had previously created an account in the BCG will not need to register
again.

Log In to IMsb

1) Go to usps.com and select the Business Customer Gateway link (located at bottom of
page) lower right corner.

2) Access IMsb by clicking the “Mailing Service” link on the left side of the BCG home page.

Sy | UNITED STATES

[Zrosmsmncs  BUsiness Customer Gateway

- Welcome, SUSAN
.

Welcome Welcome to the NEW
Business Customer E———
Gateway! s
[ I 1::iiino Services | e
Use the menu on the left -
Shipping Services to navigate the site. W

i
¥ =
R
Other Services . mndi %
Learn Mora - d 1AL WLEAMD
LT:- — L]

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

Wit e site o il Taad Diicians Pariea tois it sl sad 4o sacostor: Sl ma-—

Choose Intelligent Mail Small Business (IMsb) Tool from list

n Intelligent Mail Small Business [IMsb) Tool e e e |

The |nt=lligent Msil Smsll Business (IMst) Tool is an online tool which will zliow mailers to produce the Intefigent Mai
i )

barcode {IMb) for mailings

From the Intelligent Mail for Small Business (IMSB) page, click “Authorization complete.
Click to Continue.”

Read the terms on the ‘Notice of License’ and then click the “Accept” button to begin!
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UNITED STATES.
POSTAL SERVICE= HoLIE | HELE | CuSTOMER CaRe

Intelligent Mail- for Small Business - Notice of License

This is the landing page of the IMsb application. This page provides a brief description of
the application as well as some of its features.

STEP 1. CREATE NEW JOB

Select “Create New Job” from the Intelligent Mail for Small Business (IMsb) Tool page.

UNITED STATES |
POSTAL SERVICE =
Manage Mailing Activity o _ 3 '(;‘-:?r.’-—-. P
B deh Home> Intelligent Mail Small Business
Leserew ] Intelligent Mail for Small Business (IMsb) Tool

= New Job Template

The Intelligent Mail for Small Business Tool {IMst) spplicstion is
» Review Jobs The IMsb tool will enable you to upload your addr:

sddresses and the Intel
+ My Profile Ietter paper. The IMsb tool provides mesge option for your

an enline tool designed to facilitate the production of the Intelligent Mail barcode {IMb) for mailings
ess list. After your addresses are uploaded, the IMsb too! will validate the addresses and then allow you to print those
s cuments suitable for printing on cartain |sbels, standard size envelopes and on 8 % x 11 inch

» User Guide By relying on a web browser, IMsb removes the need to install and maintain specialized software to produce an IMb.

Festuras

IMb ® genesation and printing for envelopes, letter size psper or pre-defined labels
Support address lists up to 9998 sddr
Support address |

if entered at a BMEU location

up to 5000 eddr
Supports Full Service Option Mailings

if entered at a Retail Qutlet

First-Class ™ or Standard Mail ® Mailings

Postage,

|Address Matching Service Validation

Last Mailing Profile Saved

Seved Job Summary for 180 days or 200 jobs

*User is for

Mailer Information

The first screen to appear after selecting Create New Job includes the Mailer Information.

First enter a Description of the mailing for reference and then select via dropdown:
1. Method of Entry:

e BMEU

e RETAIL-offered at select pilot sites
2. CRID (prepopulated)
3. Mailer ID (prepopulated)
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Mailer Information

¥ou can enter s desoription for this mailing. You can alsc select your preferred CRID or MID if you have multiple

Desaription

Method of Enty | G EL | -

Fostal Wizard

SRID 94538358 - YELLOW ~
Mail=r D gpOO00723 -
sl

City RENC
State oy

ZIP Code™ gasz1-2211

Last Mame yollow
Suffix

Phens # yrorassorra

Postal Wizard Information

1. Permit- select from drop down.
e If you have multiple permits, select the permit you wish to use for this
mailing.

Postal Wizard Information

Flease select desired permit type

[ Fermit wELLOW - 58 - PC - 317280 ~ ]

srmit Humber _so

Fermit Type po
Finance Mumber =o47z80
Permit Location ZIP Code™ ggsoq-3211

CAPS Account #

Cancel [ Corntinue ]

If you have selected a “MT” metered permit, you will be asked to confirm the affixed
postage later in the process.

Click Continue.

Service Type ID Information

Selections are required for the following:
(1) Class of Mail- select from drop down
e First Class or
e Standard
(2) IM Service Type
e Defaults to Full Service
(3) Extra Service Type

10
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e How do you get your Address corrections back?
e Manually or Electronically
¢ View ACS Guide in ‘Attachments’ for guidance as there can be charges
associated to the selection made.

(4) IM Tracing-

(5) Ancillary Service Endorsement

. Select the ancillary service endorsement currently used on mailpiece if
applicable.

Service Type ID Information

Mail Piece Information

The Mail Piece information page lets you describe the mailing piece. The tool will tell you
how many pieces of Mail Transport Equipment (MTE) you will need and which mailpiece
goes into which tray based on the information you provide here.

1. Processing Category - select from the Drop Down menu.

e Lettersor
e Flats
2. Standard Envelope Sizes
e Other- mailer inputs dimensions- typically used for folded self-mailers
e #6 ¥ envelope
e #7 envelope
e #10 envelope
Note: You will have the option to select a label size if so desired in a different section of
the IMsb tool.

3. Enter the thickness of 50 pieces (in inches). (This is very important- the thickness
determines how many trays will be needed for the mailing)

4. Enter the single piece weight of the mail (in ounces).

5. Select the approximate Mailing Date that you plan on bringing the mailing/job to
the Postal Service. Mailings prepared by IMsb must be received by USPS within 30
days of creating your labels or envelopes.

6. Enter approximate number of pieces to be mailed. Final pieces mailed will come
from your uploaded address list.

11
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TS TR
el T e s e L e L T T ryepe——
EunoEL FLME B B S T e
Tk oo il il i oo, Pl B v HRSER Al el el il s iy 1 5 Sl mipitaling 0 o i ol ol ol 5 1 i il ey SIS T i bl il
] D PO e ROk & ) Tl # Ty TGN N SO0eD
By
mas e
.- S — &
iy e gl -
St Bresiips 08 Db - 00 eTeelope Used |~
15
W L e i (L7 JE—
gt Par Pisce | T [ ke T y
o w10 Ermveicpe Thigirmess. for 50 derr Hisg
L — W incrad it 0 ¥ demak
R e 0L W e
- Pl 2 imaras g o 3 cecemal
Sergin Prwa - g Sy Shoncen A e
Unstog D gy a1y = X 4
1y .
e i-i-—: & man |
I 1
1L 5 s
Cther - no envelope used
< Baci oot o Tomrd

Click Continue

Additional Mailing Options

1. Destination Entry Discounts
e DSCF
e Select DSCF if you enter your mail at a Sectional Center Facility.
e If unsure, ask your local acceptance unit.

e None
2. Move Update Service Method-

The Move Update standard is 2 means of reducing the number of mailpieces in a
mailing that require forwarding or retumn by the periodic matching of 2 mailer's
address records with change-of-address orders received and maintained by the
Postal Service. Mailers who claim presorted or automation prices for First-Class Mail
or Standard Mail must demonstrate that they have updated their mailing list within
95 days before the mailing date.

The Postal Service offers three preapproved methods: Address Change Service
(ACS), National Change-of-Address Linkage System (NCOA"™™), and Ancillary
Service Endorsements except for Forwarding Service Requested. Alternative
methods that require separate approval also are offered for First-Class Mail. Mailers
must use one of the preapproved or alternative methods to meet the Move Update
standard.

The Move Update standard is met when an address used on a mailpiece in a mailing
for any class of mail is updated with an approved method and the same address is
used in a commercial First-Class Mail or Standard Mail mailing within 95 days after
the address has been updated. Except for mail bearing an altemative address

format, addresses used on all pieces claiming Standard Mail prices are required to
meet the Move Update standard.

e Select from the drop down, the method you used on this mailing to meet
Move Update requirements!
http://ribbs.usps.gov/move_update/documents/tech_guides/GuidetoMoveUp

date.pdf

3. Select the Price Category.

12
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e Regular
e NON PROFIT- must be approved as NON PROFIT with the USPS.
4. s this a political mailing? yes or no answer required
5. Mailing contains windowed envelopes or windowed flats? — click box if yes.

| Job Creation .

Additional Mailing Options

Please select 8 Move Update Service Methed and Price Category from the drop down below.

[ Destination Entry Discount: @ pscF ) Mone ]

( Meve Updste Methad acE _ Ancillary Service Endorsement ¥

[ Price Category REQUlEF v]

I this is 2 Political Mailing '~ Yes @ No ]

This is Official Elections Mail =/ Yes @ No

Mailing contains windowed envelopes or flats™ D

£ == =

Return Address: Optional

The Return address screen provides you with the option to print the return address on your

mailpiece. If you already have the return address printed on your piece, you would not
populate this section.
Note: The IMsb tool does not have the capability of printing the indicia.

Review and Confirm.

-

e

Manage Mailing Activity 3 T e P
% IMsh Home= Intelligent Mail Small Business
» Create New Job | Job Creation .

> New Job Template Review and Confirm Job Selections

» Review Jobs
Flease review the information below and press Accept to continue.
# My Profile

» User Guide Mailer Information

13
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Address File Uploading

Select “Browse” to search for your Address List file on your computer.

o _
Manage Mailing Activity o T i — ~

Home:> Intelligent Mail S5mall Business
# IMsb e

[ Job Creation . Address Upload :

= Create New Job

» MNew Job Template

Address File Uploading

= My Profile Vou must now specify the address list to be processed by IMsb. This must be 8 comma separated value {osv), Exosl 2003 (xs)
or Excel 2007/2010 (xIsx) file formatted as specified in the IMsb User Guide. Once the file has been uploaded you will be
given a chance to review it and confirm that it is the comect one to be processed

FILE: | l [ Browse... '

Uptoad

+ Review Jobs

# User Guide

USPS Global Address
Book

The following address lists are available in you Global Address Book: Al Contacts -

Edit Global Address Book List: Retrieve

Select the desired address list file from the pop-up window and click “Open”. Click
“Upload”

The IMsb tool will display the Address File Viewer on the Address File Uploading screen.
This screen is used to verify the correct address list was used and the correct fields are
displayed.

Method of Entry

Defaults to where your permit is held. (PO of permit)

Home = Intelligent Mail Small Business

[ Job Creation : Address Upload = Address Processing = Cutput Processing = Jobkb Finalization

Method of Entry

EMEU Location

Select the appropriste state from the dropdown list. A list of cities with BLMEU Locations within that state will then
displaysd. When the desired city is sslected a list of BMEU Locstions that ars available in that city will be disslayed. The
BMEU Locstion to be used can then be selected and the “BMEU™ button o icked to finalize the selection

Select a State and City

BrEUStates  MNEWADA - BMEUCities REMNO -

SMEULsesticn: REMNO. 2000 WASSAR ST. REMO. MEWVADA,. 89510-9991 — 1441446 —
mom  ©08:50 — 17:30 =
tue ©O&:30 17:30

el 08:30 17:30

s Syt tma os:so 17:30
= £x3 os=:30 17:=30
sat 10:00 iz:00
= Back _ Cancer T Continue

If approved for Mail Anywhere-
An alternate location can be selected.

14
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STEP 2: ADDRESS PROCESSING
Address Correction

AMS will verify that your addresses are valid addresses with the required delivery points.
Your addresses will be reformatted to conform to USPS specifications.
Note: The AMS process only verifies that the address is a good delivery address; it does
not check that the name/business associated with the address is accurate.

Click “ADDRESS CORRECTION COMPLETE. CLICK TO CONTINUE”

TEDSTATES |
POSTAL SERVICE«

i

Manage Mailing Activity § e Seies
5 IMsb Home> Intelligent Mail Small Business
o Crons MEw 3ob [ Job Creation . Address Upload . Address Processing

| - AMS Scan - |

» Mew Job Template

> Revtew Jobs Address Correction In Progress

# My Profile

Address Correction complete. Click to continue

#» User Guide

By clicking the link above, you will be directed to the AMS Processing Summary Page. On
this page, you will see data on your addresses. Each address within your address list is
allocated one of four statuses by AMS.

e Exact Match- no correction was made to the address by the USPS

e Matched with changes- A correction was made to the address to make it correct.

e Matched to a building default- means its missing the apartment or suite #.
e Unmatched- Bad address according to USPS files.

rew Job Template

e iens AMS Processing Summary Page

My Profile

AMS has sssigned o status to esch sddress in the uplosded list

User Guide
o that the sddress i= an Sxact matsh for o known good sddress

Matched matched the address to = known good sddress but = significant changes was made to the
lacked sufficient secondary information (=.g9. suite number) to allow an exact match to be obtained.
Unmatohed: AMS was unabls to match the address to = known good address.

Job ID: 3188 Created: 08/23/2013 12:46

AMS Processing Results \
Processe o 1000

Exact Matchr. 15

Matched with changes: o

Matched to Building Default: ass Rewiew
Uinmatcired o

Ready To Mail Courrt: 1000
UinirmatchredrTo He Mailed at First Class Single Fiece Rate: 0O

Duplicates Rermoved: o ‘

Duplicate Elimination

¥ou may now chedk for duplicate addresses within your address list. Selecting any of the search oriteria listed below will result in all
oriteria being displayed. You can then identify those that you wish to be remowed from the cutput address list

Search for duplicates by: Address, First Name and Last Name Soan
Address and Last Narme Som
Address oy o Search

Comparny and Address Search
AMS Database Date: 20120415

< Back _ Cancel [ Contimee |

15
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Review

At this point, by selecting the “Review” button, you may review the addresses in the
matched with changes, matched to building default, unmatched addresses and non-DPV
print count sections. During the review process you will have the option to take further
actions regarding your address list. You also have the option to bypass the review process
by selecting “Continue” if you want the tool to accept the results returned.

e If you select any of the review choices, you will be taken to an AMS Default Entry
Editor screen where, for each address, you can choose between using the AMS
supplied address, the address you originally supplied, or not to have the IMsb tool
print the address.

e If you choose to use an original address that does not match, it will be removed
from the Delivery Point Validated (DPV) list and added to a non-Delivery Point
Address list. The non-Delivery Point Address list will still be available for
downloading; however the IMSB tool will modify those address STIDs to specify
First-Class Mail. The non-DPV mailpieces must be mailed at the full single piece
price.

e You cannot make corrections to your non-DPV addresses within the IMsb Tool. If
you want to include them you can download the non-DPV list to your computer and
correct them. Once corrected add them back to your Excel or CSV file and then redo
your mailing from the beginning uploading your newly corrected address list and
then proceed.

Manage Mailing Activi Tty

IMs D Home 2il Small Busines

Srests Mew Jon AMS Default Entries Editor

Mew Job Template

Duplicate Elimination

" " isted below will result in all of the duplicates that metch the
iteria being display=d. You can then identify those that you wish to be remaoved from the output sddrils list

Search for duplicates by: Address, First Marmie and Last Mame Search

Address and Last Mame Search

Address only Search

Company and Address Search

< Back Caraet

16
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Duplicates

Next you can utilize the duplicate elimination function to check for duplicate addresses

within your address list and remove any found duplicate address. This function allows you

to search for duplicates by:
= Address, First Name and Last Name
= Address and Last Name
= Address Only
= Company and Address

When you click on a button the duplicate address entries will be displayed.

If more duplicates are found than can be reasonably displayed on one screen you will need

to use the controls under the display box to step through the duplicate sets.

To mark addresses for deletion simply click the check boxes next to them. Once you have
reviewed all the addresses; click the Accept button and all the marked addresses will be
removed from the output list.

If you wish to remove all the identified duplicates at once you can click the Delete All
button. This will mark all the addresses within each duplicate group, except the first one,
for deletion. Again, clicking the Accept button will cause the marked duplicates to be
removed from the output list.

If you change your mind about deleting a duplicate address you must UN check the box
beside it before clicking on the Accept button. Once the Accept Button has been clicked
the process cannot be reversed. If you wish to deselect all of the addresses you have
selected simple click the Clear All button.

You may also exit the screen without performing deletions by clicking the Cancel button
which will bring you back to the VAMS Processing Summary page.

IMsb

Create New Job

Duplicate Address Editor
Address Only

j<< < 10f2 > |
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Confirm Affixed Postage IF using Meter Postage

Total Postage Affixed-

this is total number of addresses after you have cleansed the list thru the

tool!

¥ INsb

» Creats New Job
» New Job Template
* Review Jobs

= My Profile

» User Guide

Manage Mailing Activity

Home> Intelligent Mail Small Business

[ Job Creation . Address Upload : Address Processing

Confirm Affixed Postage

The BMEU methed of entry has been specified with  Meterad permit type (MT). This requires thet the price st which the postage is affixed be identified as Comect, Lowsst or Neither.

Price At Which Postage is Affixed

) Correct
Lowest
) Neither

< Back Cancel Conti

STEP 3: OUTPUT PROCESSING

Tray Label

The next step in the IMsb process is to prepare Intelligent Mail Tray labels, for Full-Service

mailings.

From the Tray/ Sack Information screen:

e [IMsb will provide a recommended number and type of Containers (Trays or Sacks)
to be used to prepare this mailing.

e Click “New Label” for the IMsb tool to generate your Unique Intelligent Mail Tray
Barcode (IMtb) Label.

Note: The tray labels must be generated using card stock or a standard business card stock

which is perforated at 2 x 3.5” such as an AVERY label 5371.

Manage Mailing Activity
> IMsb

> Create New Job

= New Job Template

> Review Jobs

= 1y Profile

> User Guide

Home: Intelligent Mail Small Business

[ Job Creation - Address Upload . Address Processing . Output Processing i

- Containers -

Tray/Sack Information

You may anly print labels for the cunrent mailing. Labels cannot be reused

reduce the possiblity of & job timeout it is recommendad that you save your labels to ¥

et m after postage statem micsi
Tray/Sack Recommendations For The Job
y Recommend Sartation Gro
Sortation Levet Dizpia Labating we Leteer T Teay One Fost Lettar Tray
AnDT

These labels need to be created: 798 to 800

P Edit Containers Continue

Select “Edit containers” if the amount of recommended containers is not sufficient.- not

recommended.
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Tray Label Creation

Optional: Enter the Printer Line information (if applicable) as well as the Mailer’'s Area

information.

Required: click “Create Label” to generate PDF of tray/sack label.-

name

and save this file for use after job has been submitted.

We strongly suggest you save the file to your desktop, finish the job and then print

the labels!

My Profile

User Guide

This function will allow you to ceate a pdf file that cg
determined by the pre-sort.

You may only print labels for the current mailing. Laby
print them after postage statement submission.

The pdf file will be formatted to printon 8 172 by 11 i
and future mailings can be oeated.

There are two areas on the label that you may add te
below.

File Download
Do you want to open or save this file?

Ei MName: imsb-tray-labels3198. pdf
A Type: Adobe Acrobat Document
From: pwim-cat.usps.com

2

Open I [ Save

I I Cancel

l

While files from the Intemet can be useful, some files can potentialy

Ial
k.
= save this file. What's the risk?

harm your computer. f you do not trust the source, do not open or

feed according the Sortation Levels
it you save the labels to your desktop and
pailing or enough labels for the cumrent

ppear in those fizlds in the input areas

ZIP

ITO

Printer Line

Mailers Area

123466759 123456759 002008
MAILER'S AREA

T00200

First create label- then select
continue!

Craate Label

_<Back " Continue |
Print Tray Labels
EATTLE Wi Q80 hxl.-u | || i Q80
- Alr:lll.x‘.i*!.i |l"'|-en WoES 1M AUTO 1.|| "-'.'-l.'r’ ||-z S N rrgie ALITO
O AN,
TOOO0 TOOOO2
oo bster 2013
ST LTH B MG, 980
GATEWAY SERVICES 1N ne AUTO

Note-*you may only print labels for the current mailing. Labels cannot be reused. To
reduce the possibility of a job timeout, it is recommended that you save the labels to your
desktop and print them after postage statement submission.
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Click Continue and Click “OK” in the pop box “Have you printed your labels?” or select

cancel to return to the screen.
Tray Label Creation

ite the Handling Unit Labels for this mailing. The labals will be marked sccording the Sortstion Levels

4. To recucs the possibility of & job timeout it is recommandad that you save the labals to your d

Message from webpage =1
T R

9 Have you printed your labels?

[ cree | [ 3/5 ZIP

oK Cancel
—— staTe AR 1O AUTO

Masilars Arsa
123456780 123456789 002008

MAILER'S AREA TO0200

Downloads:

The Downloads screen shown below allows you to print your addresses on labels,
envelopes or inserts. The addresses are provided in a PDF file which you can either open in
Adobe® Reader or save to your computer.

Available label sizes are:

Avery 5161 or equivalent to 1” x 4” label (Postcards/Letters only)

Avery 5162 or equivalent to 1.33” x 4” label (Postcards/Letters only)

Avery 5163 or equivalent to 2” x 4” label (Postcards/Letters & Flats)

Envelopes sizes available:.
#6 34 - #7 - #10

Other- no envelope used
Insert-option allows you to print directly on an 8.5 x 11 insert.
The address block is configurable.
Mail Merge -allows downloading of file to be used during mail merge option.
¢ Must include the encodedimbno, presorttrayid, and presortdate fields from the mail
merge file to be printed with address block.

Downloads

Processe: o so0
Ready To Mail Count: aas
UnmatchedsTo be Mailed at First Class Single Fiece Rate. o
Mot Printable. 52
Generate Labels Download ]

You may only print labels for the current mailing. Labels cannot be reused. To reduce the possibility of 3 job timeout it is recommended that
vou save the labels to your desktop and print them after postage statement submission

Download
Address File

Select Downlcad Format.  CSW - Comma separated values Updated Address File Downiload
Updated Mail Merge File: Download
Non-DPV Mail Merge File. Download
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Below is an example of a PDF that will be generated upon choosing 1 Label as your
output format.

Again, we strongly suggest you save the PDF and print the files after you have
submitted the job!-

i U mnninmummanminm T00Q722 T I e g ua g el JEILEEG ull{lup T00722
(1 LITCELETES LT TR L T 8 LT Y TR (R R L. | WL { T TR R U 1| B T | il -
JOHN SMITH JILL SMITH
475 LENFANT PLZ SW 475 LENFANT PLZ SW
WASHINGTON DC 20260-0912 WASHINGTON DC 20260-0004
a0 R Rl g il T00722 g L L et b g R L D g e T0O0722

U L ERTTR O | ) O (R TR LR BT ] L - T ATTH | R R R ETT AT U T TE R TR e ia
AMY SMITH BEN SMITH
475 LENFANT PLZ SW 475 LENFANT PLZ SW
WASHINGTON DC 20260-0004 WASHINGTON DC 20260-0004
Wyepepeeb ey by g Ly g bl TOO722 0oy gy oy Ly Ty g [ Lyl L] TOO722
IR TLT| LR U TR TR U S (LU LAY SR U LA TR L R o
CINDY SMITH JANE SMITH
475 LENFANT PLZ SW 475 LENFANT PLZ SW
WASHINGTON DC 20260-0004 WASHINGTON DC 20260-0004

Example of user selecting Number 6 3/4 Envelope from the output format:

ADDRESS SERVICE REQUESTED

o gl g O gl e gy TOOBO1

08/23/2013
AMERICAN SAW & MFG. CO
301 CHESTNUT ST
E LONGMEADOW MA 01028-2742
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Option to save the corrected address lists:

Download
Address File

Salect Eownbad ot CSV - Comma separated values | Updated Address File: | Download
OPV Mai Merge File: | Download
Non-DFV Maid Merge File: | Download

The IMsb tool allows you to save your corrected address list for future use.
The Privacy act does not allow the USPS to save your address files.

aa

Message from webpage [==]

urrent B ended that

P and = ". Hawe all of the desired files been saved? Click OK to discard the files
N = and go to Postal Wizard or Cancel to return to the current screen.

l QK J | Cancel

BW - Comma separated values - Updated Address File: Dowrnload
Updated Mail Merge File: Dowroad
MNon-DPV Mail Merge File: Downioad

Downloading of:

1. Updated address file will provide the updated address list to be saved in either a
CSV or Excel for future use. It will include in the file, the bad addresses tagged as
unmatched.

2. DPV Mail Merge allows you to merge the address block into a mail merge
template.

e The DPS Mail Merge file includes the unique intelligent mail barcode for each
piece to be inserted on your mailpiece as long as the IMb font has been
installed from the RIBBs page.
(https://ribbs.usps.gov/onecodesolution/download.cfm)

e The USPSIMB Standard Font should be set at 16 point font.

e The Postal One! Help Desk is available to assist with downloading the font.
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To download the font, go to
https://ribbs.usps.gov/onecodesolution/download.cfim?downloads=0ffice&selection=5

E UNITEDSTATES ] ,
ALSERVICE Inteligent Nal® Barcode

Retum o Inteligent Mail Barcade for Mallpzces

Fonts and Encoders Download

This page lists USES Inteligent Mal barcode fles, Fants and Encocers, available for dovnloac,

Select am entry in the list-bax: fles matching the critera are shown,

Available Downloads ~ Eess S0 4

Nane e Descpton
uspsEncoderMsOffice- | 2011-02 | USPS Inteligent Mailbarcode Encoder distrinution for M3 Ofice 30-bikedition apglications such as MS Word, ME Excel and M Access, running on either 32-bitor 64-bit NS Windows aperating systems,
131 15 The distributinn ncludes procedures and sampletemplates fo performing & Mail Merge aparation fom M Excelor MG Access to M Ward

uspsEncoderaDfficefd- | 2002-03- | USPS Intelligent Mail barcade Encader distributon for M5 Offce 62-bit editon applications such a5 MS Ward, M5 Excel and MG Access, running on &4-bit M3 Windows aperating systems, The
L3Ldp lj distribution incluces procedures and sample templates far perfoming 2 Mail Merge aperation fom MG Excel or MG Access ta M Word

R R L e T A A SR AN AT

3. Non DPV Mail Merge file allows for printing of bad addresses that can be mailed
with a First-Class stamp. (not recommended)

STEP 4: SUBMIT JOB

Select Download Format |GV - Comma separated values j Updated Address Fite: | Downlead
Updated Mail Merge File. | Download
Non-DPV Mail Merge File: | Download

< Back ) ' (_Continve | I

NOTE: We recommend that you print this page for use when sorting your mail. Please pay
close attention to the counts in each tray and the special instructions for sortation.
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e F o
Hiomecs

roe: _.- h‘- Trmall Businass.

Postal Wizard Submission Status

Euibemiission o Posial Wikand s complete.

oo D 320 Creaned: SEMZLEE1E 2:0
“ﬂ'!‘umﬂ &31‘3’."56—.-

T
[Tonal Ml Pisces: 1000
[Todal Mumper of Handling Uniss: 5

Fossal Siatemment ID- STSE4099

Tray/Sack Requirements For The Job

(Timee: S2ioaring) SBDGE DRIV DOMTEINS INIDOTIETIon N MOV 10 IS0 O el DeDes N TaySSEmIs recuined for meliery 10 T USRS

N.:_ﬂ.:r.o‘.;.u_l Fisb Job you should hawe produced & pof file comtaining an indeiligent Mall labe] for sach Tay'sack requined. Each Tap'sack has been allocated & unigues Serial rmemiber

il s stan in Aargea TEx ON e DOTI0M FIgT of The TEVEack lasel This laibe] Snould D b 50 Tie COMaSDOnaing TYDe of Cormaines inemiian in The Container COMUT Of e Ttk
oo

.Nhen agrasas procassad by IMSD ane printen aach il p!e.:ew | e & TaEaC FEETIDer prinned 30 S AgnT of The I Darcoms xmp&mw;pmrﬁww'mm
tﬁrr’ﬂm*nmmmmaenbepm—m The addness, poif ik s prodiuced In Tap'sack sequence S0 wihen | is printed ai for each Tray will ocour In Seguence

EOacial MSMUCTHONS: raganiing T SIing Of e COMMAINAT SRS DROVICHT WIHNS SOEroprime

Cpdimal Trap'Sack Recormemendation
Sortation Groop Comtatnar = Mal phecas Tray Hombsr

Spacial Imstnactions
B Twa Foor Lamer Tray 210 TOOE14 1
B Twia oot Lamer Tray 210 TO0E1S 1
=) Two Foot Lamer Tray 10 ToUEE 1
Bt Twa Foor Lamer Tray 10 TeLET 1
=G Twa Foot Laser Tray 160 | TooE1E 15
P

Tl Thadshenc dal Wovicdl Al ST D
Wi -t [T

L
 CRRRAADCove M 2208, 19

LU D DAMELS WA o799

sk CeboRATION ococecas  AUTO

e ptcbated S0ELTE ‘

Tray 10 —parrRARTA —[T0ai]

Meiaags o0 Mg
1
5

Adl pleces must be piaced In She Tapsack fhat they ane assignen 50
Adi mslipbsoes In & non-iull Tay st e ook 0 bundlies not axossding S nches: In length
Pramse rafer fo fhe BMsD D DEges for mors detsms

Continue

Click Continue

Review and Submit

Review your mailing information, and then click the “Submit” button on the bottom of the
page to upload your mailing to the PostalOne! system.
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*if you choose ‘Save and Continue’ your postage statement will not be submitted but
sent to your Saved Forms. Go to Postal Wizard from home page, in middle of page under
"Saved Forms" locate "View incomplete jobs | have started” click there. Click on Postage
Statement ID number hyperlink in blue to retrieve. Scroll to bottom right and click submit.

Please print (not required) the printer friendly barcoded Electronic Confirmation
Acceptance Notice (ECAN) and bring the notice along with your mailing

Or

Use the Email function to present at the BMEU or at the Self Service Terminal.

B MTED STATES
POSTAL SERVICE«

Lot on Jun 23, 2012 02 15 PM. Please printand bring this fonmn along with your mailing

match the physical mailing boing prosented to the USPS employos with this form

Please scan :

SCAN AT ACCEPTANCE

5 7

75 7900 0002 7100 0628 2610 13

az
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Please print (not required) the printer friendly barcoded Electronic Confirmation
Acceptance Notice (ECAN) and bring the notice along with your mailing to the site

you have selected .

UMNITED STATES
POSTAL SERVKE

Con
Acceztance NoOGos

1040 Aaa

Note to Maller: Your siecTonic pOstage statement was submilted 20 the USPS FozalOne! system on Now OS, 2012

to the Retall OMice In FALLON, NV 120 N MAINE ST,

FALLON. NV 835062930 by Dec 08, 2012

The labeis and elecronic malling Information associated 0 this form, muct match the physical malliing being
presented 1o the USSFES empioyee with this form

Postage Statement ID:
Post Office of Permit:

642634951
RENO._NV 898610-9881

Account Holcer: YELLOW
Account Number: 1448080
Perme Hoider: YELLOW
Permit Type P~

PermE Number: 739
Malling Agent: YELLOW
Mall Owner

Mall Owner Permit Type P

Mall Owner Permit Number: 73®
Customer Reference ID:

Mall Sass Standarc Maill
Price Elgibliny: Regular
Proceszing Category: Letterc

Mallers Mailling Date: 11/08/2012
0.0826 ™c. ( 1.0000 ox)

Actual Weight of Maller Deciared Prece Weight: 25328 Soe. € 1.0000 o)

Toeal AMall Pleces: 800 poc.
Total Weighe: 6£8.2600 Ibc.
Total Postage Amount: $ 248 30
1T -m- P & Eawm Flmt
Hamdimg Unit Trays Yreys Yewys Yemys Sacte Paletn Other
Tota Postage Amount 10 be Collectea: $ 2a9.30
Total Posiage Amount - Prepald by CAPS $ o.00
account -
RETAIL Office of Malling Hours
FALLON Mon, Tue, Wed, Thu, Fnl 3:00 AM - S:00 PM
120 N MAINE ST sat . ;

F
ALLON, NV 852062930

Note:
“This maliing may dDe subject to additional vernTcation 3t the time of acceptance
*Thiz maling can be processed 3t the seif service terminal

Action

Please scan :

SCAN AT ACCEPTANCE

9275 7900 O007 2300 0642 6349 14

You are finished! The tool has submitted your postage

statement and qualification report electronically.
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ADDITIONAL FUNCTIONS:

Review Jobs contains a listing of the Jobs that the user has created on IMsb. Contains Job
ID, Job Description, CRID, Mailer ID, Mailing Date, Business Name, Address and Contact.
Also allows the information from a selected Job to be prepopulated into a new Job.

(5] NTEDSTATES
POS AL SERVICE

4 | MER CARE

Manage Mailing Activity
5 b

> Cr

New Job

> Wy Profils

5+ User Guide

Help Link

The “Help” link in the upper right corner provides additional information regarding the six
buttons on the left side of the screen. And the User Guide on left hand side provides
informaton about each screen and has other vauble informaton about the IMsb tool.

UNITED STATES
POSTAL SERVICE«

T -
e B
Manage Mailing Activity 3 B . Lt

Home:> Intelligent Mail Small Business
» IMsb

* Create New Job

Intelligent Mail for Small Business (IMsb) Tool

The Intelligent Mail for Small Business Tool (IMsk) spplication is an online tool designed to facilitste the production of the Intelligent Mail barcode (IMb) for mailings,
The IMsb tool will enable you to upload your address list. After your addresses are uploaded, the IMsb ool will validste the addresses and then allow you to print those
addresses and the Intelligent Mail barcode. The IMsb tool produces POF documents suitable for printing on certain labels, standard size envelopes and on 8 %x 11 inch
+ My Profile Ietter paper. The IMsb tool provides a mail merge optien for your mailings.

» New Job Template

» Review Jobs

8y relying on s web browser, [Msb removes the nesd to instsll and maintain specislized softwars to produce an IMb.

Festures

IMb ® generstion and printing for envelopes, |etier size paper or pre-defined lsbels

Support address lists up to 3888 addresses if entered at a BMEU location

Support address lists up to 5000 sddresses if entered at a Retail Dutlet

Supports Full Service Option Mailings

First-Class ™ or Standard Mail @ Mailings

g= Statement

|Address Matching Service Validsticn
Last Mailing Profile Saved

Saved Job Bummary for 130 days or 200 jobs

* User is responsible for mailing/postsl statement

Please seled one of the sdions listed on the left to continue
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RESOURCES

1. The RIBBS Website

The USPS provides a number of technical and non-technical guides, informative
documents and presentations, and other helpful tools to make it easier for you to take full
advantage of the suite of Intelligent Mail barcodes. These valuable resources can be found
on the USPS RIBBS website http://ribbs.usps.gov/

Additionally, you can find resources on how to download USPS IMb standard font for
Mail Merge option. (16pt font)
https://ribbs.usps.gov/onecodesolution/download.cfm?downloads=0ffice&selection=5

g8
=
Bg
)
=3
=
0

Intelligent Mail® Barcode

Return to Inesllli Mail Barcode for

Fonts and Encoders Download

This page lists USPS Intelligent Mail barcode files, Fants and Encoders, available for download.

Select an entry in the list-box: files matching the criteria are shown,

Available Downloads  Encoder WS Office -

MName Date

pE d rMsOFfice 2011-02- us:s ln:eHigaanai\ har:od Encod
FERE 15 s pro

b mnforMSOﬁ' 32-bit edition zpplicati
& templatas for performing = Mail Marge.

haz MS Wo dMSEx \ nd MS Acc

on either 32-bit or 64-bit MS Wincows operating systams,
ation from MS Excel or MS Access to MS Wn

uspsEncaderMsOffice6d- 2012-03- USDSI[H; ek \h u Encoder dis :h: n for MS Office 54h: ditio apphca: uch 25 M5 Wo d e \ dMSA nning on 64-bit MS Windows oparating systems. The
1.3.1.zip 27 res and sample \azss for parforming 3 Mail Marge operation ranSBc =l o Acc o MS Wo d

| U | A LT T AT Y T

2. Guides, Specifications and Manuals

For those new to Intelligent Mail services, there are several guides, specifications and
manuals that will get you started and give a broad overview of the fundamentals of the
program. Following is a list of primary sources of information.

Domestic Mail Manual (DMM)

This is the USPS manual that contains standards governing U.S. domestic mail services,
descriptions of the mail classes and special services and conditions governing their
uses, and standards for rate eligibility and mail preparation. Domestic mail is classified
by size, weight, content, service, and other factors.
http://pe.usps.com/text/dmm300/dmm300_landing.htm

A Resource Map to Intelligent Mail Documents

This lists all the documents and source materials that you will need to transition to
Intelligent Mail services. It provides explanations of each document and information
on how to find and print these documents. It is a reference source that will help you as
you learn the ins-and-outs of Intelligent Mail services. This document can be found on
RIBBS at
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http://ribbs.usps.gov/intelligentmail quides/documents/tech quides/ResourceMapTol
ntelligentMail.pdf

3. Personal Support Resources
In addition to the guides and specifications listed above, you can also get help from USPS
Intelligent Mail service experts.

To find your local Business Mail Entry (BME) Manager, go to the Business Mail
Acceptance page: https://ribbs.usps.gov/index.cfm?page=bma

To contact the PostalOne! Help Desk call 1-800-522-9085. For additional
information about IMB Tracing please contact the National Customer Support Center at
(800)238-3150.
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Address Correction Services (ACS)

INTELLIGENT MAIL for Small Business
(IMsb) tool

The IMsb tool offers several selections to mailers. Please review Appendix A or the ACS
Tree at the end of this User Guide before making selections as there can be charges
associated to the selection made.

The IMsb tool allows 8 options for First Class and 6 options for Standard Mail.

[“5":'5” First-Class Mail ~ ]

IM Service Type Full =

Ms[l Clsss gtandard Mail  ~ ]

IM Service Type Full =

Extra Service Tyee Fj|| Senice ACS - ASR1 =
PrRre] Cull-Senvice ACS - ASR 1

Bxdra Service Type | £y -Sanvice ACS - ASR1 -

ACS - ASR 1

Full-Semrice ACS - ASR 2 IMb Tracing ull-5 i matla s
Senice Type 1D |Full-Service ACS - CSR 1 Full-Service ACS - ASR 2
_ _ Full-Senice ACS - CSR 2 Service Type ID|Full-Senvice ACS - C3R 1
Ancillary Servics Endarsement Full-Service ACS - RSR 2 v Ancillary Service Endorsement Fulsesace ACS Rt -
Full-Serice ACS - TRSR 2 Manual _
Manual Mo address correction
Mo address correction Cancel

Definitions:

ACS = Address Correction Service
ASE = Ancillary Service Endorsement
ASR = Address Service Requested
COA = Change of Address

CSR = Change Service Requested

ESR = Electronic Service Requested

Note: To receive the information back electronically, customers must change their MID in Business Customer Gateway.
FSR = Forwarding Service Requested

RSR = Return Service Requested

TRSR = Temporary Return Service Requested

UAA = Undeliverable As Addressed / Nixie
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ACS is not a guaranteed service. Manual notices may still be received, although
reduced in volume. We HIGHLY recommend the use of ESR to help with the
reduction of Manual notices.

Changing your MID in the Business Customer Gateway (BCG)

To receive ACS information back electronically, customers must change their MID in
Business Customer Gateway.

(1) Log into the BCG and view the Home Page.

Intelligent Mail®?

Other Services

MAILING REPORTS

LEARM MORE POSTAL WIZARD

Manage Account

The Business Customer Gateway is ntral hub for managing your
USPS activity for your Busines

(2) Click on MID
Welcome to the Mailer ID System

Mailer ID Search

FRRRIRAR L REANGE: 94541451 - IMSBCAT183 89509-2204 Ij

Mailer 10:
Customer Reference: e

' MIDs owned by my business location{s)
i1 MIDs delegated to my business lecation(s) for Data Distribution Management
Display Options: g :
! MIDs whose Data Distribution Profile delegated to other CRIDs

@ All of the above

Mailer ID Summary

Mailer 1D FARRT Business Location Opticns g
CRID: B4541451

IMSBCAT1E3 mE e
| Edit Program Ogptions I
200002220 5950 BALSAM ST Edit Program Options

RENG, MV 28508-2204 S

CRID: 94541451
IMSBCAT1E2
2350 BALSAM 5T

Add Data Distribution Profile
Edit Program Opticns

More Info

200002238

Add Data Distribution Profile
Edit Program Options
More |nfo

201014080
‘0, MV 89509-2204

Page 1 Of 1 %
(3) Click on ‘Edit Program Options'.

Need he]p BALANCE & FEES
getting started DASHBOARD
kit it with Full-Service [ e ]
Shipping Services MAILER ID
@
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Edit your Program Options

Sslect/Unselect the programs you wish to sdd/remove and Press Update.

Company Information

Business Location: 545471451 - IMSBCAT183 29509-2204 -
c Add . 2350 BALSAM 5T
ompany ROCIESS: pENOD, MW 83508-2204
Mailer Id (WID): 500002220 -
Select the Program Options
Mailer 10: 200002220 Check the booes for the Program options you are selecting. Mote: If you select one of these options
[[] A#dd a Customer Reference wou can not select 3 Package Product program option for this Mailer 1D
[ conFirm

[# Full / Basic Service

The following should onhy be checked if
you are participating in the elnduction =10 recsive Full Seryvice ACS)
program: ’
[C] W™D based elnduction processing

[[] one Code ACS with CON
(Submit Form 3573 to acsfusps.

[ Traditional ACS
(Submit Form 3572 to scs{@usps.gov

Check the box for the Package Product ram option you are selecting. Only one program option
can be selected. Note: |f you select one oN\these options wou can not select 3 program option from
sbove for this Mailer |0, For either Package §roducts option, submit the PS Form 5051 to

doonfirmi@usps.gov or fax to 501-B21-5244.

[ Electronic Verification System (eV'5) for

[] Test Confirmation Services for Package P
(i.e. Delivery Confirmation, Signature Confirmation,
Diistriburte)

kage Products

ucts and Extra Services
ertified Mail, Express Mail, Pricrity Msil Open and

[ upaste || metum |

(4) Make sure you have a check mark in the ‘Full Service ACS’ box. If not, check it and
then click ‘Update’ at the bottom. Pop-up will display confirming update.

: checked if J| Full Service ACS
Induction (Must select Full / Basic Service to receive Full Service ACS)

T S ads ACT

proce System Alert

Mailer ld was successtully updated.

Check the box for the Package Product Program option you are selectin
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Retrieving ACS data from the BCG Dashboard

There are no additional forms or applications to fill out. Simply proceed to the BCG and
follow the below instructions to retrieve your ACS/Nixie data.

Welcome
Need hEIp BALANCE & FEES
getting started DASHBOARD
o with Full-Service ws
Shipping Services Intelligent Ma“@? MAILER 1D

MAILING REPORTS ]

Other Services

| LEARN MORE

POSTAL WIZARD

Manage Account

The Business Cug eway is your central hub for managing your
your Business.

(1) After logging into the Business Customer Gateway (BCG) click on Mailing Reports
on the Home page.

(2) Now click on Data Distribution/Informed Visibility Dashboard

* Yiew Transactions & Mailing Summary Report

* Pending Postage Statements « Mail Quality Reports

& |nogction Activity Report (elnduction] « Mailer Scorecard

# Electronic Verification Activity (EV5] * \iew Historical Permit Transactions
¢ Parce) Return Service (PRS] & Carbon Accounting Statement

+ BRM Inyoice Detail Report & Tech Credit Report

+ eDocs Fyeparation ! Entry Warnings Report

¢ Customey MRS Detail Report

* Customen\MRS Summary Report

’ Full Service

[ # [Data Distribution/Informed Visibility Dashboard ] & Push Subscription Profile

# Full Service Seamless Acceptance Failure Jobs
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Online & Downloadable Data Distribution Container Scan Full-Service COA/Nixie By/For Conflict User Download Informed Data Delegation
Reports Summary Summary Summary Summary History Visibility History
1. Full-Service Startthe-Clock Report | [Download] [Online] 0 7 o 7
2. Informed Visibility Report ! Download/Onling] 0 0 0 o
[ 3. Full-Service ACS Change of Address (COA) Report 2 Download] o ] ] a
v
y Al
[ 4, Full-Sanvice ACS Nixie Report 2 / [Download] o 0 0 o
5. Full-Service Data Quality Report ¥ [Microstrategy]
8. Full-Service By/For Conflict Report Download]

10

Counts are at the container level.

(3) Click on #3 for the COA information or #4 for your UAA/Nixie information. You must
view/download your corrections within 45 days of your mailing; all COA/UAA-Nixie
information is purged after 45 days.

Download Full-Service ACS Nixie Search

[ search By: [JENCRGIAE] ~ ] ID Humber:

01/24/2014 vI_
31/2014 [

Full Service Availability

0 Search With: exact value
Date Range: * R =

Pleaze limit the Date Range to 7 days.

(4) You will need to search for your mailing byhailing Group ID. That number is
produced during your statement creation process within the IMsb tool and is found
on your Congratulations Page, make a note of this number now. Remember to print
this page and take to the BMEU along with your mail; you could also print an
additional page to keep with you for easier refrence to your Mailing Group ID.

Standard Mail - Permit Imprint  » Confirmation

=) Printer Friendly Version  Email
» Congratulations!

Note to Mailer: Your electronic postage statement has been submitted to the U ostalOne! system on Jan 31, 2014 02:55 PM.

The labels and electronic mailing information associated to thi ~ must match the physical mailing being presented to the USPS® with this form.

Postage Statement [D:
Post Office of Permit:

69753512
RENO,NV 89510 9651

Mailing Group 1D: 60385269
Account Holder: TMSECATTED
Account Number: 2194573
Permit Holder: IMSBCAT182
Permit Type and Number: Pl 30183
Mail Anant- IMSRCAT1RA
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icing

ACS Tree of Services and Pr

Service Selected ASE printed on piece Mailpiece Disposition

Electronic
Service If COA on file piece forwarded:;
Requested separate electronic notice of new
(0134 address provided. If no COA piece E
Address returned with reason for non-delivery

Sernvice affixed
Requested

Electroni
%M;“_m_w_n If COA on file piece forwarded;

Reguested separate electronic notice of new
nOm address provided. If no COA piece NoEoe
returned with reason for non-delivery
Address affixed and a separate electronic notice

Senvice f f non-deli ided
Dmncmwﬁma Oor reason of non-aelivery proviae

Electronic
Service All UAA mail will be wasted

Requested
Change electronic notification will be provided for

Senice all wasted pieces
Requested

Electronic
Senice All forwardable mail will be forwarded,
Requested separate electronic notice will be
OR provided. All UAA mail will be wasted E
Change and a separate electronic notification

Senmice will be provided
Requested

Please refrence Apendix A on RIBBS for additional information.

Printing ESR on your mailpiece will not change the Mailpiece Disposition or fees due.




IMsb User Guide —February 2015

Service Selected

No Address
Correction

W ERTE]
Corrections

ASE printed on piece

Electronic
Service
Requested
OR

Return
Sernvice
Requested

Electronic
Service
Requested
OR

Temp Return
Service
Requested

No endorsement
on piece

Address
Service
Requested

Forwarding
Service
Requested

Return
Service
Requested

Temp Return
Service

Requested

Mailpiece Disposition

All UAA mail returned
to senderwith reason
for non-delivery or
new address affixed.

AND

Separate electronic
notice provided

Temp COA pieces
forwarded, all other
UAA mailreturned
with reason fornon-
delivery or new
address affixed.

AND

Separate electronic
notice provided

Forwardable mall
forwarded, all other
UAA returnedto
senderwith reason
affixed

orwardable mail forwarded, all
other UAA returned to sender
with reason affixed.
Hardcopy notice provided on
forwarded piecesonly

Forwardable mail forwarded, all
other UAA returned to sender
with reason affixed.

No electronic notice

All UAA mail returned to sender
with reason for non-deliveryor
new address affixed.

No electronic notice

Temp COA mail forwarded, all
other UAA returned to sender
with reason affixed

No electronic notice

Manual Address
CorrectionFee

Printing ESR on your mailpiece will not change the Mailpiece Disposition or fees due.
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Standard

Service Selected ASE printed on piece

Electronic
Senvice
Requested
OR

Address
Senmice
Requested

Electronic
Semice
Requested

OR

Address
Senmice
Requested

Electronic
Semice
Requested

OR
Change

Senvice
Requested

Mailpiece Disposition

Forwardable mail forwarded, all other
UAA returned to sender with reason for _
non-delivery affixed. Ewmwﬁma

AND Charged

Electronic notice on forwarded pieces for returns
only.

Forwardable mail forwarded, all other
UAA returned to sender with reason for
non delivery affixed.

AND

Electronic notice for both forwarded and
returned pieces

All UAA mail will be disposed.
AND
Electronic notice provided.

Printing ESR on your mailpiece will not change the Mailpiece Disposition or fees due.




IMsb User Guide —February 2015

Standard

Service Selected ASE printed on piec  Mailpiece Disposition

Electronic All UAA mail returned
Service to senderwithreason
Requested for non-delivery or new First Class Single
OR address affixed. Piece postage
Return AND charged for returns

Service Separate electronic
Requested notice provided

No Address No

- endorsement All UAA mail disposed
Correction on piece

Forwardable mail
forwarded, all other UAA
Address returned to sender with Manual address
Service reason affixed. correction fees and

Requested Hardcopy notice provided weighted fee
on forwarded mail charged for returns

No electronic notice

£ di Forwardable mail
orwarding forwarded, all other ;
Service UAA returnedto sender il Weighted fee

mmn:m&ma with reason affixed. njm_@ma for returns

—SNDCD_ No electronic notice

Corrections All UAA mail

Change disposed, Manual Manual address
Service [ address correction = correction fee

Requested provided charged
No electronic notice

All UAA returned to
Return sender with reason : . _
Service [ for non-delivery W Single piece price

Requested affixed. charged for returns
No electronic notice

Printing ESR on your mailpiece will not change the Mailpiece Disposition or fees due.
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Convert MS Word to MS Excel

High Level - The purpose of this document is to describe the steps necessary to convert address
data from Microsoft Word to Microsoft Excel.

A & K Earthmovers
Office Manager

P.Q. Box 1059
Fallon, NV 89407

Al fe | A &K Earthmovers

A B C D
1 |A & K Earthmovers loffice Manager P.0. Box 1059 Fallon, NV 839407

Please note if you would like to use this methodology with a Word Perfect file you can right click
on your attachment and select “open with”, and select Microsoft Word

D Attachment Properties L MERGE.wpd

Copy

AR view 20000
Openi

Dpen[:&im. i

Edit

Edit With...

Save...

Save and Delete. .,

Delete...

save All..
Save and Delete All,..
Delete all...
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Detailed Steps:

e Inthe Word document press Ctrl + Shift + * at the same time. You will see a 1 symbol
after each row in the word document.

o PressCtrl+F
e Goto the Replace tab
e Inthe find what: enter *p

e In the Replace with: enter the pipe symbol | (shift + \ on most keyboards)

o Select Replace All

-A-&-K-Earthmoverst
Office-Managery]

P.O.-Box:10531

FEHOH, -N V"8940?1[,!::::::::::::::::::::Secﬁan Break (Mext Page) s

Bx]

]

Find and Replace
Find Replace | GoTo |
Find what: "‘p
Replace with: Z-!
[ Less & ] [ Replace ] [F‘.Eplace all ] [ Find Mext ] [ Cancel
Search Options
Search: all | we
[] match case ) T
[] use wildcards
[] sounds like (English)
[1Find all word forms {English)
Replace
[ Format = ] [ Special = ]

Microsoft Word will give you a count of how many replacements it made. Don't worry that your
formatting looks off and various lines look combined.

e GotoFile, then select save as

e Inthe save as type select plain text .txt

e Select ok
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Word may display a File Conversion dialog with a warning that all formatting will be lost. Don't

worry and click OK to accept the default values.

e Open Microsoft Excel

e From the File menu, select Open

e Inthe Open dialog, change the Files of Type: entry to Text Files
o Select the .txt file you saved

e Click Open

e The Text Import Wizard should start. Select Delimited and select next

e InStep 2, change your Delimiter from Tab to Other and enter the | symbol, and select next

o
Text Import Wizard - Step 2 of 3 E]
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below,
Delimiters
[]Tab
[] semicolon [ Treat consecutive delimiters as one
] comma . : T
Text gqualifier: | e
[] space : .
Other: ||
Data preview
2 & E Earthmowvers £fice Manager -0_. Boax 10528 al "'\
r. Jake Heckman lue Moon Advertising [L375 Greg Perkwey, £105 Spaj=|
biance 745 5. Teylocr Street 2llon, NV 3340&
merica's Best Value Inn (051 W. Williams Ave. 2llon, NV 2940&
iller, Michelle, OD 48 5. Meine Street 2llon, WV B5340& Wt
(< | [*
Cancel ] [ = Back ] I Mext = l [ Finish

¢ Select finish

Your file should now be in one row in excel for each address. The file may need some manual
corrections if there isn’t a standard format for the address (i.e. if you have some files in your word
document with three rows and some with four rows you will need to delete out the extra columns

in the excel output).

Al fx | A &K Earthmovers

A B c
1 |A & K Earthmovers loffice Manager P.O. Box 1059

D
Fallon, NV 83407

You will need to add column headings for each column. You must use the correct "HEADER" field

name for each column. Please refer to the IMsb System User Guide for specifics.
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