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NOTE: Existing users can jump to Existing Users that have an account can Log on the Business Customer
Gateway (BCG

This document is a comprehensive guide that outlines steps for exchanging electronic data with the
PostalOne! ® system using the Mail.dat® file format. The intended audience is business mailers who
create or use mailing data in the preparation or production of business mail and who also want to
conduct business electronically in lieu of the hardcopy forms and processes that were traditionally used
in business mail acceptance for the purpose of conduct business electronically Although this guide
provides an overview, the intended recipient of this document is the person or team that will make
necessary preparations/alterations and conduct testing to ensure Mail.dat electronic data is
consistently and reliably sent to the PostalOne! system.



Log onto the Business Customer Gateway

New User Registration on the Business

Customer Gateway (BCG)
(https://gateway.usps.com/eAdmin/view/signin)

1. First time users must register prior to accessing
the mailing information.
2. New users must click Register for free to begin

the registration process.
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Business Customer Gateway

Save time

with aulomation, ondine ordering and online tools
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with Aulomation Discounts and
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Start mailing :

“My order arrived the day before | expected, In perfect condition!” =

New users must
click "Register for
free”
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Mailers

Shippers

Business
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Sign up for USPS Promotions and
save money with
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power of your Mailer 1D (MID)
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stieam and maximize your discount

Complete Registration Form to create a new account

1. Create a user name and password.

2. Answer the two security question.

3. Enter all of your business information.
4. Review the Privacy Policy.

5. Confirm the email address provided.

omer Gateway

Gasing Scaried

A business which is a

Mail Service Provider

should check this box
The first user at a business
location will become the
Business Service
Administrator (BSA) for a
USPS business application
or “service”, in charge of
managing who can and
cannot use a service at a
business location. This can n permission to
be changed later, if
someone else needs to be
made BSA.

 saseaz0n
All users must agree to the
terms and conditions,
which can be viewed (and
printed, if desired) from the
link here

e several USP'S Business Services allowing you to do

Clicking Continue takes
the new user to a
confirmation page

Terms and Conditions for new users

1. The first user to register will become the
Business Service Administrator (BSA) in charge
of managing who can and cannot use a service
at the business location.

2. Users must agree to the terms and conditions.

3. User can click Continue to move to the

confirmation page.

To establish a new
account, create a user
name, password and two
security questions

Enter name, business
information, phone number
and email address

After reviewing the Privacy
Policy, click on “Create
Account” and a confirmation
email will be sent to the email
address you provided



https://gateway.usps.com/eAdmin/view/signin

Confirmation Page
1. Users will automatically be registered to use
the popular business applications and services.
2. To begin to use the Business Customer
Gateway the user must click Continue.

Customer Registration IDs (CRID) and Mailer IDs (MIDs)
1. New Users registering will create a new
business account will be given a Customer
Registration ID (CRID) automatically.
2. Through the same process the system will
automatically assign a Mailer ID (MID).

Existing Users that have an account can
Log on the Business Customer Gateway

(BCG)
1. Access BCG by going to:
https://gateway.usps.com
2. Enter Username and Password on BCG Main
Page.
3. Click Sign In.

New business users will
be enrolled to use

popular business
applications or "services”

Clicking Continue
completes the process
and takes the new user to
N the home page
et e 2 -

e ———————

When a new business account is
created, a CRID is automatically
assigned

Your Business Location:

LOPEZ CONSULTING SERVICES LA
1612 GLENDON AVE

LOS ANGELES, CA 90024-5704
UNITED STATES

During registration, new
business locations will
automatically be assigned
a Mailer ID

CRID 2 : 20517317

We have automatically assigned yod a Mailer
ID (MID): 900014076
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https://gateway.usps.com/

The BCG Homepage

1. Business Services are located under Mailing
Services link, Shipping Services link, or Other
Services link.

2. Users will receive alerts on any pending
services through the BCG Messages.

3. The users can bookmark the services they use
most.

Favorite Services
1. Allows the user a quick and easy way to
access services they most commonly use.
2. Users may edit which services they wish to
have displayed for their profile by clicking the
Edit Favorites button.

Accessing the Mail.dat Client
1. Select Mailing Services located on the left
menu to get to the Electronic Data Exchange
(EDE) link.
2. This link will allow the user to gain access to
the EDE where the Mail.dat Client link is
located.

e T TS

Welcome. AutoJosjhnrd

Use the manu on the left
ta navigate the site.

-" __Loam Mess |

The Business Customer Catwway I TOUr Caniral NuS for managing yeur

USPS activity for your Busin

Business Services are
now located under either

Mailing, Shipping or Other
Services on the left sidebar
navigation. Also featured B vourave
are links to Inbox, Support
and Manage Account

Massages

Favents Serices L]

Favorite Services allows
users to bookmark the
business services they

ulilize the most. When a

user first logs into the new
BCG, the i

preset services

functionality
BCG Users now have
access fo BCG
Messages where they
will receive alerts on
pending services

Favorite Services

DASHBOARD

MAILER 1D

MAILING REPORTS

OMHLINE ENROLLMENT

PO STAL WIZARD

Business Customer Gateway

Welcome, Randy

Welcome to the NEW
Business Customer
Gateway!

Mailing Services

Use the menu on the left
to navigate the site.

- ~ Learn More |-

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

Shipping Services
Other Services
Support

Manage Account

Within this site, you will find Business Senics tools that you will need to monitor,
track. and manage your mailing and shipping activities. You can access these
Business Senvices using the tabs on the left. When you know which senices are
useful to your business, you can add them as your favarite senices using the panel on
your right

Netifications and Alerts

The Postal Service had proposed the Technology Credit
Promotion as a way to help mailers defray some of the initial costs
associated with converting to full-service. However, in light of the
Postal Regulatory Commission's June 10 decision regarding the
price cap treatment of the Technology Credit Promotion. and the
Postal Service's present financial condition, we have determined
not to proceed with the promotion

Gateway. USPS com Help Logout

Favorite Services -]

DASHEGARD
INCENTIVE PROGRAS
MALER 1D
MALING REFORTS
ONLINE ENROLLUENT

POSTAL WIZARD
EDIT FAVORITES
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Are you ready for Full-Service
IMb adoption?
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Electronic Data Exchange
1. The user will locate the Electronic Data

=L~  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
senvices currently available are listed below. You may access services directly from here
Mailing Services ihat you have been approved for and request access lo those you do not

Exchange Service on the page. Shipping Services
2. The user will need to click the Go To ——
. . Support N N
Service button located on the Electronic = Ed  #viomated Business Reply Mai PREP

Manage Account

Automated Business Reply Mail® (ABRM) website, an online, self-senice tool that allows Reply Mail customers
to create approved USPS camera-ready artwork for domestic Reply Mail pieces in just a few steps

Data Exchange Service line.

u Balance & Fees (PostalOne!) G0 TO SERVICE
Monitor Balances & Fees associated to permit or publication accounts

u Customer Label Distribution System (CLDS) 50 TO SERVICE

The Customer Label Distribution System (CLDS) provides mailers with the capability to create, edit, and submit
bulk, collated or DMM Intelligent Mail tray label orders online

u c i g (Csas) 5070 SERVICE
Customer/Supplier Agreements are used to approve acceptance times and describe separation and

containerization standards requested of a mailer that are not covered in the aptional containization requirements
described in the Domestic Mail Manual (DMM)

u Dashboard (PostalOne!) G0 TO SERVICE
The PostalOnel Dashboard allows users to submit, search for and view jobs submitted electronically.

u Electronic Data Exchange (Postalone!) | = |

PostalOnel establishes an electronic link between customers and the Postal Senice, which helps manage every
point of the business mailing process for time-efficient and cost-effective mailings

Download the Mail.dat Client

1. The users can download the for Egg?mA = :

Mail.dat C|Iel.’1t by selgctlr!g the e
Download Client Application i “Efectronic Data Exchange

(Windows) link located in the Mail.dat
Support for Test Environment for
Mailers (TEM) area.

2. Save and Install the Client to your
operating system.

Save in: IE} MOF Client 'I €] i B HE

| config
Ic2jrel.6.0_20

= lib
CIMDRC lisnt-wina2-TEM. zin

File name: IMDHCIient-WlnSZ-TEM.ZlD -~ I Sawve I
Sawve as type: |W|nZ|p File - I Cancel I

6



4.

5.

Access Client Folder on your system by
right-clicking the Start button and
select Explore, then double click on the
MDR Client folder.

Right-click on the downloaded zip-file
and unzip the Client by selecting
Extract to here.

Open the unzipped folder.

—
I Installs
I Int=l
I MDR Client
I MSOCache
I Program Files
I Starbase
) TEMP
i UsPs
I WINDOWWS
i DWD-RAR Drive (D)
¥ Business Mail on wadchgsxfl2ishr_HOQ_HO_Coc
G— Contral Panel
wJ Py Metwork Places
2l Recycle Bin

HEE

H

Double-click on
MDR Client
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+ = F - =

E e Right-click on Start
52 Jrel.6.0_50 button to open
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Upload Mailing Job

1.

2.

3.

Open the Client by selecting the run-
mdclient.bat link within the folder that
has been downloaded.

As an existing user, enter the appropriate
log-in information on the Client’s Sign In
screen.

Upload the desired job by first selecting
the Job Validation/Upload link.

EUMTEDSTATES
POSTAL SERVICE =

Sign In
Existing Users

Fill in the fallewing infermation:

Usemname

poneProdd

[ signin= )

OR OFFICIAL USE OHLY

LeaaL O UERS. COM

Pes 4 8 L6 Davarmemant serrarier 4y 81 and o it Nt of ol ind oBer e

New Users

MName Date modified Type Size

1. confi 2/U/N13641AM  File folder

1 jrel 6030 2A013640AM  File folder

1 lib 2013641 AM  File folder

| dlientlog 2/15/0131256PM  Text Document S49KB
| debuglog 2/15/0131256PM  Text Document 12328
debug-mdclient.bat 2/U/013641 AM Windows Batch File 1KB
lep.bat 2/U/013641 AM Windows Batch File 1KB
runBatchUpload.bat 2/U/013641 AM Windows Batch File 1KB
runBatchVersionCheck.bat 2472013641 AM  Windows Batch File 1KB
run-client_credentials_tool.bat 2472013641 AM  Windows Batch File 1KB
Tun-jsse_checker.bat 2472013641 AM  Windows Batch File 1KB
15 run-mddlient.bat 2/2/2013641 AM  Windows Batch File 1KB
(6] runReceiptPoller.bat 2/U/013641 AM Windows Batch File 1KB
updatehat 2/U/013641 AM Windows Batch File 1KB
_ Validation.log 2/5/01311:25AM  Text Document 17kB

fre Lot i 00

Fiegister naw for USPS Fostakone” sarvices

wough the Dusness Cusiomer Gabeway.

AN tha ragRIFATON it SSmGLLS, & URAFIAMS
843 ataword vl Ba provided B2 scoase B

agpication

[ signup=]

Restricted Information

e ey, UaTheried BSess i st 1 P Syalen ey

o]
mans wng Linined Sranes. Crovinss Coge (T 16 U 5.C. § 1000) A8 mfmmanan

‘Capnaned and ducioned by and

Ol ABOUT. USRS COM

12 Buthonoed parponcal for o ik

Senaant 15 and Semphanse i soatal

OTIER USRS

PostiOnel SITE | BELP | SETTR

Job Validation/Upload

Upload Metrics:

Validation/Upload

| Common Errors Summary - Mail.dat | Common Errors

y - Mail, XML

Filter Criteria

From:

To:

By Job ID:

By Job Status:

[ All Jobs =

By CRID:

Select: Al | None

Order By: () GRID () Company Name

5085250 C 51 200052602 -
=

5161224 BALLSTON 99999-0000

5161464 BALLSTOM 1 22203-1561 ~

Job ID File ID

Submission

CRID Date

Client Validati... Server Proce...
Completion D... Completion D... Fil{

Privacy Policy »
Terms of Use »

FOLA 5
No FEAR Act EEO Data >
Site Index >

Copyright® 2011 USPS. All Rights Reserved.

Government Services »
Buy Stamps & Shop >

Print a Label with Postage »
Customer Service

< w v
(_sSubmit
LecaL onuses.com on ABOUT.USPS.COM

About USPS Home »
Newsroom >

Mail Service Updates »
> Forms & Publications >
Careers >

OTHER USPS SITES.
Business Customer Gateway »
Postal Inspectors >

Inspector General >

Postal Explorer >




4. Select the Add Jobs link. S

E LINTTED STATES -

Job Walidation/Upload

Jobs selected for validation/upload:

o jobs seltected

dol_Jobs]

LEGAL
Privacy Policy
Terms of Use > Buy Stamps & Shop >
FoLa > Print a Label with Postage >
Customer Service »

Site Index >

oM USSP s.Ccom ON ABOUT. U SP S .COM

Gowernment Services > About USPS Home s
Mewrsroom -

Mail Service Updates.

Forms & Publications

Carcers -

Mo FEAR Act EEOC Data »

Postal Ex

Copyright® 2011 USPS. Al Rights Reserved

5. Search for the desired job and select I rrTTE——T e R
Open. '

UNITED STATES
POSTAL SERVICE.

Job Validation/Upleoad

Jeta veteciod tor vakdsten uptoad:

o joba seivcies o3 Open [==)
Lokie | | 112348 Data z| ¥ @3
f e
Recent lies
Desitoe

Filename 1120k

Pretwark

Files of bype: | aad.unt Pl (720, =.30)

O ABGAIT USRS COM CTHER USRS SiTES

6. Select the Upload after validation radio
button.

Upload Metrics:

Job Validation/Upload

Jobs selected for validation/upload:

Eemove File Name: 112348 Job ID: 112348AD

Select Validate and Upload.

Add More Jobs

Upload Selected Jobs?

[ Validate and Upload ]

ie= will be uploaded. €%

LEGAL on usPs.com ABOUT.USPS.COM OTHER USPS SITES
Privacy Policy > Government Services > About USPS Home » Business Customer Gateway >
Terms of Use » Buy Stamps & Shop > Newssroo:

Postal Inspectors
Inspector General >
Postal Explorer >

Print a Label with Fostage >
Customer Service >
Site Index >

Mail Service Update:
Forms & Publication:
Careers >

FOlA >
Mo FEAR Act EEO Data >

Copyright® 2011 USPS. All Rights Reserved.




8.

10.

Select Accept Agreement.

Once the job has finished processing
through the Client, select the View.

Validation/Upload History link in order

to view the job’s results.

On the proceeding screen, select

appropriate criteria range for the Date

Filter.

Jot ValldationtU pload

Upload Me

Job Validation/Upload

Tra naning o s i cars

ey prochecta and sarves

o o1 30 LG § MOMHIDNNT wod 39 UB.C§ BTRAK (1) Bt s, st by 5

ey marier o pratm
b b e o i F e b
o et gt = ot i e b b b e e -y
Accopt Agreemant
[EEET

a me Dusiness C r Gateway

Job Validation/Upload Validate and Upload
2o st for eldatiomepio

Uploading Job Files:

Fhe N 112365 Jsb £ 112308F

FEmges Fie Mame: 113345 Job 10 NIMEAF

UPLOAD COMPLETED

e Doty

Upaad Sesscted Joba?
St valdate obls)
& Upksad after valdaton

Elagaod Tame: About: 32 Secoads

[ = PostalOne! Mail.dat Client Appli

B YNITED STATES
POSTAL SERVICE =

JobWVatidation/Upload

PROFILE | HELP

Upload metrics

Validation/Upload Histary - Mail.dat | Validatan/Upioad History - Mail.XML | Common Errars Summary - Mai.dat | Commen Errors Summary - Mai. XML
Filter Criteria

From:

Submission

Client Validati... Server Proce...
CcRID Date

Completion D... Completion D... Fi

Job ID File ID

By Job Status:

[l Jobs. ~|
By CRID:

Select: & | hons

OrderBy: © CRID () Company Name

5098250 CSI 20005-2602 -
[] 5161224 BALLSTON 999930000
5161464 BALLSTON 122203-1561 ~
e el >

(_Submit <

on usPs.com
Government Services »
Buy Stamps & Shop >

FOuA 5 Print a Label with Postage >
No FEAR Act EEO Data » Customer Service >

Site Index >

ON ABOUT.USPS.COM
About USPS Home »
Newsroom >

Mail Service Updates »
Forms & Publications >
Careers >

OTHER USPS SITES

Business Customer Gateway »
Postal Inspectors »

Inspector General >

Postal Explorer >

Privacy Policy >
Terms of Use >

Copyright® 2011 USPS. All Rights Reserved

10



11. Select the checkboxes next to all of the
relevant CRIDs.

Sebriyaca  Chewi Vakdat . Server Proce. Tie St s miﬂ& Poslage  Cual
Lo e = i = SO - LMo s vt e e e AR v R
12. Select the Submit link at the bottom of i U ol e B o 5 30 i i
. = o L e 2 W0 T T oo o, Y MG S
the screen. Any relevant job matching the | "
specified search criteria will now appear.
T =
By TR

ot | tm
Orer By: @ CNE ) Campuny e
T cue

£ V234 BALL§T00 e 2000
LI BALLETON T35 181
. . ;

13. If the job has any Client or Server
Validation Errors, it will be displayed in
the field illustrated here.

e Crtern . s
e Chat VI Sar P T e - ] 1]
b L o I fle S b Trow S Stmersent Begort Verusa CoPul Wersica.
s B | wejung  [nou | ESut | ESETOM| ) Ogesl [Velsssatied |Comi ¥ o 148,
| anees | BENIO0 DINTIOE 3N Oy | Vestmer | Cape | ¥ o | |man e

- ne 15 | Eowanz| EoMNE 3 g Vemtreer r o xin 180 T
= e | | | I _- |

= [ e e s A 0 g Vrtrmet ' g
L
oy ot ot
[ =

14. Investigate the nature of the error by
selecting the Job ID link.
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15. Any errors appearing within the job

will be display the description of the
error and the action to be taken to
correct the error.

16. Take the necessary measures to

correct any errors within the job,
ensuring it is now ready to be fully
uploaded to the Production.

17. Resubmit the job through the

Production Client using the
aforementioned steps.

18. Once the job has been fully uploaded

through the Client to the Production
Environment, it will appear as
displayed.

Clees

CEERTTT T S ST

PuslalQne! S | PEISOMAL PROFLE

et | Val.dat VAl
<< Jac o Valdation | Ubad Hso
Job Validation / Upload Details
JoblD: 1123484C
‘Submiss on Date: (22513 1121
Submiss on Type: Vaiidation/Upbad
Version: 13-1
Validation/Upload Duratior: 000013 (0
‘Status: Szrver Valdatior Faled
File Exteasion File Size  KeylD's FieldName Poson ~ Code  Severty  Descripton Action
m I C;rtzmv 0 m M ERFOR (F"n; B :;%]RI;’\‘W o vrué;';lz,u: chualDeivery - Locale :yn&h;;\; ‘csm Entry Point - AcualDzivery - Lozale Key feld ¥
™ ®| mw D m 2 ERFOR ‘F:ﬂr‘s:::‘%;:‘;m -L(:c;R:;N: ctualDedvary - Localk: :Tchct‘en':é'ﬁm Entry Point - AcuslDlivery - Lozale Key feld v
WA | C;rmnev D ™ 2 ERFOR ;nzsanmkﬁé:\; E-TUEE‘U%EN: ctualDelvary - Locale Key Pnftféz;zﬁm Entry Point - AcualDsiivery - Loale Key eld
i 0l RGN o u
™ @ Corteiner D: ™ a2 ERFOR (F:ﬂz:&:;ﬁ:;g; l E ;R:‘N: ctualDeivary - Local :ﬁﬁg,ﬁm Entry Paint - AcuaiDzlivery -
m | C;rmnevl) m 2 ERFOR ;‘gie:mkﬁg‘\;ﬁmctmg": ctualDelvary - Locale Key :,nft‘:;g;;,ﬁm Entry Point - AcualDsiivery - Loale Key Teld
A @ Corteiner D: m a2 ERFOR For Seanless, the .csm =riry Poirt - ActualDefvery - Locale ey must be populated with & ¢ cigi abtaumeric valie Populatz he csm Eniry Point - AcualDslvery - Lozale Key feld
000006 that is not ‘ORIGIN or LOCORN" or'LCCOGN!
112348 ogt S508| NiA A ) INFO Loaded CQT fie NA
112348589 3028| NA A 80 INFO Loaded SEG fie LY
112348 mou 28| NA VA e INFO Loaded NPU fie: NA
11234800 S9IB| NA VA e INFO Loaded HOR fie: NA
112348 pgt S5(B| NA A 64 INFO Loaded FQT file NA

ps—

Dt anmangh sting e et Custios Sugest
s

iy i et s ey

Sremitatat g ki iR bt
s

Do yeas ward B open o sawe i lie?

1 Nare MDA Chent el MM

T Camprriied psed Puider, 60

Fom mamm g

[

o By b g B o e

e Pl (i re o

e o o computer o 0 ot e e, el o

1 ooty

e Makact Y52 Finy
hiarhim Servce n TE0
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sty

R Procens
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1.

2.

3.

To view the job’s postage statement, log-in to the Business Customer Gateway.

Select the Dashboard link located under
Favorites (Favorites will have a default list
of services). You may edit your Favorites
to your desired choices by selecting the
Edit Favorites link).

Select the Dashboard link

e ]

Save time

with automation, anling ardading and onlins tools

=T
Save money

with Automation Discounts and

& I A
Start mailing

“My order amved the day before | expected, in perfect condition!”

"

Mallers shippers

Sarve time and money managing your
mailings onkine Get your message

£ {0 go with Every Doar
Direct Mall Use the Intelligent Mail
Small Business Tool lo ma
mall sfream and masmg

Ma ar reburrs with Parcel Return
Service, use ine Electronic
Verification System to save papens
by paying postage wiih electronc
mianifists

Incentive Programs m

Log in using your username
and password

Sign In

Lsemame

F3 Business Customer

Hogiter Tos frie.

Business n
Zign up for USPS Promotions and
Incentives, save ma il
Automation Discounts and unlock ihe
power of your Mailer 1D (MID)

Mailing Services

Shipping Services

Other Services

Manage Account

Welcome, Randy

Welcome to the NEW
Business Customer
Gateway!

Use the menu on the left
to navigate the site.

The Business Customer Gateway is your central hub for managing your

USPS acti

ity for your Business.

Within this site. you will find Business Senvice toals that you will need to monitor,
track, and manage your mailing and shipping activities. You can access these
Business Services using the tabs on the left- When you know which services are
useful to your business, you can add them as your favorite senices using the panel on
your right

Notifications and Alerts
3| The Postal Service had proposed the Technology Credit

d Promotion as a way to help mailers defray some of the initial costs
associated with converting to full-service. However, in light of the
Postal Regulatory Commission's June 10 decision regarding the
price cap treatment of the Technology Credit Promotion, and the
Postal Service's present financial condition, we have determined
not to proceed with the promotion.
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4. Locate the job’s postage statement by
entering the Job ID and appropriate date
criteria. Make sure Statement Status is
set to ALL and the Include Closed Jobs
box is checked.

5. Open the job’s postage statement by
selecting the job’s Postage Statement ID.

6. The job’s postage statement will appear.
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7. Click on the mailing Job ID to view the .
UNITED STATES You arg in the Test Emvroemest for Mailers (TEW)
Qualification Report. )
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Review & Compare

Compare the electronic postage statement and qualification report displayed on the dashboard with the postage statement and
supporting documentation that was previously submitted.

Total pieces, weight, permit, should be the same. Total postage may be different in that the electronically submitted job will be Full-
Service while the original may not have been.

Resolve Issues

If you encounter issues with your test, please contact the Help Desk at 800-522-9085. Be prepared to supply the job ID that you
submitted.

Complete Test

If the review of your postage statement is successful, please send an email to the Help Desk at PostalOne@usps.gov with your
Company name & address, CRID, Job ID, and a message that your electronic information populated correctly.

Visit the RIBBS website at https://ribbs.usps.gov/index.cfm?page=electronicdoc_to obtain instructions on how to migrate your
mailings to production.
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