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USPS Postal Wizard

1 Sign into your Business Customer Gateway then go to Postal Wizard from Favorite
Services.
** You can choose to print a Postal Wizard Assistant report in AccuZIP when
printing reports from your Print Presort screen.



Made with Scribe - https://scribehow.com 2

2 If you need to add Postal Wizard to your favorites click Edit at the top of the
Favorite Services screen.

3 Choose to add Postal Wizard and save.
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4

5 You can also enter Postal Wizard by going to Mailing Services at the top left of
your Business Customer Gateway Home Screen.



Made with Scribe - https://scribehow.com 4

6 Find the Postal Wizard option then choose Go To Service on the right.

7 Next choose the USPS Mailing Statement for the Class of Mail you are
submitting.
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8 Postal Wizard then guides you step by step to submit a mailing.

9 Choose your date.
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10 Choose if you are entering the mail for you or another company.

11 The next option is to Select your Account Information. You will be provided a list of
your permits to choose from.
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12 Next choose the rate status - Profit or Non Profit.

13 The next selection is to let USPS know where you are entering the mail.
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14 How many pieces are in the mailing.

15 Then which required Move Update Method was used.
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16 Your next choice lets USPS know if you are adding a Destination Entry. If you are
entering all the mail at your BMEU choose No.

17 Does the mail qualify for a Full Service Mail Discount.
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18 Choose what size of mail you are processing .

19 Enter the weight of 1 piece either in pounds or ounces.



Made with Scribe - https://scribehow.com 11

20 Next if the mail piece is not a windowed envelop choose No.

21 The next choice is to let USPS know if you are mailing either Political or Official
Election Mail. If your mailing consists of neither choose None.
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22 Your next entry on the right is the type of mailing containers and how many of
each you will be delivering to USPS.

23 Next enter the MID or Mailer ID that is in your Intelligent Mail Barcode.
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24 Next enter your first serial number either 6 or 9 digits. USPS will calculate the
ending serial number by adding the amount of pieces in the mailing. Then click
next to move to the rate section.

25 You have choices here for the different rate sections available on your Postage
Statement. Part D, F and S are noted here.
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26 After entering the amount of pieces into each rate click Next on the lower right of
this screen.

27 Check your entries and calculations then choose if you want a emailed copy of
your Postage Statement. If everything is correct Submit to your mailing to Postal
One. Your mail project will be on your Dashboard after submitting. The Job ID
column will show a PW for Postal Wizard.


