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.
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If you need to add Postal Wizard to your favorites click Edit at the top of the
Favorite Services screen.
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3 Choose to add Postal Wizard and save.
Select Up To 10 Favoriles Services:
Balance & Fees Postalone]) Madler 1D

Customer Label Distribution System (CLOS) Mailing Reports (FostalCnel)

CustomerrSupplier Agreements (CSAs) Manage Permits (PostalOnel)
Dashboard (Postaloney Online Enrollment
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Select Up To 10 Favorites Services:

Balance & Fees (Postalons)
Customer Label Distribution System (GLDS)
CustomenSupplier Agreements [GSAs)
Dashboard (PostalCnal)

Electronic Data Exchange (PostalOnal)
Electronic Verification System (gW5)

Evary Door Direct Mail

Incentivi Programs

Infermed Delivery'™ Mailer Campaign Portal

Intefigent Mail Small Business (IMsh) Tool

NOEORORNRDODOO

Maller 1D

Mailing Reports (PostalOnel)

anage Permits [PostalOnel)
Onding Enroliment

Parce! Data Exchange ([POX)

Parcel Return Service (PRS)
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Postal Wizard (PostalOnet)

Scan Based Payment (SBF)

Schedule a Mailing Appointment (FAST)

[] USPSPackage Intercept

You can also enter Postal Wizard by going to Mailing Services at the top left of

your Business Customer Gateway Home Screen.

< ] USPS Business Customer Gater X ‘ +

R T https://gateway.usps.com/eAdmin/action/homepage/homeP;

verything (O P Cloud [ USPS [ explain cass dpvncoa [ Seripts [ ac

24 BUSINESS CUSTOMER GATEI
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6  Find the Postal Wizard option then choose Go To Service on the right.

« Mailer I} mos infe = Go 1o Service

+ Mailing Promotions Portal  moee infe = Get Accean

& Malling Reports (PostalCne!) moe info > Go to Service
. Manage Permite (PoatalOnal} maore info =
< MyMSSC Porlal  mare info = Gl Acoass

« Picture Permit Indicia  moe nfo = Got Accoss

: Postal Wizard (PostalOnal)  more info = Go io fendoe
& Printer Directory mom info = Get Access
Schedule a Mailing Appointment (FAST)  more info >

- Share Mail  mare infa > Get Access

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.

2
941

Mailing Details Rates

When do you plan to submit your mailing?

e

9  Choose your date.

When do you plan to submit your mailing?
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Copvright € 19992023 USPS. All Rights Reserved.
Terms of Use
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10 Choose if you are entering the mail for you or another company.

When do you plan to submit your mailing?

01/27/2023 i

Are you submutting this mailing for yourself or on behalf of another compa

Copyright @ 1009-2023 USPS. All Rights Reserved.
Terms of Use

11 The next option is to Select your Account Information. You will be provided a list of
your permits to choose from.

JSP5s Marketing Mail » accoum

[Enter Account Information
©

Account Information Mailing Details Rates

¥

3

When do you plan to submit your mailing?

0102772023 B o=

Are vou submitting this mailing for yourself or on behalf of anot

.I.“: o

Please select your Account Information

Display |10 W recerds
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12  Next choose the rate status - Profit or Non Profit.

Mailing Details Rates

When do vou plan to submit your mailing?

01/27/2023 i R

Are you submitting this mailing for yourself or on behalf of another company?

Mysett

Arg you submitting this mailing as Regular or Nonprofit?

Coprright © 1000-3023 U'SPE. All Rights Reserved.

13  The next selection is to let USPS know where you are entering the mail.

07. 3 1% 4

Acooest Information Masling Dietasis Blates Sormem

Wlhen do you plan to subuit vour mailing?
0127202 B -

Age you submitting this mailing for vewrself or an behalf of another conpany?

Copyrigks © 1699-2023 UISPS. All Rights Reserved
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14  How many pieces are in the mailing.

. 0 >
© O,

unt Information Mailing Details Fates
itics
Alailing Characteristics C
n
Mailing Date 01272023 il
- = |
Total Pieces ﬁ "
Move Update Method - None - w
Special Postage Pavment — Hone — w
Systen

Destination Entry () Yez (@ No

[J Full Service

Mail Piece Information

15 Then which required Move Update Method was used.

Hoer Mailing Deiails

1 w ; 1 2 ¥ 3. e
Assoent Iefmsintie. Macdoeg Dicticky Rilri Cetriisi
| Madlieg Charsereriinics
Mailing Characterivics Container Information
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Tacamives
Mukng Date | 012TEO23 - 150 Tram -
Totad Pasves 0040 [2- I ¥ A0A Trays =
Marve Updaie Meibod | - Mg — w TEMMY Trav =
Speeis] Paunge Paymen |f|:ne Flu Trass ¥
Syvwiem Imwna..yw#nm:q-rmm
o Ergee | GRS HIGGALSI Sacks +,
| Reoane,
| ; Fallsts B
| Acs
| oo ACS O =
Afail Piece Information
ARGTEA NG AQINHES Format
Hutipds Methods
Frecemimp Calegory | ARermaiive Metheod
[ vt ompazat
Pise Wirsgit
& Peanhi (O Ousees
] Hom-iderincal
Total Weight )
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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.

| Mailing Characteristics

? Mailing Characteristics
General Informartion

Incentives

Mailing Diate | 01/27/2023
Total Pisces A000
Move Update Method  NCOWLEnK

Special Postage Payment - MNone -
System

Destination Entry (8 Yes (e
BS Form 8125 @ Yezs (O No

D3RS O Yes @ No

[ Fult Service

Mail Piece Information

Processmae Categary - Select -

17  Does the mail qualify for a Full Service Mail Discount.

\ZJ o/
Accomt Information Maiting Details
Alniling Charscteristics
- Alailing Characteristics
General Infermation

Incenchvis
Mailing Date

Total Pieces
Move Update Method HCOALINEK

Speczal Postage Paymeny | — Bone -
Sysiem

Degimatice Entry ) Yes {8 Mo
b Full Senvice

Mlail Flece Information -

Piodessuy Calegoy — Select —

Piece Weight
) Pounds ) Cunces
[0 Nen-identscal
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18 Choose what size of mail you are processing .

Special Postage Payment | — None — E
System

Destination Entry - O Yes (® Ne

Full Sarvice
MAlail Piece Information
Processing Categary [ Select - po
Piece Weight |~ FeEet— .
Letters
Flats
Catalogs =
Total Weight (0s) | parketing Parcels :
Cuslomized MarkeiMai
Barcode Type |~ N

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

Destination Entry () Yes @ Mo

Full Service

Mail Piece Information

Processing Category | Flats vl o=
Piece Weight | 3 *
5 .
] Nen-identical
Total Weight {Ilbs) e

Barcode Type | Intelligent Mail Barcode (MD)  ~ | *
Windowed Letters or Flais - Select -- e |

* O Political Mailing ) Official Election Mail () Nene
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20 Next if the mail piece is not a windowed envelop choose No.

Alanl Frece Intormation

Procescimg Category Flats L.

Piece Weight i

) Pounds (& Ounces
[ Won-identical

(]

Total Weight (lbs)

Barcode Type Intelligent kail Barcode (IMb)  ~

Windoved Letters or Flats | — Select — w| %
- Select - | : : 5
ction Mail ) Mone
Yes |
e L |
L'

2 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.

Processing Category Flats w

Prece Weight 5

) Pounds & Ounces
[ MNon-identical

Total Weight (1b=) 125 .
Barcode Tvpe Inteliigent kail Barcode (IMb) | =
Windowed Letters or Flats ! Mo vl

1 Folitical Mailing () Official Election Mail O None
i
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Your next entry on the right is the type of mailing containers and how many of
22 . =
each you will be delivering to USPS.

%

Maling Detals Fat i
Contalner Information
272023 = 1" M Traws -
(1= 2 50 Travs P
ICDALINE - 2 EMM Travs
Hone - - Flat Trays =
Yes (@ Ne Sl -.
Pallets "
| Full Service
Onher iz
Foll Service / Barcode Infermation
laks il

Mailer ID {MEDY

Pounds (=) Chmees
Noe-udetizal

" Mailing [ 3 Lot Pucee 1D

23 Next enter the MID or Mailer ID that is in your Intelligent Mail Barcode.

Sacks =
Pallets <
Ortler +

Full Service / Barcode Information

Mailer ID (MID) 5 .

il

(0 Mailing ID (0 Lowest Piece ID

Mailing Piece ID e

fail ) Wone
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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.

Full Service / Barcode Information

Mailer [D (MID) | 902763556

" Mailing ID & Lowest Piece ID

Lowest Plece ID 005132

Highest Piece I 009131

25 You have choices here for the different rate sections available on your Postage
Statement. Part D, F and S are noted here.

©

Account Inforeation

Part D

Aot Flus

Pari F

Carrier Route Flass

Part 5 m

Evxira Barcices
D2
D3
o)
D5
D
D7
D3

Entry

DNDC
DxDC
DNDC

DNDC

© O,
Mailing Dhetails Baates

EEE] Avtomation Flats

Flats 4 oz (0.25 Ihs) or less

Presort/ Automation

5-Dizin
3-Digin
ADC
Mixed ADC
5-Digin
3-Diizin
ADC

Mixed ADC
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Mo, of Pieces
| 1000 |
1000 [}_’I

Piece Price

£0.572
80728
50824
50
0,503
0657
80753

50.827

13



26 After entering the amount of pieces into each rate click Next on the lower right of

this screen.

armation Mading Details Rates Sumumar;

] Avtomation Flats

Flats 4 oz (.25 [bs) or less
i Entry Presort/Automation No.of Pieces | Piece Price
DI MNome 5-Digit 1000 $0.572
D2 Mome 3-Digit 500 1 : | %0726
D3  None ADC o . S0.824
D4 None Mixed ADC %0804
D5 DNDC 3-Digit 80,303
Do DNDC 3-Digit S0.657
D7 DD ADC £0.753
D8 DNDC Mixed ADC §0.827
D¢  DSCF 5-Digit S0.483

Check your entries and calculations then choose if you want a emailed copy of

27 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.

2 content

it all information furnished within this submission is accurate, trothfol, and complete; that the mail and s

d that the mailmg qualifies for the prices and fees claimed; and that the mailing does not contain any

ertifies, if the mailing is claiming a nonprofit price, that: (1) the mailing complizs with DMM 300

srvices advertised in the mailing is not subject to the Unrelzted Business Income Tax (UBIT) and any
A ; & =Y H PRSI = R

ge statement: donna tackert

Zxtension:

G —mail a copy of my eCan to my email address &

=
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