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Overview
Purpose

Effective July 1, 2011, Periodicals mailers can schedule their FAST appointments
and include a mixture of standard and/or parcel mail. This Job Aid is designed to
assist FAST Periodicals customers in creating Mixed Periodicals Destination Entry
appointments (One-Time and Recurring) within the FAST On-line Application and
FAST Web Services.

In a future release, FAST will be enhanced to allow the scheduling of Mixed
Periodicals appointments within the Facility’s Hours of Operation. In the interim,
FAST customers should adhere to the workaround outlined in this Job Aid to ensure
that their Mixed Periodicals appointments are created accurately.
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FAST Application

Step 1: Log into FAST via the PostalOne! Business Customer Gateway.

http://gateway.usps.com

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

for their Mixed Load appointment.

Content Information Default Facility

ZIPICRIDs |Discount | CIN Group Pallet Facility NASS | Address City State zip Facility NASS |Address | City
BMC Default B WASHINGTON 20Z gz01 CAPTOL MD 207999598
C EDGEWORTH HEIGHTS
DR
01 0- AD Default B NORTHERN 220 8409 LEE MERRIFEELD WA 220819700
~~~~~ 6 VA frives
201, 220 AD Periodicals/Flats NORTHERM 220 3408 LEE MERRIFELD WA 220818700 DULLES 201  4471E
223, 226- VA HWY PRENTICE
227 DR
220-222 SCF Default B NORTHERN 220 8409 LEE MERRIFEELD WA 220819700
VA Hr
220-223 SCF  Periodicale/Flats MNORTHERN 220 8409 LEE MERRIFELD WA ZZ0819700 DULLES 201 44715 DULLES
VA HIwY PRENTICE
DR
220-223 SCF Standard/Flatzs NORTHERN 220 8405 LEE MERRIFEELD WA 220815700 DULLES 201 44715 DULLES
VA HWY PRENTICE
DR

Redirection Facility

State 1P

Effective Dates
Default

Effective | Grace | Effective [Period

Start Date | Period |End Date

12/06/2010

DULLES WA 201019998 08A10/2010 08/27/2010 12/31/2898

12/21/299%

WA 201019988 08102010 09/21/2010 12/31/2888

VA 201019598 08/10/2010 09/21/2010 12/31/258%

Crace 1ru0 Modified

End
Date

NI&

MNI&

A

MNI&

NIA

NI&

Length Date

12/08/2010

1042142007

07152010

10¢21/2007

07/08/2010

07/08/2010

Total (6 results)

Figure 1: Mail Direction Report

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

operation.
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Step 4: From the FAST Landing Page, click the Appointments link.

Appointments

Recurring Appointments
Facilities

Profiles

Reports

Resources

Origin Entry

Customer / Supplier

Agreements
TEM

Figure 2: FAST Landing Page

Facility Access and Shipment Tracking (FAST)

Facility Access and Shipment Tracking (FAST)

Welcome to FAST

FAST iz a Postal Service™ initiative that improves the drap shipment and Crigin Entry

appaintment scheduling processes through allocating appointment availability and

decreasing dock waittimes. FAST is designed to interface with other postal applications and
systems to enable ongaing transformation to an environment where the Postal Service and

customers have end-to-end wisibility of the mail product fraom entry to delivery.

» | Appointments

appaintments, and performance.

Appaintments contains functionality to create and manage appointments. Go >
» Recurring Appointments

Recurting Appointments contains functionality to request and manage recurring [ gg s

appointments. ’ i
» Facilities

Faclities contains functionality to view physical and operating characteristics of Go >

LISPS Facilities.
» Profiles

Profiies contains funclionality to view corporate and scheduler profile information [ gg -

such as name, address, and contact infarmation. ’ )
» Reports

Reports contains functionality to obtain information about facilities, schedules, Go »
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Step 5: From the Appointments Landing Page, click the Create New Appointment
link.

Appointments

Appaintments contains appointment management functionality. Appointment creation and
rmodification are available in this module.

b | Create Hew Appointment
Displays the Create New Appointment page.

" Go>
¢ Manage Existing Appointment
Displays the Manage Existing Appointment page. “Gos
p Create Stand-Alone Content
Displays the Create Stand-Alone Content page. “Go>
¢ Manage Stand-Alone Content
Displays the Manage Stand-Alone Content page. “Bax
¢ Manage Closeout Information
Displays the Manage Closeout Information page. “Go>
¢ Manage Unscheduled Arrival
Displays the Manage Unscheduled Arrival page. “Gos

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

Appointment Slot Availability

Choose Search Criteria

Flease enter the following information { * Reguired Fislds |

Flease note that if you choose to view slot availakility for all appointment types, you may anly
view availability for a single day at a time.

There are two options to search far a facility.

1. Search for the facility using the “State™ andlor "City” field. Select a state and click
Wiew Cities”. Cities and Facilities within the selected state will be available for
selection in their respective dropdowns. If the city is known, select the city and click
Search”. Faciliies within the selected city will be availakle for selection in the facility
dropdown.

Enterthe MASS Code far the facility. Ifthe MASS Code is not known, use optian 1.

M2

State: | MA x| (View Cities > ) naSS Code: [01Z Search >
City: |SPRINGFIELD =] ( Search >
“Facility: |012 - SPRINGFIELDNDC =

* Mail Class:
™ standard

[T Package Senices

¥ Periodicals

™ All contents are Perishable

* Customer

Registration ID; I FASTTESTUSERTT - 4433047

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

Appointment Slot Availability — Perishables and Periodicals
Feturn to

Selected Criteria

Customer Registration 10y 4433047
Scheduler 1D: 222333334330

Scheduler Name: FASTTESTUZERT1

Facility Name: SPRINGFIELD MDC
MNASS Code: 012
Appointment Type: Pallet
Selected Date: 06/30/2011 - 06/30/2011
All Contents are Pericdicals

Appointment Slots (Trips) Available:
Mate: Cells without contents mean that the facility is not epen or unstaffed

1 result

Da Howr Hour Howr Hour Howr Houwr Hour Hour Hour Hour Howr Hour Howr Howr Howr Houwr Hour Houwr Hour Hour Houwr Hour Hour Howr
o (] 1 2 3 4 5 ] ) ] ] 10 1 12 13 14 15 & 17 15 13 . i} Fa | rrd Fx}

Thursday | A A A |A |A A A |A|A A A A A A AA|A|A A|A|A|A A& A
0er20i2011

1 resuft

Cancel

Fijgure 5: Appointment Slot Availability Page
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Step 8: At the Create New Appointment page, add the following text into the
Comments section depending on your appointment mail classes:

Option 1: Mixed Periodicals* - Periodicals (#), Standard (#)
Option 2: Mixed Periodicals* - Periodicals (#), Package Services (#)
Option 3: Mixed Periodicals* - Periodicals (#), Standard (#), Package Services (#)

*Enter the number of Pallets or Bedload Pieces for each mail class in parenthesis.

Create New Appointment

Flease enterthe following information to create an appointment. Once the information has
heen entered, selectthe Add Content button to enter content summary information far each

mailing in the appointment. { * Reguirzd Fizlds ).
All Contents are Periodicals: All contents added to this appaintment must be Pericdicals

Customer Reqgistration ID; 4433047
Scheduler ID: 9999939999950
Facility Mame: SPRINGFIELD NDC
MASS Code: 012
Maximum Truck Length: 65 fi.
Appointment Date: 06/30/2011
Appointment Time: 08:00
Appointment Type: Pallet
Mail Class(es): Periodicals

* Submission Method: | Online j

Bill of Lading r-Jumher:l

Mumber of Pallet Positions: I

Vehiclerrailer ID: |

ShipperName:|

7 Please check here if this appaintment is part of a Multi-Stop

COMMENtS: u: ved Periodicals - Periodicals ;I
(2), Standard (2), Package Services

(2) =l

Ganeet Atld Comternt

Figure 6: Example of a Mixed Periodicals Appointment

-8-
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Step 9: Continue creating your appointment as you normally would by adding
content and verifying the Appointment Confirmation Page. Please note that all
content in the Update Content Capacity textbox should be created as a Periodicals
mail class.

Update Content Capacity:
Standard Package Services Periodicals

Manage Content

Associate Stand Alone Content >

YWou have pending Stand-Alone Content awaiting Association

Click the "iew All" button to select a Mail Preparer and Mail Gwner from the drop-down box.

Content #1 [ Clear Content

Mail Class: Periodicals

Mail Preparer ID: I j _ View All | Content Name:l
Mail Owner I0: | x| (Add >
= . Associated Mail Owners: Remove >
. View All
Mail Shape: |- Select One | News: [0
MNote: NFM < Goz should be scheduled as Irregular Parcels and NFM == 6oz should be scheduled as Machinable
Parcels.

Count of Palletz Sacks: ID Trays: ID Bundies: ID Parcels: ID
Bedloaded Sack Count: ID Tray Count: ID Bundle Count: ID Parcel Count: ID

Destination Discount: [w!

Fublication Ham= I Aszsociated Publications: Remove >
OR
USPS Publication ID: I Search > - )
Destination Discount: [V
Publication; I j Zone-Skipping: [ Mote: When Zone Skipping is checked, CIN
&-=kpping: validation will not be performed.

Mumber to Duplicate: |1 |=| ( Duplicate >

Content #2 [ Clear Content

Mail Class: Periodicals

Figure 7: Add / Edit Content Page
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FAST Web Services

This interim solution to identify all contents as Periodicals does not support Web Services
appointment scheduling utilizing Mail.dat Summary Data (via the MailDatSummary block).
Schedulers MUST use pure Mail. XML Web Services (via the USPSSummary block) to create
FAST appointments. Once the FAST application has been enhanced to support Mixed
Periodicals Appointments, customers may resume utilizing the MailDatSummary block.

When creating your DeliveryApptRequest XML requests, follow the steps below to
generate a Mixed Periodicals appointment.

Step 1: Enter all content with a mail class of Periodicals. Set the MailClass tag
within the USPSSummary block to the value of “2.”

¢mailEml:Pallets mailzml: Count="24" mailzml:PalletType="Pallet" mailznl:HandlinglUnitType="Parcel=s">
¢maillzml :PalletPreSortlevel mailxml HaildatCode="A" mailzml:Count="24":
smailzml :USPSContainerInfo:
cmailzml MailOwnerID>240128023001<-mailzml  MailCOwnerID:
cmailzmlActualPieceCount »1¢-mail=zml :ActualPieceCount »
<mailzml:ContainerWeight»3. 14159E0< mailznl :ContainerVeight »
mailzml : TniqueContainerBarcode>99M007633318099999MID< mailenl  UTniqueContainerBarcode:
{l=——<mailzml :SiblingBarcode»99M000003331200991MID »mail=nl :SiblingBarcode »——>
<mailzml ContainerDestination3ddigitZIP»000< mail=znl  ContainerDestination3digitZIP»
¢-maill=zml  USPSContainerInfo:
<smailzml :PalletPreSortlevel »
¢rmailzml ;Pallets:
¢mailzml:Perishable:No<smailzml :Perishable:>
¢mailzml MailClass:2< mailznl :MailClass:

1 1 - R4+ =T T | 1 - R— 4+ =T
W =TT E R o= o oy e T

THE B
¢l—¢mailuml : InHomeStart »2010-02-05T09:30:47 0Z<smailzml : InHomeStart »
¢maileml InHomeEnd:2010-02-05T09:30:47 0Z<smailzmnl : InHomeEnd :——:
¢mailzml ProcessingCategory IR« mailznl : Processinglategory :
¢mailzml  NHewsIndicator:Ho< mailzml HewsIndicator:
¢maileml  PriorityMailIndicator:Ho< maileml :PriorityMaillndicator:>
¢maileml  Verificationlocation:»BHEU< mailzml  Verificationlocation>
¢maileml Evelndicator:Ho<-mailzml EvsIndicator:
¢maileml  MailContentNHame:My Name<- mailzml:HailContentHame:
¢maileml  MailPreparerID:240128023001¢< mnailxml :HailPreparerID:
¢maileml: AdvanceMailingID»>987654321 < nailxml : AdvanceMailingID:

<smallenl  USPSSunmary >

Figure 8: DeliveryApptRequest
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Step 2: Enter the following text in the "Comment” field of the Mail.XML request:

Option 1: Mixed Periodicals* - Periodicals (#), Standard (#)
Option 2: Mixed Periodicals* - Periodicals (#), Package Services (#)
Option 3: Mixed Periodicals* - Periodicals (#), Standard (#), Package Services (#)

*Enter the number of Pallets or Bedload Pieces for each mail class in parenthesis.

<mailzml :ConsignesFacility:
¢mailzml  CompanyHane:QUAD GRAPHICS, IHC. (FAST)< mailzml:CompanyHame:
<mailzml :FacilityHumber:¥22551<smail=nl :FacilityHunber:
<mailzml :FacilitvAddress mailznl :CommunicationRole="CC"»
<mailzml: Address1:190 Fiberloid St<-mailzml:Addressl:
(mailzml  CityrSpringfield< mail=zml : City:
<mailzml  State:Hid< mailzml: State:
<mailaml  ZipCoder115294444 < mailznl  ZipCode:
<mailzml :GPSCoordinates mailzml :GPSSystem="HSL":
<mailzml  Latitude:>1234567891 12345678</mailznl  Latituds:
<mailzml  Longitude:>1234567891 . 12345678¢<-mailzmnl  Longitude:
<mailzml :Height:
imailzml :Value mailzml TOM="AirDrvHetricTonne" >1234567891 . 12345678< /mail=mnl : Yalue:
<mailzml :Rangedin mailzml :UOM="AirDrvHetricTonne" »1234567891 . 12345678< mail=nl : RangsMin:
<mailzml :RangeMax mailzml :UOM="AirDrvHetricTonne" »1234567891 . 12345678<mail=nl : RangsMax>
</mailzmnl :Height»
<smail=zml  GPSCoordinates:
</mailzml  FacilityAddress:
¢mailzml :FacilityHame:Springfiseld BMC<{ mailzml:FacilityHane:>
</mailzml :ConsignesFacility>

<mailxml  Comment *Mized Periodicals - Periodicals (2), Standard (2). Package Services (2)<{smailzml:Comment:

Figure 9: DeliveryApptRequest
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FAST Mail.dat Transportation Updates for Recurring Content

Recurring appointments are pre-approved for a USPS facility with specific content
and number of pallets. With the advent of the new nationalized CETs, some mailers
are looking to move their recurring appointments. Mailers who add or update
content to their recurring appointments via a Mail.dat Transportation update may
want to verify that the correct appointment number is in the Mail.dat. A failure to
move to the new appointment number may remove the pallets from service
measurement.

FAST Help Desk

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

-12-



