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To Our Customers

If you require technical support, contact the USPS Internet Customer Care Center (ICCC). This
office is manned from 7:00AM to 11:00PM EST.

E-mail: icustomercare@usps.com

Telephone: 1-800-344-7779 (7:00AM to 11:00PM EST)

USPS Customer Commitment

The U.S. Postal Service fully understands the importance of providing information and service
anytime day or night to your Internet and eCommerce customers. For that reason, the USPS is
committed to providing 7 x 24 service from our Shipping Assistant servers, 365 days a year.

Thank you for helping the U.S. Postal Service provide new Internet services to our shipping
customers.

Internet Shipping Solutions Team
U.S. Postal Service

475 L’Enfant Plaza, SW
Washington, DC 20260-2464

Trademarks

Express Mail, First-Class Mail, Global Priority Mail, Parcel Post, Priority Mail, USPS Shipping
Assistant, and ZIP + 4 are registered trademarks of the U.S. Postal Service.

Delivery Confirmation, Global Express Guaranteed, Global Express Mail, GXG, International
Parcel Post, Mailing Online, NetPost, Priority Mail Global Guaranteed, Signature Confirmation,
USPS Web Tools, and ZIP Code are trademarks of the U.S. Postal Service.

Internet Explorer, Microsoft, MSN, NT, and Windows are registered trademarks of Microsoft
Corporation.

Adobe Acrobat is a trademark of Adobe Systems Incorporated.
AOL is a registered trademark of America Online.

QuickBooks is a registered trademark of Intuit Inc.

©Copyright 2003 United States Postal Service
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Introduction

Shipping Assistant is an easy, convenient (and free!) software application that provides easy
access to shipping services from the United States Postal Service. With Shipping Assistant,
Delivery/Signature Confirmation shipping labels and single-ply Express Mail labels can be
created and then mailed. You can also use Shipping Assistant to answer your customers’
questions about shipping fees or tracking and confirmation services. Your company's customer
service representatives in a call center, customer service, or shipping department can use
Shipping Assistant to easily access shipping-related data and create merchandise return labels
that can be mailed, faxed, or e-mailed to a mail order customer or e-shopper for use.

Shipping Assistant provides the following USPS shipping services and information:

e Track/Confirm checks the delivery status of any package shipped via First-Class Malil,
Priority Mail, Package Services, domestic Express Mail, Global Express Guaranteed, and
Global Express Mail.

e Addressing and Mailing Online accesses a standalone address-checking tool as well as an
address book and NetPost Mailing Online integration features. The address-checking tool
provides address standardization and city/state lookup features. Shipping Assistant uses the
USPS Address Matching System database to standardize addresses by correcting errors in
street addresses and returns the ZIP + 4 Code. City/state lookup provides the city and state
corresponding to the given ZIP Code. Under this tab, users can also integrate the Shipping
Assistant address book with the USPS Mailing Online product. Shipping Assistant will
provide an address list “pass-through” function to Mailing Online, but the user must go to the
Mailing Online web site to perform any Mailing Online functionality.

e Domestic Rates calculates single piece rates for packages shipped domestically by First-
Class Mail, Express Mail, Priority Mail, and Package Services (Parcel Post, Bound Printed
Matter, Library Mail, and Media Mail).

e International Rates provides single piece rates for Global Express Guaranteed, Global
Express Mail, Global Priority Mail, Airmail (including both letter-post and parcel post), and
Economy mail (including both letter-post and parcel post).

e Service Standards provides delivery time standards for Priority Mail and Package Services
(Parcel Post, Bound Printed Matter, Library Mail, and Media Mail), and provides delivery
commitments for Express Mail.

e Shipping Label generates a Delivery or Signature Confirmation barcode label for First-Class
Mail parcels, Priority Mail and Package Services (Parcel Post, Bound Printed Matter, Library
Mail, and Media Mail) and a single-ply Express Mail label.

e Merchandise Return Service generates a postage-paid return label for Priority Mail, First-
Class Mail, or Package Services (Parcel Post, Bound Printed Matter, Library Mail, and
Media Mail).

For further information, refer to the Frequently Asked Questions on the Shipping Assistant
website at http://www.uspswebtools.com/ShippingAssistant/sa FAQ.htm.

USPS Shipping Assistant (v 2.2) 1
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Getting Started

System Requirements

Shipping Assistant runs on Windows 95, 98, 2000, ME, XP, and NT 4.0. The user needs:
e a PC with an Internet connection
e Internet Explorer version 5.0.1 (or higher)

e Adobe Acrobat Reader version 5.0 (or higher) software (may be obtained for free from
www.adobe.com)

e atleast 8 MB of free space to install and run the program
e an SVGA video card capable of at least 800x600

e the U.S. version of QuickBooks 2002 (eptional — only if you wish to import addresses from
QuickBooks)

Installation

Note: If you are currently running a version of Shipping Assistant earlier than 2.0, you must
first uninstall the software and reboot before installing version 2.2.

The Shipping Assistant software can be downloaded from
http://www.uspswebtools.com/shippingassistant. At the bottom of the page is a Downloads link
for version 2.2.

After downloading the software the Shipping Assistant icon will appear where you saved the
download. Double clicking on the icon will begin the installation process. A Read Me box will
first pop up.

Follow the instructions on your screen. When the Shipping Assistant software is finished
installing, the Install Wizard will then install the Microsoft XML Parser. This software is
necessary for Shipping Assistant to run the Mailing Online feature.

Accessing Shipping Assistant

You must navigate through a few screens before you access Shipping Assistant.
Terms and Conditions of Use

After installation, the first time you access Shipping Assistant, you are required to read and
accept the Terms and Conditions of Use. This box will only pop up automatically the first time
you open Shipping Assistant. You can access the Terms and Conditions of Use by clicking on

USPS Shipping Assistant (v 2.2) 2
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the Review Terms and Conditions button at the bottom of the User Information box every time

you open Shipping Assistant.

= Terms and Conditions of Uze

]|

rITEHMS AND COMDITIONS OF USE
LUSPS SHIPPIMNG ASSISTANT SOFTWARE

ACKEMOWLEDGEMEMT AMD ACCEFTAMCE. Read thiz carefully before using the
IISPS Shipping Azsistant Software.  Thiz client side software utilizes the USPS Web
Toolz Application Program Interfaces [e.0., rate caloulators, trackcanfirm, Delivery
Confirmnation labels, Electronic Merchandize Return, Prianity bail Service standards,
Exprezs Mail zervice commitment, etc.] for preparning, sending, and tracking U.5. kail.
By installing and utilizing the USPS Shipping Assistant Software you hereby ACCEPT
ALL of the terms and conditions of this agreement.

LICEMSE GRAMT. USPS grants to uzer a non-exchizive, non-transferable, roalty free
licenze to uze the Shipping Aszsistant Software, including USPS Marks and data, on
computers at participant's buziness location far praviding shipping infarmation to its
custamers untl a new production verzion becomes available. User agrees to upgrade
to nevs wersiong az they become avallable.  Participant agrees that the Shipping
Azzistant Software ig the gole property of USPS and includes waluable trade zecrets of
JSPS.

IMTELLECTUAL PROPERTY RIGHTS. The Shipping Assistant Software, including the
1SPS Mark.s and data, are the intellectual praperty of the USPS pratected under 1.5,
copyright laws, User acknowledges that USPS owns all right, title and interest in and to
the Shipping Azzistant Software.,. Except as expressly provided hereunder, U zer shall
hot Lze, reproduce, display, perform, distibute, adapt, modify, or reverse engineer, ar
zell any information, software or benefitz obtained from the Shipping Assistant Software

Beturn to Uzer
Infarmation

e

[

Connection Information Screen

Before you establish your connection to the Shipping Assistant server, the Connection
Information box will pop up. The data entered will be saved and will appear each time you
connect to the server. You can change the data at any time by clicking on the Modify

Connection Information button at the bottom of each tab screen.

Procedure
1. Establish an Internet connection.

2. Once you are connected to the Internet, open the USPS Shipping Assistant. The Connection

Information box will appear:

USPS Shipping Assistant (v 2.2)
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=" USPS Shipping Assiztant - Connection Information

Hitp Addrezs ||:-r|:u:|u|:ti|:|n. shippingapiz.com

Http Pork a0

[f you connect through a modem, cable modem or DSL, then you
prabably do niat have a Proxy Server and should not emter
information below.  Click the Continue button,

[F pou are unzure whether you communicate through a Prosy
Server or you do not know the correct zettings, check the box to
uze the “Windows Antermet Explorer prosy settings or contact your
hetwark, adrinistrataor.

W Usze your Windows?nternet Explorer prosy settings

|
—

LContinue

User Input & Function Buttons

Http Address These fields will already have data and should not be changed. This is

Http Port information necessary to communicate with the USPS servers.

Use Windowsl/Internet | If you connect to the Internet through a modem or DSL, you probably do not

Explorer proxy have a proxy server. Skip this check box and click Continue. If you are

settings unsure whether you communicate through a proxy server, or if you do not
know the correct settings, check this box or contact your network administrator.

Proxy Server Enter your Proxy Server location and Proxy Port if your business utilizes

Proxy Port proxy (firewall) servers. Disregard both of the proxy fields if proxy servers are
not an issue and you are using an Internet Service Provider like AOL or MSN.

3. Click Continue when finished. The User Information box will appear.

User Information Screen
At this point, it is important to recognize the three user groups installing the new version of
Shipping Assistant software, and which group you are in:

1. Registered users of an earlier version of Shipping Assistant who are simply
upgrading the software.

USPS Shipping Assistant (v 2.2) 4
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2. New users who wish to register for the 30-day trial period. The trial registration
provides an alternative to performing a full registration (the full registration feature is
discussed in the next section below). There is no data collected from the user with a trial
registration.

Shipping Assistant provides a temporary user ID and password that is valid for 30 days.
Once the user executes the trial registration, the Trial Registration button on the User
Information box is disabled.

Shipping Assistant will allow the trial registration user to exercise all the Shipping
Assistant capabilities with the following exceptions: No live Delivery Confirmations,
Signature Confirmations, Express Mail, or EMR labels with live Delivery Confirmation
numbers. All labels will be generated as sample labels (with the word “SAMPLE”
displayed across the label).

3. New users who wish to complete full registration and obtain full functionality.
Shipping Assistant supports on-line registration, which allows the user to enter all
registration information.

No matter which group you are in, the following User Information box will appear after clicking
Continue from the Connection Information box. After the “User Input & Function Buttons”
table on the next page, refer to the “Registration Procedures for Different Users” illustration.

% USPS Shipping Assistant - Uszer Information |

[f you would like to uze the USPS Shipping Asistant for 30 days on a
trial basiz, click the Trial Begistration button.

[f you do not already have a ugername and paszword for uge with
the 1SPS Shipping Azsigtant, click the register button.

| zermame || Heqgister
APl Pagswaord | Trial

Reqistration
Output Path |

Default Printer I'x'xH.-“-‘-.D C128\Hadlablexl

Company M ame |

Company E-mail |
address

Feview T ermz

LContinue and Conditions

Should you need to change or enter any data in the User Information box, an explanation of each
field and button is below:

USPS Shipping Assistant (v 2.2) 5
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User Input & Function Buttons

Username
API Password

For registered users upgrading the Shipping Assistant software, your
username and password supplied with the old version will appear. No
changes necessary.

For trial and full registration users, these fields will be blank. Do not
enter a username and password. After completing the registration process
appropriate for your user group, Shipping Assistant will return a username
and password to you on a separate screen.

Output Path

This is the location used by your computer for extract files. This field will
already have data showing but can be changed. By default this field will be
setto c:\Program Files\AutoShippingAPI\Output. On the
Merchandise Return and Shipping Label screens, the user can click a
box labeled Save form fields and response to output path? If this is
clicked, all form fields and responses will be written to a file in the location
specified by the output path in the User Information box.

Default Printer

This field will have your default printer. It was detected when you installed
the Shipping Assistant software.

Company Name
Company E-mail address

Enter your company name and e-mail address. Although these fields are
optional, Shipping Assistant uses this information with the Merchandise
Return and Shipping Label screens to return labels and information.
Completing the fields now will save you time later.

Register

Click this button if you want full registration.

Trial Registration

Click this button if you want the 30-day trial registration.

The following illustrates the different registration procedures for the three user groups described

above.

USPS Shipping Assistant (v 2.2)
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Registration Procedures for Different Users

Trial Registration
Users

Registered Users
Upgrading Shipping
Assistant Software

Full Registration

Users

I /
\ Do not enter any new Do not enter any new
Check that username and password data. Simply click Trial data. Simply click
from old version appear. If so, click Registration. Register.
Continue. If not, enter old username | /
and password and click Continue. \

A

%" USPS Shipping Assistant - User Information

I you would lke to use the USPS Shipping Asistant for 30 days on a
tiial basis, click the Trial Registration button.

It you do not already have a usemame and pazsword for use with
the USPS Shipping Assistant, click the register button

Ussmame [ e ——————»| Fill out Profile
APl Password Tria] Information

Registration
screens

Output Path |

Default Printer |\\HAD C128\Radlablexl

Company Name I

Company E-mail |

address
Review Tems
W and Conditions

Username Username
and Password and Password
provided by provided by
Shipping Shipping
Assistant Assistant

|

Access Shipping Assistant

=L

PR, s e B [ ) Lo
L —

— (SR [,

USPS Shipping Assistant (v 2.2) 7
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Procedure for Registered Users Upgrading

All fields on this screen should appear filled in with information from your previous version,
including your Shipping Assistant username and password. You may make changes if
necessary. Simply click on Continue to access the Shipping Assistant and you are ready to go.

Note: Registered users can skip to the “Multiple Tab Functions” section of this guide.

Procedure for Trial Registration

Some fields on this screen should appear filled in with information detected from your computer
when you installed the software. You may make changes if necessary (refer to the “User Input &
Function Buttons” table above). Do not enter a username and password. Click Trial
Registration to register for the trail period and obtain a username and password. Shipping
Assistant will return a screen similar to the following:

‘2" Your Trial Username and Password

Thank. wou far registering for a 30 day tial af the LUSPS Shipping Asziztant deskiop
software. We are providing you with a termporan) username and passwiord that enable
wou o access all tabs on the Shipping Aszistant for 30 daps. Howeser, the Shipping
Label tab iz restricted bo generating anly zample labels with Confirrmation barcodes that
cannob be uged for mailing packages. Additionally, the Merchandize Returm tab il
generate return labels for immediate use but will not generate return labels with live
Delivern Canfirmation barcades.'ou will not be able to generate Express Mail labels until
wou have regiztered to receive a permanent uzername and pazsword.

Far technizal suppart questions nat found it the wuzer guide contact the USPS Internet
Custormer Care Center [ICCC). The ICCC iz manned from @004k ko 171:00PM E aztern
Time.

E -mail: icustomercare@ uzps.com

Telephone: 1-800-2344-7773 [F:004k to 17:00FM ET)

Uszemame 090TAYMEDES3 l}s
Fazzword 433HEIBP2E1

The username and password provided are valid for 30 days. Click Continue and the User
Information box will reappear. Your 30-day username and password will appear in the box.
Click Continue to open the main Shipping Assistant screen. You are now ready to submit
requests.

Note: Trial users can skip to the “Multiple Tab Functions” section of this guide.

USPS Shipping Assistant (v 2.2) 8
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Full Registration Procedure

Some fields on this screen should appear filled in with information detected from your computer
when you installed the software. You may make changes if necessary (refer to the “User Input &
Function Buttons” table above). Do not enter a username and password.

If you click Register on the User Information box (indicating that you want the full registration
process with full Shipping Assistant functionality), the following Profile Information boxes will
appear. After entering the information on each screen, click Next.

ES USPS Shipping Azsiztant Regiztration - Profile Information

Pleaze fill aut the infarmation below and prezs the Mest button at the battom af this
page. Mote: Blue tems are required. All ather items are optional but will help us
better understand and zerve pour business. [%

Firzt M ame:

Middle Iritial [

Lazt Marne: |Shipper

Title: |

Caompary: | The Mailing Company
Phare: 005551212

Fax: |

Suite, Apartment or PO Box Mumber; |

Street Address: |‘| 00 Main Strest

City: |L|:|s Angeles

Shate: CA -
ZIP Code: q0052

E-mail Address: |Iir'u:|a. shipperiEzhipper. com

M eRt = Caricel

USPS Shipping Assistant (v 2.2) 9
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= USP5 Shipping Assistant Registration - Profile Information [continued)

Including your Owernight, Second Day and Ground packages, how many TOTAL packages does pour
company ship per day domestically?

|F"Iea$e chooze fram the list... ﬂ

Haww many of your daily packages are delivered to households

|F"Iea$e chooze fram the list... ﬂ

“WWhat i pour company's overall monthly shipping budget for ALL YOUR PACKAGES -- Overnight,
Second Day, Ground - HOT IMCLUDIMG what vou ship through the US Postal Service’?

|F"Iea$e chooze fram the list... ﬂ

“WWhat is pour company's annual sales revenue?

|F"Iea$e chooze fram the list... ﬂ

OF pour total domestic packages, approximately how many of your packages go Owvernight or
Second Day?

|F"Iea$e chooze fram the list... ﬂ

“WWhat iz the average weight of all your packages?

|F"Iea$e chooze fram the list... ﬂ %

Huaow wiould you cateqaorize pour buziness?

| E ntertainment ﬂ

If your chioge “ather," pleaze enter a category below;

Cancel ‘

thipping4P .| &7USPS -Shipping .. | 3 Explaring - My Co... |[=5usPS Shippin.

= UPSP Shipping Assistant Registration -- Profile Information [continued]

How did you hear about the LISPS Shipping Aezizstant?

| Lzps.com e

Haoww will you be uzing the USPS Shipping Aszistant?

|Eall Center/Customer Service? ﬂ

Subrmit Cancel ‘ I%

Click Submit to continue to the Your Username and Password box:

USPS Shipping Assistant (v 2.2)
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2" Your Username and Password

T hank. wou far registering far the LUSPS Shipping Aszistant desktop zoftware. We are
providing you with a unigue wzer name and pazawaord that enable you to accezs all tabs
and features on the Shipping Assistant.

Please zave vour uzer name and pagswaord for later reference.

Far technizal suppart questions nat found it the wuzer guide contact the USPS Internet
Customer Care Center [ICCC). The ICCC iz manned from 7004 ko 17:00PM E aztern
Time.

E -mail:  icustomercare@ uzps.com
Telephone: 1-800-244-7773 [F:0040 to 11:00FPM ET)

Uszemame 435THEMAD4ES
Fazzward noaJv160J0E2

................................

................................

Click Continue and the User Information box will reappear. Your username and password will
appear in the box. Click Continue to open the main Shipping Assistant screen. You are now
ready to submit requests.

User ID and Password Restrictions

The unique user ID and password that you receive are to be used in accordance with the Terms
and Conditions of Use to which you agreed during the registration process. User IDs and
passwords are not to be shared with others outside your organization, nor are they to be
packaged, distributed, or sold to any other person or entity. Please refer to the Terms and
Conditions of Use Agreement for additional restrictions on the use of your user ID and password.

Warning: If the U.S. Postal Service discovers use of the same user ID and password by more
than one company, all users will be subject to immediate loss of access to the USPS server and
termination of the licenses granted under the Terms and Conditions of Use.

For more information regarding the USPS Web Tool Kit password and user ID policy, send e-
mail to icustomercare@usps.com.

USPS Shipping Assistant (v 2.2) 11
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Multiple Tab Functions

Starting with the “Track/Confirm Tab” section, the remainder of this manual is organized by tabs
as shown on the Shipping Assistant main screen. All buttons and functions displayed are
described in the section appropriate to the tab. However, there are some functions and
conventions that apply to multiple tabs, which are described in this section.

Data Entry Guidelines

The following guidelines for data entry apply to all screens in Shipping Assistant:
e Any fields with BLUE labels are required fields.

e Many buttons offer the option of keyboard strokes instead of clicking with the mouse. For
all buttons affected, pressing Alt + the letter underlined will accomplish the same task as
clicking on the button with the mouse.

e Some fields are already populated with data. This data can be changed at any time.

e Shipping Assistant will not alert you to invalid data until the request is submitted and an
“Error” message is returned.

e Fields with drop down boxes contain all valid entries for that field. Users cannot enter any
other data.

e ZIP Code fields only accept 5 numeric characters.
e ZIP + 4 fields only accept 4 numeric characters.

¢ Pounds and ounces fields only allow numeric characters. If the total weight is invalid an
error message will be displayed.

e Invalid combinations of city and state, or city, state, and ZIP Code will cause an error
message to be displayed. This error message will have to do with an invalid address rather
than invalid characters.

e Some screens have windows, such as Processing, Postage Rate, and Zone, that function as a
window to return messages to you from the Shipping Assistant servers. All messages in any
window returned to you from the Shipping Assistant servers appear in RED. No data is to be
entered in these windows.

The following buttons and functions appear on some of the screens in Shipping Assistant. They
are identical in function and require the same data entry in any screen.

e Clicking the Clear button (it looks like a pencil eraser) clears the following fields:
o  On the Addressing and Mailing Online screen, all fields will be cleared.
o  On the Shipping Label screen, only the To Address Information fields will be cleared.

o  On the Merchandise Return screen, only the Customer Information fields will be
cleared.

USPS Shipping Assistant (v 2.2) 12
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e When you have finished entering data on any screen, click Submit to send the request to the
USPS Shipping Assistant server.

e [Each tab screen has a Processing box that provides the status of your requests. No data is to
be entered in these boxes. The message returned in this box will be either “Complete,”
meaning the transaction was successful, or “Error,” meaning that it was not.

e [fan error message is returned from any tab, a pop-up box will appear with the error
description. If the error was due to the input on the screen, corrections can be made and the
request re-sent.

e Ifdesired, you can view the actual code used by Shipping Assistant. Each tab screen has a
View details box that is used to view the request or response for each transaction. All
communication between your Shipping Assistant application and the USPS servers is done
using a computer language called XML. That is what you will see when clicking in the View
details box. Refer to the “Appendices” for an overview of XML and how to interpret the
contents of the View details box.

e Clicking on Exit from any screen will exit the Shipping Assistant program. To move
between functions, click on the tabs at the top of the screen.

e You are required to review the Connection Information box before accessing Shipping
Assistant. The data on this screen will be saved and will appear each time you connect to the
server. You can change the data at any time by clicking on the Modify Connection
Information button at the bottom of any tab screen. Any time you open the Connection
Information box, be sure to click Continue to return to the Shipping Assistant program.

Address Book

The Address Book stores information about the people you contact frequently. You can add
contacts one at a time or import an entire address file. If you already have a file containing
addresses and other contact information on another device or application, you can import it to the
Address Book. Only comma separated value (csv) files are supported.

The elements of the Address Book screen include the Address List area, the Address Details
area, and the pull-down menus for File, Address, and Mailing Online.
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Address List and Details Area

38 Shipping Assiztant Address List

|

|

|

—

[ 2Pt [
|

|

|

File Address k
—Address List - DefaultdddressBook C5W — &ddress Detailz
Last Name | First Name | Company | Suitefépt [ Street | City [ 5tate First Name I
Last Name |
Buer Eill APT. 2D 210 MaAIN ST, NEW YT NY Firrn I
Buyer Brenda APT. 200 210 MaAIN ST, NEW WL MY Suiteipt
Buer Betty APT. 2D 210 MalN ST, NEW YT NY '
Buyer Bob APT. 20 | 210 MAIN 5T. NEW YC WY Address
Buyer Bubba APT. 200 210 MaAIN ST, NEW YT MY City
Shopper | Lesle APT. 30 100 kAN ST, MEW vT MY
Shopper Lo APT.IC 100MAINST. NEwYC Ny || | O'3t®
Shopper | Lawra APT. 30 100 MAIN ST, MEW YT MY ZIP
Shopper | Louige APT. 30 100 kAN ST, MEW vT MY i
Shopper | Lana APT.3C 100 MaIN ST, NEW YT NY :
Shopper | Loiz APT.3C 100 MAIN ST, MNEW YT NY E-mail
Shopper | Linda APT. 3C 100 MAIN ST, NEW YT MY Maotes:
- Hetumto
Shipping
12 Entries in this address list. Agzistant

The Address List and Address Display areas function as follows:

e The Address List is populated with the Address Book opened by the user or, if no Address
Book was opened, the Shipping Assistant will default to the standard Shipping Assistant csv
Address Book. The entire Address Book is loaded into this area.

e The user can scroll through the Address List and select one address at a time. Multi-address
selection is not allowed.

e The selected address from the Address List will appear in the Address Details area.

e Once the Address Details area is populated with an address selected from the Address List,
the Use this Address button appears below the Address Details area. Clicking this button
will populate an address box on either the Merchandise Return or Shipping Label tabs with
the selected address.

File  Address
—Address List - Default&ddresﬁook. CEv —Address Details
Last Name |FirstName |E0mpan_l,l |Suite;’.ﬁpt |Stleet |Cit_l,l |State First Name ILD”
Last Mame Ishgppe[
Buyer Eill AFT. 2D 210 MAIN ST, NEW YT WY Firm |
Buper Brenda APT. 2D 210 MAIN ST, MEW T WY S Liteshnt
Buper  Belty APT.20 | 2T0MAIN ST, NEW YT NY uite/Apt.JAPT. 30
Buyer Bob APT. 20 | 210 MAIN 5T NEW YT WY Address  [100 MAIN 5T
Buper | Bubba APT. 20 | 210 MAIN ST, NEW YC MY | || Cigy [NEw YORK
Shopper | Leslie APT.3C 100 MAIN ST NEW YT WY S
Shopper  [Loi | [APT.AC R tate INY
Shopper | Laura APT.AC | 100 MAIN ST, NEW YT NY ZIF [10010 ZIP+4 [3345
Shopper  Louize APT.3C 100 MaAIM ST MEW YT MY e I
Shopper | Lana AFT.3C 100 kAN ST, NEW YT WY . - -
Shapper | Lois APT. 3C | 100 MAIN 5T, NEW YT NY Emal |lori shopper@isp.com
Shopper | Linda APT.3C 100 MAIN ST | HEW YT WY Mates: |
X Cancel | Use this Address
12 Entries in thiz address list.

USPS Shipping Assistant (v 2.2)
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File Pull-Down Menu

From the File pull-down menu, the following functionality is provided:

e Open. The user will be able to select one of the following:

-  Default Address Book.

- Other Address Book (CSV File). This will open a compatible csv file and will populate

the Address List area with the entire csv address file.

1881 Shipping Assistant Address List

Multiple Tab Functions

AR Addiess
Default Address Book :
Import Other Addiess Book [CSV file] _?ifi'E?mZEta"s
Save First Hame [Company [Suite/Apt [Steet |Eit5.l |State I
Save &3 Last Marme |
B Bill APT. 20 Z10MAIN ST. NEW YT Ny Eir [
Buyer Brenda APT. 20 210 MAIN ST, NEW YT NY Sutestpt |
Buyer Bretty APT. 20 | 210 MaIN ST. NEW YT NY ;
Buyer Bab APT. 2D 210MAIN 5T. NEW YT MY Address |
Buyer Bubba APT. 20 | 210MaIN ST, NEW YT NY Tl |
Shopper | Leslie APT.3C 100 MAIN ST. NEW YT NY
Shopper | Loi APT.3C | 100 MAIN ST. NEW YT Ny Sz |
Shopper | Laura APT.3C | 100 MAIM ST. NEW YT Nv el o [ 2P [
Shopper | Louize APT. 3C 100 MAIN ST, NEW YT MY Ehaie I
Shopper | Lana APT. 30 100MAIN ST. NEW YT NY ;
Shopper | Lois APT.3C | 100 MAIN ST. NEW YT MY E-mail |
Shopper | Linda APT.3C 100 MAIN ST, NEW YT NY Motes: |
B | e
i Shipping
12 Entries in this address list. i hasistant

e Import. This imports any address list that is in the “standard” Shipping Assistant comma-
delimited ASCII file format. Import will open the standard Microsoft browser window for
the user to select the file. Once selected, the entire file will be added to the Address List
area for the user to view or edit.

To Import an External Address File
1. Before you import, you must save the address file you want to import as a comma-
separated value (csv) file in the application you are importing the file from.

Remember the directory location and file name of your csv file.

Open USPS Shipping Assistant Address Book.

Click File Import.

In the Choose File dialogue box, select your file and then click Open.

AN

The Choose File dialogue box closes, and your csv file data appears in the Address Book.

Csv files are a traditional means of writing database or spreadsheet files to disk. Many
programs, such as MS Excel and MS Access, can read and write these files. The data can easily
be manipulated with a simple text editor, rather than needing the full application that wrote them.
The structure of a csv file is very simple. It is a text file, and usually starts with a list of fields,
separated by commas. The data fields for the USPS Shipping Assistant Address Book are listed
below in the required order:
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FirstName, LastName, CompanyName, AddressLinel, AddressLine2, City, State, ZIPCode,
ZIP+4Code, PhoneNumber, EmailAddress, Notes

A sample line of data follows:

"Linda", "Shopper","", "Apt. 3C","100 Main Street","New York","NY","10010",
"3345","","linda.shopper@shopping.com",""

e Save. This function is contingent upon the File that is opened:
o CSV. Save will overwrite the csv address file with whatever is in the Address List.
o QuickBooks: Save will be grayed out if QuickBooks was opened.

e Save As. This allows the user to write to a new file.

Address Pull-Down Menu

188 Shipping Assistant Address List |
File %
Add t

—Ad Edit L IBook.czav —Addrezs Details

— = First M i

L Delete Company | Suitesdpt | Street | City | State b ILEShE

Standardize Last Mame IShDI:'F'Ef

Bper B APT. 20 210 MaIN ST. MEW YT NY B |

Buyer Bienda APT. 20 210 MAIM ST. MEW YT NY' Sl

Buper  Betly APT 2D 210 MAIN ST, NEW YT NY Pt JAPT. 30

Buyer Bob APT. 2D 210 MAIN 5T, NEW YT NY Addiess  [100MAIN 5T.

_l,ler Bubba APT. 2D 1 ] x-‘« s. ME™W T NY City [NEW YORK

Shopper SPT.3C (100 MAIN 5

Shopper | Lori APT 30 100 MAIN ST, NEW YT NY iz [

Shopper | Laura APT.3C 100 MaIN ST. MEW YT Ny ZIP |1umn ZIP+4 |3345

Shopper | Louige APT.3C 100 Mald ST, MEW %'T MY b I

Shopper | Lana APT.3C 100 MAIN ST. MEW YT Ny _ : :

Shopper  Lois APT.3C 100 MAIN 5T, NEW YT NY E-mail Jleslie. shopper@isp.com

Shopper | Linda APT.3C 100 MAIN ST. HEW YL NY Mates: |

4 Cancel ‘ Uze this &ddress

12 Entriez in this address list.

Once the user has selected an address from the Address List area, the Address pull-down menu
is available for the following operations:
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e Add new entry. A New Address dialogue box will open for entering a new address. The
address is not permanently saved until the user performs a “save.” Important Note: The

Shipping Assistant will allow the user to add duplicate entries.

1By Hew Address [_ O]

First Mame

Lazt Hame

Suiteddpt.

Address

|
|
Firm |
|
|
City |

State m

ZIP I ZIP+4

—

Phone |

E-mail Address |

Motes: |

Ok | Cancel

o Edit. An Edit Address box will open to change the address. The changed address is not

permanently saved until the user performs a “save.”

"B Edit Address Ei |

First Marme IBuI:uI:ua

Last Mame |Bu_l,ler

Firm IThe Man Stord
Suitedapt, |;'1'-.F'T. 20
Address [210MaIN 5T
City [NEW YORK

State m

ZIF 10010 ZIP+4

|3345

Phone I

E-mail Address |I:uu|:u|:ua.bu_l,ler@isp.u:nm

Motes: |
L3

Ok, Cancel

USPS Shipping Assistant (v 2.2)
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‘B Delete Address E |

Delete: This box is used to delete the address selected from the Address List area. The
deleted address is not removed permanently until the user performs a “save.”

First M arne IBrenda

Last M arne |Bu_l,ler

Firr |

SuitedApt, I"':'"PT- a0

Address {210 MAIN ST

City [MEw/ vORK

State MY -

zIP [tomo ZIP+4 3345

Phone I

E-mail Address Ibrenda.buyer@isp.com

MNotes: |

Delete Cancel |

‘B Standardized Address E |

Standardize: When Standardize is chosen, Shipping Assistant uses the USPS Address
Matching System database to standardize the selected address by correcting errors in street
addresses. A Standardize Address box appears with any changed results appearing in red.
The user must perform a “save” to permanently record the changes to the address.

Firzt Mame |J ahn

Last Mame |Brl:|wn

Firm {THE M&N STORE
Suiteltpt. |

Address |77 BARROW 5T

City [NEW YORK

State MY -

ZIP [iome ZIP+d 3725
Phone |B005551212

E-mail Address |iu:uhn.|:uru:uwn@manst-:ure.u:u:um
Motes: |this iz & note

Carcel

USPS Shipping Assistant (v 2.2)
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Important note: The Shipping Assistant Address Book user interface will not perform any write
operations back to QuickBooks. The Shipping Assistant only reads from QuickBooks. That is,
the Shipping Assistant will not allow the user to add, change, or delete addresses in QuickBooks
from the Shipping Assistant interface. The user will have to use the QuickBooks 2002 interface
to perform any write operations. See the “QuickBooks Pro 2002 Integration” section, below.

Mailing Online Pull-Down Menu

&8 USPS Mailing Online

Eile addressw
Coinfigure

—Address List - —&ddress Details

Export to Mailing Online FistName  [Brang
Laszt Hame |  Login to Mailing Online pt | Strest | City | State I rEnoa
About Malling Online LastMame  [Buyer
Buyer B TPT 2D 210 MAIN 5T, NEW YT MY Eit [
[ Buver Jrerds 1] sactel [T
Buyer Batty APT. 2D 210 MAIN 5T, NEW YT MY
Buyer Bob APT. 200 | 210 MAIN ST, NEW YT NY Addiess — [210 MAIN 5T.
Buyer Bubba APT. 2D | 210 MAIN 5T, NEW YT MY City [NEW YORK
Shopper | Leslie APT.3C 100 MAIN 5T, NEW YT NY
Shopper | Loi APT.2C | 100 MAIN 5T NEW YT WY ez [iv
Shopper | Laura APT.3C 100 MAIN 5T, NEW YT MY ZIP |1umu ZIP+4  [3345
Shopper | Louise APT.3C 100 MAIN ST MEW YT MY Eliati I
Shopper | Lana APT.3C 100 MAIN 5T, NEW YT MY ; =
Shopper | Lais APT 30 | 100 MAIN 5T, NEW YC NY E-mai |brenda buyerisp. com
Shopper | Linda APT.3C 100 MAIN ST, NEW Y[ NY Motes: |
' He_tum o
Shipping
12 Entrigs i this address list. Azzistant

The Mailing Online pull-down menu provides the user with an interface to the USPS Mailing
Online functions. See the “Addressing and Mailing Online Tab” section for details about this
feature.

Accessing the Address Book

The Address Book function is accessible from the following tabs:

Addressing and Mailing Online Tab
On the Addressing and Mailing Online screen, the following Address Book buttons are
available for use:

e Select Address. This will open the Address Book and allow the user to select an address
from the Address Book and populate the field.

e Clear. This button will clear the address field.
e Address Book. This will place the user into the Address Book form.

Shipping Label Tab
On the Shipping Label screen, the following Address Book button is available for use in the
From Address Information field:
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e Select Address: This will open the Address Book and allow the user to select an address
from the Address Book and populate the “From” field on the Shipping Label.

On the Shipping Label screen, the following Address Book buttons are available for use in the
To Address Information field:

e Select Address. This will open the Address Book and allow the user to select an address
from the Address Book and populate the “To” field on the Shipping Label.

e Standardize Address. This will call the USPS and re-populate the field with the cleansed
address.

e Clear. This button will clear the address field.
e Add Address. This adds the address to your Address Book.

Merchandise Return Tab
On the Merchandise Return screen, the following Address Book buttons are available for use in
the Customer Information field:

e Select Address. This will open the Address Book and allow the user to select an address
from the Address Book and populate the “Customer” field on the label.

e Standardize Address. This will call the USPS and re-populate the field with the cleansed
address.

e (Clear. This button will clear the address field.

QuickBooks Pro 2002 Integration

Shipping Assistant also supports QuickBooks 2002 as an address book source. The QuickBooks
integration can be divided into two functional capabilities: QuickBooks open and QuickBooks
view addresses.

QuickBooks Open

Shipping Assistant allows the user to “open” an Address Book source. If QuickBooks is selected
(File/Open/QuickBooks Address Book), Shipping Assistant will perform the following:

e Version Checking. Shipping Assistant only allows the user to “open” QuickBooks as an
Address Book source if a compatible version of QuickBooks is found on the user’s machine.
If a compatible version of QuickBooks is not on the user’s machine, the menu choice to
“open” will not be available.

e Address List Menu Choice. After selecting the menu choice to “open” QuickBooks as an
Address Book source, a second menu is presented where the user can select which address
source within QuickBooks (e.g., Customer list, Vendor list, Invoices, etc.) they want to use.
If the customer, vendor, employee, or other list is selected, the entire list will be loaded into
the Address List area. In the case of invoices, purchase orders, sales receipts, credit memos,
and estimates, the user is presented with a dialog box requesting that a date range be defined
for the query; only those items that fit within the date range will populate the Address List
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area. The QuickBooks address entities supported for this version of Shipping Assistant are
defined in the table below:

QuickBooks Address Types

QuickBooks Billing Shipping Vendor Employee Other Name
List Types Address Address Address Address Address
Customer Yes Yes No No No
Vendor No No Yes No No
Employee NoO No No Yes No
Other Name No No No No Yes
Invoice Yes Yes No No No
Purchase Order No Yes Yes No No
Sales Receipt Yes Yes No No No
Credit Memo Yes Yes No No No
Estimates Yes Yes NoO No No

QuickBooks View Addresses

Once the user has selected a QuickBooks list, the Address List area is populated and the user
has access to all the Address Book capabilities previously discussed (e.g., add, modify, etc.)

Note: The Shipping Assistant Address Book user interface will not perform any write operations
back to QuickBooks. Shipping Assistant only reads from QuickBooks. That is, Shipping
Assistant will not allow the user to add, change, or delete addresses in QuickBooks from the
Shipping Assistant interface. The user will have to use the QuickBooks 2002 interface to
perform any write operations.

USPS Shipping Assistant (v 2.2)
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Track/Confirm Tab

Using this tab, you can check the delivery status of any package shipped via
Priority Malil, First-Class Mail, Package Services, domestic Express Mail, Global
Express Guaranteed, or Global Express Mail. You will need the Delivery
Confirmation or Signature Confirmation service number, or the tracking number
from the package/service label. For Delivery Confirmation, you will instantly
receive delivery information, including the date and time of delivery, ZIP Code, and whether the
delivery was made, attempted, forwarded, or returned. For Signature Confirmation, you will
receive delivery information along with the first initial and last name of the individual that
signed for the package. You will receive all information for the scanned events from pick-up to
delivery. This tab limits the data requested to five (5) packages per transaction.

== USP5 Shipping Assistant ¥2.2 - |I:I|5|

UNITED STATES
POSTAL SERVICE &

Track / Confirm I hﬁ?iﬁrﬁzmﬂgnﬁ:s I Domestic Rates I It Rates I Service Standards I Shipping Label I Merchandize Betumn

Tracking ID: | Add Click (Add) for up to five tracking ID's

Track/Canfirm Infarmation:

[=)---- 030101200001 34563514
: --------- our item wasz delivered at 8:59 am on June 22, 2002 in LOUISVILLE, Ky 40258
: e ATCEPTAMCE ., June 20, 2002, 3:02 am, SILVER SPRING, MD 20904
- 0301012000071 2948231
--------- Your item was delivered at 3:40 am on February 19, 2002 in BaLDvwIM, MY 11510
b ACCEPTAMCE, Februiary 15, 2002, 11:54 am, SILYER SPRING, MD 20904

odify
LConnection
Infarmation

Fd odify
User
Information

Request | ‘Fespanize | Exit

Processing: "\Fiew details:

Submit | Complete

User Input & Function Buttons

Tracking ID: | Enter the tracking, Delivery Confirmation, or Signature Confirmation number exactly as
provided by the USPS when you sent the package.

Add After you enter each Tracking ID number, click on Add. You may enter different
Tracking ID numbers and click Add up to five times for the maximum number of
responses per transaction.

Submit When you have finished entering data on any screen, click Submit to send the request to
the USPS Shipping Assistant server.
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View details | Click this button to view the request or response for each transaction. What you will see

is in XML. See the View Details Button section in the Appendix.

Exit Clicking on Exit from any screen will exit the Shipping Assistant program. To move
between functions, click on the tabs at the top of the screen.

Modify Click this button to change the data on the Connection Information box.

Connection

Information

Modify User | Click this button to change the data on the User Information box.

Information

Message Windows

The following windows return messages to you from the Shipping Assistant servers. All
messages returned from the Shipping Assistant servers appear in RED. No data is to be entered

in these windows.

Track/Confirm Information

The delivery status of the package(s) is displayed in the Track/Confirm
Information window.

Processing

The message returned in this box will be either “Complete,” meaning the
transaction was successful, or “Error,” meaning that it was not. If the
error was due to the input on the screen, corrections can be made and
the request re-sent.
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Addressing and Mailing Online Tab

=——= Clicking on the Addressing and Mailing Online tab give users access to a standalone
address-checking tool, as well as an address book and NetPost Mailing Online
GIIM  integration features. The address-checking tool provides address standardization and
city/state lookup features. Shipping Assistant uses the USPS Address Matching
System database to standardize addresses by correcting errors in street addresses (including
abbreviations and missing information) and returns the ZIP + 4 Code. City/state lookup provides
the city and state corresponding to the given ZIP Code. By eliminating address errors, you may
improve overall mail delivery service and reduce costs for undeliverable mail pieces.

Under this tab, users can also integrate the Shipping Assistant Address Book with the USPS
Mailing Online product. Shipping Assistant will provide an address list “pass-through” function
to Mailing Online, but the user must go to the Mailing Online web site to perform any Mailing
Online functionality.

A note of caution — the address-checking functionality will only confirm a street address or ZIP
Code based on the U.S. Postal Service’s database of addresses. It does not perform any check of
the name entered with the address.

== USPS Shipping Assistant ¥2.2 = |EI|5|
E UNITED STATES
POSTAL SERVICE e
Track / Canfirm (AT G Diomestic Aates Int'l B ates Service Standards Shipping Label Merchandize Beturm
- Mailing Online = ! i PRIng L o
Marne i
IB il IB ey L%E!l
Firm I Address
Book
Steftpt — |APT 20
. =3,
Address 710 Main 5t Required Field L
City [Mere vork] State|Nv ¥ | Required Fislds: Mailing
Enter Citp AMD State Online
= I-I oo ZIP+4 |3345 or ZIP Code alone
To check an address, enter all khown data and press the Submit button,
To check a ZIF Code, enter the ZIP Code and press the Submit ZIP Code only
buttar.  Thiz will return the City and State for a valid ZIP code.
Submit
ZIF Code only
—_— P na ) -
rocessing, "VIBW details: Madity Madiy
Sulsil Request Fiesponze Exit LConnection | User
. Infarmation Infarmation
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User Input & Function Buttons

Note: Required fields work slightly different on this tab. You only need to complete the street
address, city, and state, leaving the ZIP Code and the ZIP + 4 blank in order to get back a
standardized address with ZIP + 4. Or you can complete the street address and ZIP Code,
leaving the city, state, and ZIP + 4 blank. Of course, you have the option of completing all fields
and using the tab to check for accuracy.

Name Enter the name of the recipient.

Firm Enter the name of the recipient’s company.

Ste/Apt Enter the suite or apartment number, if appropriate, of the recipient.

Address Enter the address of the recipient.

City & State Enter the city and state of the recipient. These can be left blank and the city
and state will be returned based on the ZIP Code entered.

ZIP & ZIP+4 Enter the ZIP Code and ZIP + 4 Code of the recipient. These can be left blank

and either or both of the ZIP Codes will be returned based on the city and state
entered.

Select an address
ICON

Clicking this button will place the user into the Address List box of the
Address Book. See the “Address Book” section, above.

Clear an address
ICON

Clicking this button will clear all address fields on the screen. See the
“Address Book” section, above.

Address Book

Clicking this button will place the user into the Address List box of the
Address Book. See the “Address Book” section, above.

Mailing Online

Clicking this button will place the user into the Address List Mailing Online
box of the Address Book. See the “Mailing Online Integration” section, below.

Submit ZIP Code Only

To check a ZIP Code, enter the ZIP Code and click Submit ZIP Code only.
The city and state for that ZIP Code will be returned.

Submit When you have finished entering data on any screen, click Submit to send the
request to the USPS Shipping Assistant server.

View details Click this button to view the request or response for each transaction. What
you will see is in XML. See the “View Details Button” section in the
Appendices.

Exit Clicking on Exit from any screen will exit the Shipping Assistant program. To

move between APls, click on the tabs at the top of the screen.

Modify Connection
Information

Click this button to change the data on the Connection Information box.

Modify User
Information

Click this button to change the data on the User Information box.

Message Window

The following window returns messages to you from the Shipping Assistant servers. All
messages returned from the Shipping Assistant servers appear in RED. No data is to be entered

in this window.

Processing

The message returned in this box will be either “Complete,” meaning the
transaction was successful, or “Error,” meaning that it was not. If the
error was due to the input on the screen, corrections can be made and
the request re-sent.

USPS Shipping Assistant (v 2.2)
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Mailing Online Integration

The Shipping Assistant address book and address list export functionality is now integrated with
the web-based USPS NetPost Mailing Online service (www.usps.com/mailingonline). Shipping
Assistant provides an XML-based address list “pass-through” function to Mailing Online so that
registered users are able to upload address lists directly to their Mailing Online account from
Shipping Assistant. Shipping Assistant does not provide any direct Mailing Online functionality;
the user must go to the Mailing Online web site to perform any Mailing Online functions.

188l USPS5 Mailing Online |
File  fddress W
—Address List - figure ” ) —Address Details
Expart to Mailing Online First Mame
Last Mame |  Login to Mailing Online hpt | Shreet | City | State |Erenl:|a
#bout Mailing Online Last Name  [Euyer
Buyer Bl EFT 20 210 MAIN ST, MEW YL NY Firm |
| Buper  [Brenda [ [APT. 210 MAIN ST NEW (] N[N hot o D
Buper Betty APT. 2D | 210 MAIM ST NEW YT HNY
Bper Bob APT. 2D | 210 MAIN ST. NEW YT HNY address |2‘|EI bAAIN ST.
Buper Bubba APT. 2D | 210 MAIM ST. NEW YT NY City INEW YORE
Shopper | Lesle APT.3C 100 MAIM ST. NEW YT NY
Shopper | Lari APT.3C 100 MAIN ST, NEW YD Ny ||| otete v
Shopper Lawra APT.3C 100 MAIM ST, NEW YT HNY ZIP |1I:|I:|1I:| ZIP+d (3345
Shopper | Louize APT.3C 100 MAIM ST. MEW YC| NY Phane I
Shopper Lana APT.3C | 100 MAIM ST. NEW YT NY : -
Shopper | Lois APT.3C 100 MAIN ST. NEW YT NY E-mai |brenda buyer@isp. com
Shopper | Linda APT.3C 100 MAIM ST, MEW Y| NY Mates: |
, Fie_turn ko
Shipping
12 Entriez in thiz addrezs list. Agziztant

The Addressing and Mailing Online screen includes a Mailing Online button that opens the
Address Book screen with a Mailing Online pull-down menu. This menu will provide the
following capabilities:

e Configure: This option will open up the Mailing Online Configuration box. This allows the
user to enter (or change) the following.

58 Mailing Online Configuration |
Uzer Hame: I O
Password: I Cancel

Mon-5tandard Addrezs Export Action - Select One
[ &1 Exp

ort all addreszes. Mall non-standard addresses at full single piece rate.

- User Name and Password: This allows a registered Mailing Online user to enter their
user name and password. Shipping Assistant requires this information to enable the
automated upload connection into the user’s account on the Mailing Online web site (for
address list uploads).
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- Mailing Online Non-Standard Address Action. This requires the user to specify the
disposition of addresses within any uploaded list that cannot be standardized using the
U.S. Postal Service’s database of addresses. Mailing Online allows the inclusion of non-
standardized addresses in lists, but charges a higher rate of postage for mailing to such
addresses.

. Choosing "Accept all addresses. Non-standard addresses cost full single piece
rate" will inform Mailing Online to accept any address that fails the address
standardization test and will result in the upload of a// addresses.

. Choosing "Standardized Only -Do not export non-standard addresses." will inform
Mailing Online to delete any address (from the address list transmitted) that fails the
address standardization test and will result in the upload of standard addresses only.

This information is required by Shipping Assistant to be able to connect to the user’s account
on the Mailing Online web site (for the address list upload).

e Export to Mailing Online. This will export (or upload) the current Address List to the
Mailing Online web site. Only one Address List can be specified for each separate upload
to the user’s account on the Mailing Online web site. This export function will upload the
entire Address List area. The user will not be able to select subsets of the Address List or
have more than one Address List open.

1881 USPS Mailing Online |

File Addrezz  Mailing Online

—Addreszs List - SampledddriBook. cav —Address Details

First M
Last Mame | First Mame | Company | Suite/épt | Stest | City | 5tate 1 Hame I

Last Mame |
Buper Bil APT. 2D | 210 MAIM ST, MEW YL WY Firrii |
Buper Brenda APT. 2D | 210 MAIM ST, MEW YT MY -
Buper Betty APT. 2D | 210 MAIM ST, MEW ¥ MY £ I
Buyer Bob BPT. 20 Z10MAIN ST, MEW v NY Addiess |
Buper Bubba APT. 2D | 210 MAIM ST, NEW YL HNY City I
Shopper | Leslie APT. 3C 100 MAIM ST, MEW YL MY Stat
Shopper Lo APT.3C 100 MAIN ST. NEW YT NY e |
Shopper Lawa APT. 3C 100 MAIM ST, MEW YL MY ZIP I ZIF+4 I
Shopper | Louige APT.3C 100 Mald ST, MEW %'T MY b |
Shopper Lana E ] = e e e =
Shopper | Lois APT. = Mailing Online Upload of 2001-11-16-5A-to-M0OL_C5% |
Shopper_ Linda APT. = Thiz addresz upload ta Mailing Online may take up to 4 minutes.

12 Entriez in this address list. [~ — -
a5

The upload process works as follows:

- Shipping Assistant connects to Mailing Online (using HTTS secure sockets layer). This
connection will use the user name and password that was configured by the user.

- Shipping Assistant uploads the selected addresses to the Mailing Online web site (using
the “Accept all addresses” selection specified in the Configuration box).
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- A confirmation pop-up screen with assigned file name from Mailing Online web site
appears.

e Link to Mailing Online Login. This will simply open the user’s browser and connect the
user to the Mailing Online web site. Note, at this point it is expected that the user would
complete the Mailing Online transaction at the web site. Shipping Assistant’s interface ends
with the upload of the address list.

; hitps: //ecap?1_usps_com/cgi-bin/ecapby/scripts/login. jsp?appURL=https://mol.usps.com/molkapp=Ma - Microsoft Interne_.. [[=] B3

J Fie Edt View Favoites Jools  Help |

S ] Q m @ B & 5 >
Back Farward Stop Refresh Home Search  Favortes  Histo Mail Size Print
JAgdless I@ Jecapbv/scriptsdlogin.jsp?appURL=https://mol.usps. cum./‘mul&app:Mailngnhnsj @'Go “ Searchl j [

UNITED STATES A
POSTAL SERVICE @f ﬁ

Mailing Online
Login Page

s

Existing users

Please enter your ugemame and password.

Usermame
Passward

Login e

| forgat my password|

MNew users

=
4

@] Dane | |8 (4 Intemet

e About Mailing Online. Clicking this button opens the Mailing Online home page.

/3 USPS - NelPost Mailing Online - Microsolt Intemet Explorer provided by Compag Computer Corporation
J Fle Edt View Favoites Tooks  Help |

€« =+ O Q W A B e 4 &
Back Forward Stop Refresh Home: Search  Favartes  History Ml Size Prirt.
| Address [&1 btp: /i usps.commaiingorine? =] @6 || seach] A
UNITED STATES =
POSTAL SERVICE« {m

Home | Signln

NetPost Services
Customer Care

Email Updates
Nonprofit Information

v

i%ﬂ# | EtPOST"LMa]h k.

Send mail online. Delivery to their doorstep.
NetPost Mailing Online is a convenient way to send mail via your computer to someone's
mailbox. t's like a Post Office, and a professional printing and mailing service inside your
computer - all day, every day.

2> Customized Correspondence 2> Premium Postcards

Create and mail printed letters, self These high-guality premium posteards

mailers, invoices, newsletters and deliver your personalized irage in

postcards. style.

= Full color, spat color, or BE&W = Full color, two-sided printing with

printing glossy finish

= [lonprofit postage rates are now = Accent area for logos =l

| @1 http:# Prvmury.usps, com? ’_’_‘o Internet 4

USPS Shipping Assistant (v 2.2) 28



USPS Web Tool Kit User’s Guide

Domestic Rates Tab

Domestic Rates Tab

2

®

== USP5 Shipping Assistant ¥2.2

UNITED STATES
POSTAL SERVICE &

The Domestic Rates tab will calculate rates for First-Class Mail, Express Malil,
Priority Mail, and Package Services packages shipped domestically. This web
tool will also display any applicable military APO or FPO restrictions.

=101

Track # Confirm I

Addreszing and
Mailing Online

I Domestic Rates I It Rates I Service Standards I Shipping Label I Merchandize Betumn

Service Type: —Weight [70lbs. maximum]———  —Machinable 233[;}5"3 5
Priciity Mail j Pounds |1 Ounces |1 ’7(" Tiue ) Falze Restrictions
ZIF Codes
Origin |-| 1210 — Package Size
7
Dest  [ooae [~ Flat Rate Envelope?
If woL are using pour own envelopebox, is it

I

& Less than or equal to 84 inches

" Greater than 84 inches but less than or equal to 108 inches

Zone
| Greater than 108 inches but l2ss that on equal o 130 inches

Postage 395
Rate

Processing: Wiew details: ’ ’

? ’7 e ; Madity M adify

Sl Reguest | i Rezponze E xit LConnection | User
i | Complete Infarmation Information

User Input & Function Buttons

Service Type Select Service Type from the drop down box.

Weight Enter the Weight of the package in Pounds and Ounces. Package weight cannot
exceed 70 pounds. Bound Printed Matter cannot exceed 15 pounds.

Machinable Machinable means that the package can be handled by automated process (sorters,
scanners, etc.) The Machinable field is active for Parcel Post only. The box will be
“grayed out,” or inactive, for all other service types. The size, content, and weight of a
package can all determine whether a Parcel Post package is machinable or not. Refer
to the “Glossary” in the Appendices for definitions of “machinable” and “non-
machinable.”

Display To view the restrictions for the APO/FPO, click the Display APO/FPO Restrictions

APO/FPO button. If this does not apply to your shipment based on the data entered, the button

Restrictions will be “grayed out,” or inactive. The restrictions will appear as in the sample below:

USPS Shipping Assistant (v 2.2)
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B| APO/FPO Restrictions List B |

A, Secunties, curency, or precious metals in their raw, unmanufactured =
state are prohibited. Official shipments are exempt from this restriction.

B. Form 2976-4 iz required for all mail weighing 16 ounces or more, with
exceptions noted below. In addition, mailers rmust properly complete
required customs documentation when mailing any patentially dutiable mail
addreszed to an APQ or FPO regardless of weight. The following are
exceptions to the requirement for customs docurmentation on non-dutiable
mail that weighs 16 ounces or mare;
- Knowin mailers are exemnpt from providing customs documentation
on non-dutiable letters, and printed matter weighing 16 ounces or
mare. & known mailer iz anyone who legally applies a permit imprint .
to a mailpiece. kail with meter poztage is not congidered to be from
a known mailer. ]
- Al federal, state, and local government agencies are exempt fram
providing customs documentation on mail addreszed to an APO or
FPO, except for thoze APQz/FPOs to which restriction B2 applies.
- Prepaid mail from military contractors is exempt, providing the
mailpiece iz endorzed "'Contents for Official Use - Exempt from
Custorns Regquirernents." j

Cloze

ZIP Codes Enter the ZIP Codes of the origination and destination points of the package. Do not

enter any data in the Zone window.

Package Size | The user has two choices. If Flat Rate Envelope is clicked, the remaining fields are

determine the combined length and girth in inches:

“grayed-out,” or inactive. A flat rate envelope is a Priority Mail envelope provided by the
Postal Service. The other choice is to use your own envelope or box. If so, the
information required in this box follows USPS regulations as to maximum sizes for
packages based on the Service Type chosen. If necessary,use the graphic below to

How to Measure Length and Girth

For parcels, langth is the measuremant of the longast dimenson ard girh is the measuremant arsund tha thickas! part
{perpendicular t= tha length)

o

\
LA

Lenglh=10° Lenglh = 20°

Girth (8 + 5+ 8 + 5) = 28" Girth (6 + 6 + B) =18

Lenagth + Girth = 36° Length + Girth = 38°
Maasurarmsant Maximmurm
Lenglh + Girth 108 inches!
Weght 70 pounds

" Excapd lor Parcel Post. noe mailpiace may maasura maore than 108 inchas in langth and girth sombined, Parcal Post piaces

maasuring evar 108 inches bul not more than 120 inchas i combined length ard girth are mailabla at the applizables
oversized mis

Submit When you have finished entering data on any screen, click Submit to send the request to

the USPS Shipping Assistant server.

View details

Click this button to view the request or response for each transaction. What you will see
is in XML. See the “View Details Button” section in the Appendices.
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Exit Clicking on Exit from any screen will exit the Shipping Assistant program. To move
between APIs, click on the tabs at the top of the screen.

Modify Click this button to change the data on the Connection Information box.

Connection

Information

Modify User | Click this button to change the data on the User Information box.

Information

Message Windows

The following windows return messages to you from the Shipping Assistant servers. All
messages returned from the Shipping Assistant servers appear in RED. No data is to be entered
in these windows.

Zone

When data entry is complete and you submit your request, Shipping Assistant will return
the zone in the window. Zones are used to determine Priority Mail rates. You will
probably not need this information.

Postage Rate

After completing all required fields and clicking Submit, the Postage Rate for the
package is returned in this window.

Processing

The message returned in this box will be either “Complete,” meaning the transaction
was successful, or “Error,” meaning that it was not. If the error was due to the input on
the screen, corrections can be made and the request re-sent.
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International Rates Tab

This rate calculator will provide single piece rates for Global Express
Guaranteed (formerly Priority Mail Global Guaranteed), Global Express
Mail (formerly Express Mail International), Global Priority Mail, Airmail
(including both letter-post and parcel post), and Economy mail (including
both letter-post and parcel post).

Remember that, in many cases, international packages may need a Customs Declaration form,
and may also be subject to mailing restrictions unique to the destination country. To assist
you with this important information, the International Rate Calculator function will return all the
necessary mailing prohibitions, restrictions, observations, names of required customs declaration
forms, and Global Express Mail delivery areas. These international requirements can also be
found at http://pe.usps.gov (select the International Country Index). See your local Post Office
for actual Customs Declarations.

== USP5 Shipping Assistant ¥2.2 - |I:I|5|

UNITED STATES
POSTAL SERVICE =

Track # Confirm I hﬁ?iﬁrﬁzmﬂgnﬁ:s I Domestic Rates I Int'l Rates [ Service Standards I Shipping Label IMelchandise Returm

Destination Caunty
I Carnada j "Waght Display

Package Type

I Package j

— Service Response(z):

PaLnd i} Conditions
ounds |1 uhces |-| of Mailing

00
Postage -$38.00
Cormmitment - See Service Guide
Description - Global Express Guaranteed D ocument Service
Dimengions - Max, length 48", width 38", height 46" and max. length plus girth 108"
P ax wheight - 70

|»

D1
Fostage -$41.00
Commitrment - See Service Guide
Descrption - Global Express Guaranteed Mon-Document S ervice
Dimenzionz - Max length 46", width 35" height 46" and max. length pluz girth 108"
M aw weight - 70
D2
Postage -$17.00

Commitment - 2 - 3 Days
Descrption - Global Express Mail [EMS] 4

Processing: Wiew details: Modity Modiy
Submit Request H esponze § Exit LConnection | User
_ | Corplete ’7 Infarmation Information
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User Input & Function Buttons

Destination Country

Select the Destination Country from the drop down box.

Package Type

Select the Package Type from the drop down box.

Weight

Indicate the Weight of the package in Pounds and Ounces. The value entered
must be numeric. Package weight cannot exceed 70 pounds or the maximum for
the specified country. If a weight greater than the maximum is specified, an error
message will be returned.

Display Conditions
of Mailing

The Display Conditions of Mailing button is “grayed-out” (or inactive) until a
successful response has been returned and “Complete” appears in the
Processing window. At that point, clicking this button displays a pop-up window
with the following information specific to the package you are sending:
Prohibitions, Restrictions, Observations, Custom Forms, and a button
specific to the Service Type selected. In the sample screen below, the
“Prohibitions”I button was clicked:

B Conditions of Mailing

Prohibitions I

P A

Customs Farms

A izsue of & publication in which more than 5 percent of its tokal |+
advertizing zpace iz primarily directed to a Canadian market and
which indicates:

Eestictions (2] zpecifically where goods or zervices may be obtained in

a Canada, or

[b] specific items or conditions relating to the zale or provision of
goodzs or zemrvices in Canada.

Obzervations Al alcoholic beverages including wines, etc.

A izzue of a publication that containg an adwertizement primarily
directed ta a Canadian market iz a prohibited impart if that
advertizement does not appear in identical form it all ediions of

the izzue distibuted in the country of ornigin,

Articles 20 marked as to create the falze impression that they

were made in Canada, Great Britain ar any other British country, =
Express Mail Butane gas lighters and refill cartridges.

= Commerczial tags of metal.

Qleomargaring and ather butter substitutes, including altered or
renovated butter.

Cloze Parcels bearing caution labelz indicating the contents are
flarnrnable.
Perishable infectious biological substances. ;I
Submit When you have finished entering data on any screen, click Submit to send the request to

the USPS Shipping Assistant server.

View details | Click this button to view the request or response for each transaction. What you will see

is in XML. See the “View Details Button” section in the Appendices.

Exit Clicking on Exit from any screen will exit the Shipping Assistant program. To move
between APIs, click on the tabs at the top of the screen.

Modify Click this button to change the data on the Connection Information box.

Connection

Information

Modify User | Click this button to change the data on the User Information box.

Information
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Message Windows

The following

windows return messages to you from the Shipping Assistant servers. All

messages returned from the Shipping Assistant servers appear in RED. No data is to be entered
in these windows.

Service
Response(s)

When a successful response has been returned and “Complete” appears in the
Processing window, the details of the response will appear in Red in the Service
Response(s) window. The information returned contains all possible options for shipping
the package entered. In the sample screen below, “ID 0” shows the shipping information
for the package entered if it is shipped using Global Express Guaranteed Document
Service. Other service types are also contained in the information returned.

— Service Besponze(z):

o0
Postage
Commitment -
D escription
Dimenzions
b aw Wweight -

101
Postage
Commitment -
D escription

- $45.00

- Global Express Guaranteed [GXG] Document Service
- Max. length 46", depth 35", height 46" and max. girtth 108"

-$48.00

- Global Express Guaranteed [GXG] Non-Document Service

See Service Guide -

7

See Service Guide

Processing

The message returned in this box will be either “Complete,” meaning the transaction was
successful, or “Error,” meaning that it was not. If the error was due to the input on the
screen, corrections can be made and the request re-sent.
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Service Standards Tab

Standards tab will provide delivery time standards for Priority Mail, Express Mail, and

all four Package Services (Parcel Post, Bound Printed Matter, Library Mail, and Media
Mail). For Priority Mail and Package Services, the number of days required for delivery is
returned. For Express Mail, Shipping Assistant will tell you if delivery is guaranteed by noon
the next day, 3:00 p.m. the next day, or two-day delivery, including Saturday and Sunday
commitments. The service commitments provided assume that the Express Mail package is
mailed prior to the designated “last acceptance time.”

% By entering the ZIP Codes for the point of origination and the destination, the Service

Remember that the results returned for Priority Mail and Package Services are service standards,
while the results returned for Express Mail are guaranteed commitments.

== USP5 Shipping Assistant ¥2.2 - |I:I|5|

E UNITED STATES
POSTAL SERVICE &

Track # Confirm I hﬁ?iﬁrﬁzmﬂgnﬁ:s I Domestic Rates I It Rates ISer!ice Slandaldsl Shipping Label I Merchandize Betumn

Service Type |anity b ail =l

Origin ZIF I‘I 2345
Destination 21 PI23458

Results

Processing: Wiew details: Modify Modify
o | ) | oo | [
User Input & Function Buttons
Service Type Select the Service Type from the drop down box.
Origin ZIP & Enter the ZIP Codes of the point of origination and destination.
Destination ZIP
Submit When you have finished entering data on any screen, click Submit to send the
request to the USPS Shipping Assistant server.
View details Click this button to view the request or response for each transaction. What you will
see is in XML. See the “View Details Button” section in the Appendices.
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Exit Clicking on Exit from any screen will exit the Shipping Assistant program. To move
between APls, click on the tabs at the top of the screen.

Modify Click this button to change the data on the Connection Information box.

Connection

Information

Modify User Click this button to change the data on the User Information box.

Information

Message Windows

The following windows return messages to you from the Shipping Assistant servers. All
messages returned from the Shipping Assistant servers appear in RED. No data is to be entered
in these windows.

Results

If you chose Express Mail as the Service Type, Shipping Assistant will return the Mon-
Fri Commitments and the Sat/Sun Commitments. The time returned in the window in Red
represents the guaranteed time of delivery. If you chose either Priority Mail or any of the
Package Services (Parcel Post, Bound Printed Matter, Library Mail, or Media Mail),
Shipping Assistant will return the number of days it will take to deliver the package. The
Results window changes slightly to return this message, as shown in the sample below:

Results

Processing

The message returned in this box will be either “Complete,” meaning the transaction was
successful, or “Error,” meaning that it was not. If the error was due to the input on the
screen, corrections can be made and the request re-sent.
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Shipping Label Tab

Ideal for small volume shippers, this tab generates a Delivery or
« usps peLvery conrrrmation — Signature Confirmation barcode label for First-Class Mail parcels,

9180 5213 9871 1542 5358

Priority Mail and Package Services shipments and a single-ply Express
Mail label. Shipping Assistant provides the complete address label,
including sender’s address, delivery address, and Delivery Confirmation

barcode. The Delivery Confirmation electronic option rate applies when using this program,
meaning free Delivery Confirmation for Priority Mail, and 13 cents for Package Services and

First-Class Mail parcels.

== USP5 Shipping Assistant ¥2.2
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=101

Track # Confirm I hﬁ?iﬁrﬁzmﬂgnﬁ:s I Domestic Rates I It Rates I Service Standards I Shipping Label I Merchandize Betumn

—From Address Information

— To Address Information

/]

Hame |Bi|| IBu_I,Ier

Mame |Lori |Shopper |

Firm I

Firm I

Stedapt[spT 2D

Stedtpt[sPT.3C

Address|21 0 Main St.

I

Address|1 23 Main St.

City INew “ork

State [Ny «| ZIP I‘I12‘ID ZIP+4 | 2234

Fhone |202'I 233329 Drop-off Post foicel Phane |2U23933333 é

City INewYork
Stele [y v] 2P 11230 2P+4[ress

Cuszt Ref Mo: I
Ship Date: IToda}' vl

Service Type: IE”PTESS 14 il 'I
Weight: I1 Ibs. I‘I oz,

Confirmation Service: IDeIi\rer_l,l Canfirmation ’I

[~ Test/ Sample Label
[~ Flat Rate Package [ Save fom fields and response to output path?
F L&La:zliif:ature [~ E-Mail the Comfirmation Murnber?

™ Mo'weekend

; Reszponsze:
:: ?ddlesi SHBWIC'.E " Confirmation Number:
eparate Receip
I~ Canfirmation Barcade anl IEDDD‘I 72131405

I~ Special Services

Processing:

Submit | Complete

|

Wiew details: 7 Digplay Label |

odify Fd odify
Reguest i Rezponze E xit LConnection | User
[isplay Receimt | Infarmation | Information

User Input & Function Buttons

From Address Information

Complete the From Address Information. Remember that fields labeled
in BLUE are required. (This data will “stick” and will not have to be re-
entered each time the program is opened.)

Drop off Post Office

For Express Mail only. If you are mailing from a post office different
than that in the From Address Information, enter the 5-digit ZIP Code
of the mailing post office.

Select an address Button

Clicking this button will place the user into the Address List box of the
Address Book. See the “Address Book” section, above.

To Address Information

Complete the To Address Information. Remember that fields labeled in
BLUE are required. (See Use Checked Address, below.)
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Select an address Button

Clicking this button will place the user into the Address List screen of
the Address Book. See the “Address Book” section, above.

Standardize Address Button

This will call the USPS and re-populate the field with the cleansed
address. See the “Address Book” section, above.

Clear an address Button

Clicking this button will clear all address fields on the screen. See the
“Address Book” section, above.

Add Address Button

This adds the address to your Address Book. See the “Address Book”
section, above.

Service Type

Select the Service Type from the drop-down box.

Weight

The value entered must be numeric (estimated weight is allowed). The
package weight is used to determine the appropriate Service Type,
according to USPS regulations.

Confirmation Service:

Select the type of confirmation service desired: Delivery Confirmation or
Signature Confirmation.

Cust Ref No: Disregard this field unless you receive USPS Delivery
Confirmation extract files.
Ship Date: The default is today’s date. However, if you will not be mailing your

package today, you can post-date your shipping labels up to four days.
The USPS requires that you mail your package on the day you indicate.

Test/Sample Label

Clicking this button produces a sample label with the word “Sample”
printed across it. Always use “Sample” labels when you are testing
your printer.

Flat Rate Package

Click this button if you are using a flat rate envelope for Priority Mail or
Express Mail.

Waive Signature

Click this button to waive the signature requirement and authorize the
delivery employee signature as proof of delivery.

No Holiday Express Mail only. Click this button if you do not want delivery
attempted on a holiday. Package will be delivered on the next business
day.

No Weekend Express Mail only. Click this button if you do not want delivery

attempted on a weekend. Package will be delivered on the next
business day.

Address Service

Not available for Express Mail. Click this button to request address
service. With this service, the USPS alerts you when a customer
changes their address. For 12 months after an address change, the
mail is forwarded at no charge. However, a separate notice of the new
address is returned to you and an address correction fee is charged.
For months 13-18 after an address change, the mail is returned with the
new address attached at no charge. After 18 months, or if
undeliverable, the mail is returned with the reason for non-delivery
attached at no charge. This feature is especially useful to ensure
correct billing. The words “Address Service Requested” will appear on
the shipping label immediately below the return address.

Separate Receipt

Check this box if the label and receipt should be printed on separate
pages.

Confirmation Barcode Only?

Not valid for Express Mail. Check this box if the label printed should
only contain the confirmation barcode. See the “Output Files & Sample
Labels” section, below.

Special Services.

Express Mail only. Clicking this box will display the following pop-up
box. The content displayed is informational.
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Exprezs Mail Additional Special Services |

Return Receipt, Callect-0n-Delvery[COD], and additional Insurance are available for an
additional fee. To request any of theze additional services, pou must bring your item to a

pozt office for acceptance.

Save form fields and
response to output path?

Clicking this check box will cause all the form fields and the response to
be written to a file. The file is in the output path specified in the
Connection Information box. The file name is DCyyyymmdd.csv,
where yyyymmdd is the current date. This feature is useful if you wish
to record your Shipping Label transactions.

E-mail the Confirmation
Number?

Click this check box to have the confirmation number e-mailed to a
specified recipient using a canned message. This will only work if the
Test/Sample Label check box is clicked off. After clicking Submit, a
pop-up window appears. If you need to enter data, the first boxes
under both From: and To: should be names only. The second boxes
for each should be valid e-mail addresses. The From: e-mail address is
a required field to send the e-mail. Shipping Assistant uses the From:
e-mail address field to construct the e-mail closing. The example below
shows how the Shipping Assistant From: email address field is used in
the email that is sent to the recipient.

. E-Mail Delivery Confirmation Number [ [O] ]

Fleaze enter the follmwing sender and recipient informatian,
Click on the OF. button when vou are finished.

Eone |Mar}I Jones
Required @I.cnm 2
Field }

I.J ohn Barnesz

Submit When you have finished entering data on any screen, click Submit to send the request

to the USPS Shipping Assistant server.

View details Click this button to view the request or response for each transaction. What you will

see is in XML. See the “View Details Button” section in the Appendices.

Display Label Click this button to view the label. The PDF file will display as shown below. At this

package.

point the label can be saved, then e-mailed, faxed, or printed for placement on a
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Display This check box will be grayed out unless the Separate Receipt box is checked. Click

Receipt this button to view the receipt. At this point the label can be saved, then e-mailed,
faxed, or printed for placement on a package.

Exit Clicking on Exit from any screen will exit the Shipping Assistant program. To move
between APIs, click on the tabs at the top of the screen.

Modify Click this button to change the data on the Connection Information box.

Connection

Information

Modify User Click this button to change the data on the User Information box.

Information

Message Windows

The following windows return messages to you from the Shipping Assistant servers. All
messages returned from the Shipping Assistant servers appear in RED. No data is to be entered
in these windows.

Response When a successful response has been returned and “Complete” appears in the
Processing window, the confirmation number of the package will appear in Red in the
Confirmation Number: window.

Processing | The message returned in this box will be either “Complete,” meaning the transaction was

successful, or “Error,” meaning that it was not. If the error was due to the input on the
screen, corrections can be made and the request re-sent.
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Output Files & Sample Labels

If the user opens the Shipping Label or Merchandise Return output files (.csv) in Excel, any
numbers, such as Delivery Confirmation numbers, appear in scientific notation. To reformat this
in Excel, click on the column header for the Delivery Confirmation number. Click on Option
Format, and then Cells. A Format Cells box will pop-up. In the Category box, click Number.
Change the decimal places to 0. Click OK. The Delivery Confirmation will be reformatted.
You can do this with any other column that contains numbers in scientific notation.

If the Save form fields and response to output path? check box is clicked, you will get a
“Permission denied” error message if the .csv file is already open in Excel. Excel opens the file
exclusively. Notepad, however, can be used to view the file when it is open in Shipping
Assistant.

The following are samples of:

e a Delivery Confirmation label and receipt with the Confirmation Barcode Only? box
checked

e a Priority Mail with Delivery Confirmation label without postage affixed

e a Priority Mail with Signature Confirmation label with postage affixed and Waive Signature
box checked
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Printing Labels

Prior to printing labels that contain a Delivery Confirmation or Signature Confirmation barcode,
review the selections in your print dialog box and be sure to de-select the Fit-to-Page button.
This command will “stick” each time the program is opened and closed.

Barcodes that cannot be scanned have to be entered manually by the USPS. Delivery
Confirmation and Signature Confirmation users are responsible for maintaining a quality level of
95% for scannable barcodes. It is your responsibility to print legible barcodes and maintain 95%
readability. In the event that barcode print quality falls below the 95% quality threshold, the
USPS will contact you and an effort will be made to resolve the problem. The user is given 30
days to correct the problem, after which access to the Shipping Assistant server will be
suspended pending resolution.

Mailing Instructions and Label Placement on Packages

A missing or improperly applied label does not allow the USPS to meet your expectations for
providing confirmation information. It will impact your ability to meet the 95% quality
threshold. Whenever possible the barcode label should be printed on a self-adhesive label. See
the FAQ section at http://www.uspswebtools.com/shippingassistant for a list of vendors that
provide self-adhesive labels.

Please follow the instructions below when using labels:

1. Whenever applying a label to a package, you must place it on the address side of the
package. USPS preformatted labels must be placed either above the delivery address and
to the right of the return address or to the left of the delivery address.

2. Do not cover the barcodes with tape or plastic wrap. Barcode scanners cannot read
plastic wrap labels that are bent or wrapped around a package.

3. Ifyou select Priority Mail service, the parcel weighs 16 ounces or more, and has stamp
postage affixed, it must be mailed at a USPS retail window. Stamped packages over 16
ounces may not be placed in USPS collection boxes. For complete information on
pickup options, contact your local Postmaster.
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Merchandise Return Tab

Merchandise Return

Electronic Merchandise Return (EMR) is a
convenient merchandise return solution for
eBusinesses. A return label can be created for
Priority Mail, First-Class Mail or any of the four
Package Services. The permit holder decides if the return label should include insurance, a

Return Materials Authorization number, a USPS Mailing Acknowledgement form, or Delivery
Confirmation service barcode (when adding Delivery Confirmation service to EMR, a retail fee
will apply). EMR service is available only to Merchandise Return permit holders for mailing to

the postage due unit (see “PDU” in the “Glossary”) at any post office where authorized by an
approved application. See the “Obtaining a Merchandise Return Permit” section, below.

=101

== USP5 Shipping Assistant ¥2.2
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UNITED STATES
POSTAL SERVICE =
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The standards for payment of postage and fees are:

« The permit holder guarantees payment of the proper postage and fees on all returned

merchandise distributed under the permit holder’s permit number. Charges are collected for

each article as postage due at the time of delivery or from a centralized advance deposit

account using Form 3582-C, Postage Due Invoice.

« When determining rates, postage for all Package Services will be based on the proper single-

piece rate.
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« Ifarequest is made for a First-Class Mail label for a package that weighs 13 ounces or more,
the label will be returned marked as “Priority Mail.”

For more information about eligibility for all Package Services, including content and weight
restrictions, refer to the Domestic Mail Manual (DMM), Section E630, located at the Postal
Explorer web site http://pe.usps.gov. Also see DMM section S923, Merchandise Return Service.

User Input & Function Buttons

Customer Information

Complete the Customer Information address information. Remember that
fields labeled in BLUE are required.

Select an address
Button

Clicking this button will place the user into the Address List screen of the
Address Book. See the “Address Book” section, above.

Standardize Address
Button

This will call the USPS and re-populate the field with the cleansed address.
See the “Address Book” section, above.

Clear an address
Button

Clicking this button will clear all address fields on the screen. See the
“Address Book” section, above.

Retailer’'s Name &
Address

Enter the Retailer’s Name and Street Address only. Remember that fields
labeled in BLUE are required. (This data will “stick” and will not have to be
reentered each time the program is opened.) The city, state, and ZIP Code
required under Permit Info pertain to the post office that issued your permit,
not the retailer’s address.

Permit Information

Using your Merchandise Return Permit issued by your local Postmaster, enter
the Permit Information. Remember that fields labeled in BLUE are required.
(This data will “stick” and will not have to be reentered each time the program
is opened.) (You must have a permit to use this tab. See the “Obtaining a
Merchandise Return Permit” section, below.)

Postage Due Unit
Information

Using your Merchandise Return Permit issued by your local Postmaster, enter
the Postage Due Unit Information. Remember that fields labeled in BLUE
are required. (This data will “stick” and will not have to be reentered each
time the program is opened.)

Delivery Confirmation

Checking this field activates Delivery Confirmation for this shipment.

Note Regarding Delivery Confirmation on EMR: Your customers will not be
able to purchase Delivery Confirmation separately at the retail window (for
placement on an EMR label). Should they be interested in tracking their
package back to you (and you are not interested in providing or paying for this
service), they will be unable to purchase Delivery Confirmation as a stand-
alone or add-on product at a USPS retail window. Delivery Confirmation with
EMR is only available at your option and paid through your permit account.

E-mail Merchandise
Return Label?

Click this check box to have the EMR label e-mailed to a specified recipient
using a canned message. This will only work if the Test/Sample Label check
box is clicked off. After clicking Submit, a pop-up window appears. If you
need to enter data, the first boxes under both From: and To: should be
names only. The second boxes for each should be valid e-mail addresses.
The From: e-mail address is a required field to send the e-mail. Shipping
Assistant uses the From: e-mail address field to construct the e-mail closing.
The example below shows how the Shipping Assistant From: email address
field is used in the email that is sent to the recipient.
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= FE-Mail Merchandize Return Label |

Fleaze enter the following sender and recipient infarmation.
Click on the OF, buttan when you are finished.

From Name: — [-Z Comaration
Fram E -mail: |Fred.Shipper@shipper.mm

Ta Mame: |L|:|uise Shopper

Ta E-mail |I|:|uise.shupper@shupper.mm
OF LCancel | [}S
Package Weight Value must be numeric. Estimated Weight is allowed. This weight is used to
confirm the correct Service Type, not to calculate postage.
Insurance If insurance is desired, supply an insurance dollar value in this field. Enter

numeric currency with dollars and cents (no dollar sign). If insurance is not
required, leave the value blank. A value of “0.00” will result in an error being
returned. Insurance for packages that contain merchandise may be used with
Priority Mail and all four Package Services, but not with First-Class Mail.
Payment for insurance is collected at the Postage Due Unit along with postage.
However, the customer receiving the EMR label must take the return package to a
post office. The USPS retail clerk will apply an insurance stamp or affix the
appropriate numbered insurance label to the EMR at the very top and directly to
the left of the “No Postage Necessary if Mailed in the United States” box.
Customers should be instructed not to apply tape over this area.

Mailing Ack Clicking this field allows your customers to obtain a Mailing Acknowledgement
Package ID form from the USPS at the time of mailing. This service provides documentation
between the e-tailer and the mailing customer. The USPS charges no fee for this
service, nor does it maintain any records or provide further information about the
acknowledgement upon request. Mailing Acknowledgement service is available
with First-Class Mail, Priority Mail, and all four Package Services. When this
service is requested, the EMR label returned to the e-tailer will include a
detachable Mailing Acknowledgment form. The form and package must be
presented to a USPS retail clerk. The USPS clerk will initial the detachable form
and place an official USPS date stamp on the form. Both the EMR label and the
Mailing Acknowledgment will contain a unique parcel identification number
entered in the RMA# field (see below). The number could be an invoice number
or anything the e-tailer chooses. For more information on this service, refer to the
DMM, Section S923, 4.12, located at the Postal Explorer web site
http://pe.usps.gov.

RMA # Entering an RMA (Return Materials Authorization) number is optional. An RMA
number for each package shipped with an EMR label enables retailers to provide
a closed-loop correlation between receipt of returned packages and records of the
order, typically kept in the order processing database. For e-tailers that utilize
RMA numbers in their order processing database system, any combination of
numeric and alpha characters can be entered and will be displayed on the EMR
label. For example: 2A2A12345678927. The RMA number entered by the user
can also appear as barcode on the label. See RMA Barcode?, below.

USPS Shipping Assistant (v 2.2) 46



http://pe.usps.gov/

USPS Web Tool Kit User’s Guide Merchandise Return Tab

RMA Barcode? Clicking this option places a US128C RMA barcode (corresponding with the
number entered in the RMA # field) on the label. This option will only work if the
Test/Sample Label check box is clicked off.

Service Type Select the Service Type from the drop-down box.

Test/Sample Label | Clicking this field creates a sample label with the word “SAMPLE” printed on it.
Remember: It is important that all live labels (non-samples) are actually mailed.
Do not print labels without actually mailing them.

Save form fields Clicking this check box will cause all the form fields and the response to be written

and response to to a file. The file is located in the output path specified on the Connection

output path? Information box. The file name is MRyyyymmdd.csv, where yyyymmdd is the
current date. This feature is useful if you wish to record your EMR transactions.

Submit When you have entered all required data, click Submit to send the request to the
API server.

Display Label Click this button to view the label. The PDF file will display as shown below. At

this point the label can be saved, then e-mailed, faxed, or printed for placement
on a package.
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PoSTAGE PRICE TV AL [0v i
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FERMIT HOLDER FOR (WaLUE)

USPS INSURED
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Exit Clicking on Exit from any screen will exit the Shipping Assistant program. To
move between APls, click on the tabs at the top of the screen.

Modify Connection | Click this button to change the data on the Connection Information box.
Information

Modify User Click this button to change the data on the User Information box.
Information
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Message Windows

The following windows return messages to you from the Shipping Assistant servers. All
messages returned from the Shipping Assistant servers appear in RED. No data is to be entered
in these windows.

Response When a successful response has been returned and “Complete” appears in the
Processing window, three items are returned: (1) the Postal Zone of the shipment, (2)
the Insurance Cost, and (3) the Delivery Confirmation number of the package will
appear in Red in the Response window.

Processing | The message returned in this box will be either “Complete,” meaning the transaction was
successful, or “Error,” meaning that it was not. If the error was due to the input on the
screen, corrections can be made and the request re-sent.

Output Files & Sample Label

If the user opens the Shipping Label or Merchandise Return output files (.csv) in Excel, any
numbers, such as Delivery Confirmation numbers, appear in scientific notation. To reformat this
in Excel, click on the column header for the Delivery Confirmation number. Click on Option
Format, and then Cells. A Format Cells box will pop-up. In the Category box, click Number.
Change the decimal places to 0. Click OK. The Delivery Confirmation will be reformatted.
You can do this with any other column that contains numbers in scientific notation.

If the Save form fields and response to output path? check box is clicked, you will get a
“Permission denied” error message if the .csv file is already open in Excel. Excel opens the file
exclusively. Notepad, however, can be used to view the file when it is open in Shipping
Assistant.

The sample image below shows an EMR with Delivery Confirmation label that has all of the
different options in place. The class of service selected is shown (Priority Mail). Yours may be
different, depending on the value entered in your request. Also shown on the illustration is an
example of the label mailing instructions that are provided with the label for the customer to
follow. Depending on the values you entered on the Merchandise Return screen, the image
returned to you will have the options chosen.
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IDHO12720060
FROM:
LINCDA E. SHOFPER
18@ MAIM ST . NO POSTAGE
LOS AMGELES. CR S@B52 NECESSARY

POSTAGE DUE COMPUTED IF MAILED
BY ACCEPTANCE POST OFFICE IN THE

— PRIORITYMAL  [uvreostames

DELIWVERY COMFIRMATION FEE
INSURAMNCE FEE g .08
TOTAL POSTAGE AMND FEES DUE §

INSURAMCE DESIRED BY ¢ S00.08
PERMIT HOLDER. FOR. (WALUE)

USPS DELIVERY CONFIRMATION
1005431
MERCHANDISE RETURN LABEL

PERMIT HO. 987654321 MEW YORK MY 19128
#YZ CORPORATION 1234 ETAILER DR.

POSTAGE DUE UNIT
858180 5213 9739 26593 1855 s POSTAL SERVICE
PO BOX 9998
NEW YORK NY 10128-1224

rRMA (]I

B

Custorner Mailing Instructions FROM: Joa tar aiFER
LOS AMGELES. Ch SQB52
1. Affix the label squarely onto the address
side of the parcel, covering Up any previous
delivery address and barcode . If tape or
similar material is used, it must not cover
any part of the label where postage and fee

information is to be recorded or where a

L.D. # @1272000

_ - ; ROUND DATE
Delivery Confirmation Barcode exists. STAMP
. ACCEPTANCE EMPLOYEE
2. Obliterate any other addresses and barcodes INITIALS

on the outside of the parcel.

MERCHANDISE RETURN

3. Take the parcel to a post office so that it may MAILING ACKNOWLEDGMENT
be handled by a USP'S retail associate. PERMIT N 887654321  NEW YORK MY 1@ 128
AYZ CORFPORATION 12534 ETARILER DFE.

(The image above is not to scale.)
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Printing Labels

Prior to printing labels that contain a Delivery Confirmation barcode, review the selections in the
print dialog box and be sure to de-select the Fit-to-Page button. This command will “stick™ each
time the program is opened and closed.

Obtaining a Merchandise Return Permit
If you do not have a valid Merchandise Return permit, you need to submit the following items to
the local post office that will be delivering your return merchandise:

1. acompleted USPS Form 3615 (available at your local post office or on the Internet at
http://www.usps.com/forms/_pdf/ps3615.pdf)

2. payment for the annual permit fee and annual accounting fee

3. the sample Electronic Merchandise Return Service Notification label provided below.
Print the Notification label and submit to your local post office as is. Do not alter the
image.
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Electronic Merchandise Return Service Notification
Attention: Postmaster/Mailing Requirements

The holder of this sample Merchandise Return label will be using the USPS Shipping Assistant
program to prepare and generate Merchandise Return labels. Please provide a Merchandise
Return Permit as per DMM S923.2.1. If you need additional information regarding this program,
contact the USPS Internet Customer Care Center at 1-800-344-7779.

N 12720068
FROM:
LINDA E. SHOFPER
188 MAIM 5T. APT. 3C NO POSTAGE
MEW YORE . MY 10018 NECESSARY
POSTAGE DUE COMPUTED IF MAILED
BY ACCEPTANCE POST OFFICE 1IN THE
POSTAGE PRIORITY MA"_ UNITED STATES
INSURANCE FEE .00 ——
TOTAL POSTAGE AND FEES DUE §
]
INSURANCE DESIRED BY $_500.00 ——
FERMIT HOLDER FOR MaLUE)
|
|
|
|
FMA 100564321
PERMIT HO. 8537654321 MELW YORE MY 18125
H=Y'E CORFPORATION 1234 ETAILER CR.
POSTAGE DUE UNIT
US POSTAL SERVICE
PO BOX 9998
NEW YORK NY 10128-1224
_}e______________________

Custornar Mailing Instructions FROM: 100 VAT 51+ APT. 3C

MEW YORK. MY 180 18

1. Affix the label squarely onto the address
side of the parcel, covering up any previous
delivery address and barcods. If tape or 1.D. ¥ @1272000
similar material is used, it must not cover
any part of the label where postage and fee

information is to be recorded or where a ROUND DATE
Delivery Confirmation Barcode exists. STAMP
2. Obliterate any other addresses and barcodes #ﬁﬁi?"ﬁ FMPLOYEE
on the outside of the parcel.
, , MERCHANDISE RETURN
3. Take the parcel to a post office so that it may MAILING ACKNOWLEDGMENT
be handled by a USFS retail associate. PERMITHD 987654321  NEW YORK NY 18128
HY¥Z CORPORATION 1234 ETAILER DR.

(The above image is not to scale.)
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Appendices

XML Overview

Communication between the Shipping Assistant application residing on a desktop and the USPS
servers is accomplished by using a computer language called XML. XML uses a hierarchical
(tree) element structure. Each element consists of a start tag of the form <Name>, and an end tag
of the form </Name>, between which can be data and other elements. <Name/> is shorthand for
<Name></Name>, an element with no data. Attributes such as USERID and PASSWORD can
be included in the start tag. All data and attribute values in this document are for illustration
purposes only.

The USPS Shipping Assistant offers an interface that enables both requests and responses to be
fully structured.

For the latest information on XML from Microsoft and other leading vendors, browse:

e http://www.microsoft.com/xml/

e http:/www.w3.org/ XML

e http:/www.xml.com

View Details Button

Should you desire, you can view the request or response for each transaction by clicking the box
at the bottom of each screen. All communication between your Shipping Assistant application
and the USPS servers is done using XML. That is what you will see when clicking in the View
details box.

Procedure

Click on the Response (or Request) button located within the View details box. The XML
Response window will appear. There are two windows with XML information displayed on this
page, the top XML: window displays the structure and tags returned, while the lower Parsed:
window displays the information that was returned. (The upper and lower window actually
contain the same information but in different formats.) The lower window is where information
will be displayed that will be helpful should you receive an error, or if you would like to see the
full text of a response from the USPS server.

In order to display the information in this window, expand the structured text by clicking on the
"+" (in a small box) which should be followed by an XML tag, such as <rRateResponse> in the
sample screen below. Repeat this procedure, clicking the "+" sign to expand each selection for
which you wish to display text.
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If all "+" signs are now "-" signs, after expanding each of the text areas within the Parsed:
window, the full text of the XML response is now displayed. To determine the error from your
request, look for the <Description> tag for an explanation. In the sample screen above, the
user failed to enter a weight for a package in the Domestic Rates tab. In this scenario, the user
can now return to the Domestic Rates tab, enter the package weight, and re-submit the request.

. XML Responze - Rates M= E3
L
<Pl wersion=""1.0"7> d

{RateResponser «Package ID="0"><Emaor-<Mumber:-2147219500< Mumber: <5 aurce: PL

-
1| | »

Parsed:

& <RateR Esponzer
B <Package D= 0>
&- <Ermory
&- cMumbers
- L 2147219500
El <Sources
. L POL_RATEZ007:clsRateE ngine. by alidatei eight: clsR ateE ngine. CalcD omestic
8- < Description:
L Please enter the package weight.
- <HelpFile>
- <HelpCantexts
- 1000440

1| | 1

Remember, though, that in this example you would have already seen the error message “Please
enter the package weight” in a pop-up box on the Shipping Assistant screen.

Glossary

Aerogrammes. Letter sheets that can be folded into the form of an envelope and sealed.
Aerogrammes are intended for personal communication and may not include enclosures.

API (Application Programming Interface). Computer programs that facilitate
communications between the Shipping Assistant desktop application and USPS servers.

APO (Army Post Office). A branch of a designated USPS civilian post office, which falls
under the jurisdiction of the postmaster of either New York City or San Francisco, that serves
either Army or Air Force personnel.

Barcode. A series of vertical bars and spaces that represent any numerical series, most often a
correct ZIP Code for the delivery address on a mailpiece. The barcode facilitates automated
processing by barcode readers and scanners. A barcode also can be used to convey information
for Delivery Confirmation services. (See also Delivery Confirmation.)
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BMC (Bulk Mail Center). USPS facilities.

Bound Printed Matter (BPM). A subclass of Package Services that consists of permanently
bound sheets of which at least 90% are printed with advertising, promotional, directory, or
editorial matter (or a combination of such matter). (See also Package Services.)

Domestic Mail Manual (DMM). The USPS manual that contains the basic standards governing
domestic mail services; descriptions of the mail classes and services and conditions governing
their uses; standards for rate eligibility and mail preparation; and all postage rates and fees.
Domestic mail is classified by size, weight, content, service, and other factors.

Delivery Confirmation. A service that provides the date and time of delivery or, if delivery was
attempted but not successful, the date and time of the delivery attempt.

Express Mail. A mail class that provides expedited delivery service. This is the fastest mail
service offered by the USPS. Express Mail International Service is available between the United
States and most foreign countries.

Flat-Rate Envelope. A Priority Mail envelope provided by the Postal Service. This service
costs $3.95, regardless of weight or destination, for matter sent in a flat-rate envelope.

Global Express Guaranteed. An expedited delivery service for both documents and non-
documents (i.e., merchandise items). It provides senders with reliable, high-speed, time-definite
service from designated U.S. ZIP Code areas to principal locations in more than 200 countries
and territorial possessions. Service is guaranteed to meet destination-specific delivery standards
or the requisite postage will be refunded.

Global Express Mail. A reliable high-speed service for mailing time-sensitive items to more
than 175 countries and territorial possessions. It provides customers with expeditious handling
and delivery on an “on demand” basis.

Global Priority Mail (GPM). An accelerated airmail service that provides customers with a
reliable and economical means of sending correspondence, business documents, printed matter,
and light-weight merchandise items to Canada, Mexico, and specified destination countries in
Western Europe, the Caribbean, Central and South America, the Pacific Rim, the Middle East,
and Africa. GPM items receive priority handling within the U.S. Postal Service and the postal
service of the destination country. Senders can pay flat-rate postage by placing their contents
into a standardized GPM envelope furnished by the Postal Service, or they can elect to pay
variable-weight postage by affixing a USPS-furnished GPM sticker to their own envelope, box,
or other packaging. The maximum weight limit for a GPM item is 4 pounds.

FPO (Fleet Post Office). A branch of a designated USPS civilian post office, which falls under
the jurisdiction of the postmaster of either New York City or San Francisco, that serves Coast
Guard, Navy, or Marine Corps personnel.

HTTP Address. The Internet address of the USPS Shipping Assistant server.

HTTP Port. The port on the USPS Shipping Assistant server that communicates with the
Shipping Assistant application.

International Parcel Post. Parcel post packages can be entered as either airmail or economy
(surface) mail. Although both parcel post classifications are subject to the same regulatory
requirements, the substantive differences between them relate primarily to the mode of
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transportation (i.e., air versus surface), speed of service, and price. The maximum weight limit
for parcel post packages varies by country but ranges from 22 pounds to 70 pounds.

Internet Customer Care Center (ICCC). The source for technical help with the Shipping
Assistant application. See page i (Preface) for information about contacting the ICCC.

Library Mail. A subclass of Package Services for items sent to or from or exchanged between
academic institutions, public libraries, museums, and other authorized organizations. Books,
sound recordings, academic theses, and certain other items may be mailed at the Library Mail
rate if properly marked. (See also Package Services.)

Machinable Parcel. A parcel that is of the correct size and weight to be safely sorted by mail
processing machinery. A machinable parcel is any piece that is (a) not less than 6 inches long, 3
inches high, 1/4 inch thick, and 6 ounces in weight, or (b) not more than 34 inches long, 17
inches high, 17 inches thick, and 35 pounds in weight. For books or other printed matter, the
maximum weight is 25 pounds. Soft goods wrapped in paper or plastic bags and enveloped
printed matter are machinable only if all USPS packaging standards are met. (See also Non-
machinable.)

Manifest. Recording transactions to USPS databases and logs.

Matter for the Blind. There is a free mailing privilege for certain categories of mail matter,
such as items impressed in Braille, when they are tendered by a qualified sender who utilizes
economy (surface) letter-post mail. If any level of service other than economy (surface) letter-
post is desired, the sender must pay the applicable rate of postage based on the weight of the
mailpiece. The weight limit for an international matter for the blind shipment is 15 pounds.
Consult your local post office for additional information about the mailing criteria that govern
the entry of international matter for the blind.

Media Mail. Formerly Special Standard Mail. A subclass of Package Services that consists of
books, sheet music, printed educational material, film, videocassettes, CD-ROMs, or other
computer-readable media. (See also Package Services.)

Merchandise Return Service. A service whereby an authorized company provides a customer
with a special mailing label to return a shipment without prepaying postage. The company pays
the return postage.

Non-machinable. An irregular parcel not meeting the dimensional criteria for machinable. This
processing category also includes parcels that cannot be processed by BMC parcel sorters,
including rolls and tubes up to 26 inches long; merchandise samples that are not individually
addressed and are not letter-size or flat-size; unwrapped, paper-wrapped, or sleeve-wrapped
articles that are not letter-size or flat-size; and articles enclosed in envelopes that are not letter-
size, flat-size, or machinable parcels. Exception: Some parcels may be successfully sorted even
though they do not conform to the general machinability criteria. A destinating BMC plant
manager may authorize a mailer to enter such parcels as machinable parcels rather than as
irregular parcels if the parcels are tested on BMC parcel sorters and prove to be machinable. In
addition, the following requirements must be met: all mailed pieces must be properly labeled,
entered at a post office within the service area of the authorizing BMC, and bear delivery
addresses located within the service area of the authorizing BMC. (See also BMC and
Machinable.)
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Output Path. This is information used as the location for extract files. On the Merchandise
Return and Shipping Label tabs, the user can click a box labeled Save form fields and
response to output path? If this is clicked, all form fields and responses will be written to a file
in the location specified by the output path in the Connection Information screen.

Package Services. A class of mail comprised of four subclasses: Parcel Post, Bound Printed
Matter, Library Mail, and Media Mail. (See also Parcel Post, Bound Printed Matter, Library
Mail, and Media Mail.)

Parcel Post. A subclass of Package Services with rates based generally on weight and zone.
(See also Package Services.)

PDU (Postage Due Unit). The Postal Unit (Post Office location) to which EMR packages will
be mailed and where postage due is calculated.

Priority Mail. First-Class Mail that weighs more than 13 ounces and, at the mailer’s option, any
other mail matter weighing less than 13 ounces mailed at Priority Mail rates. Priority Mail
provides expedited delivery. Any mailable matter may be sent as Priority Mail.

Production Server. The specified server used for “live” transactions with the Shipping
Assistant application. (See also Transaction.)

Proxy Port. The port on your (firewall) server used to communicate with the USPS Shipping
Assistant server.

Proxy Server. The Internet address of your (firewall) server used to communicate with the
USPS Shipping Assistant server.

Returned Material Authorization (RMA). A number assigned and used by Shipping Assistant
users to provide records of returned packages. This is not a USPS-assigned number.

Service Commitments. Delivery time standards for packages shipped via the USPS.

Test Server. The specified server used for testing purposes when initially installing the
Shipping Assistant application or USPS APIs.

Transaction. The combination of each request sent from any Shipping Assistant screen and the
retuned message or information.

USPS. United States Postal Service.

XML (eXtensible Markup Language). The computer language used to communicate between
the Shipping Assistant application and the USPS servers.

ZIP Code. A system of 5-digit codes that identifies the individual post office or metropolitan
area delivery station associated with an address. ZIP+4 is an enhanced code consisting of the 5-
digit ZIP Code and four additional digits that identify a specific range of delivery addresses.

Z1P+4 code. A nine-digit numeric code composed of two parts: (a) the initial code: the first five
digits that identify the sectional center facility and delivery area associated with the address,
followed by a hyphen; and (b) the four-digit expanded code: the first two additional digits
designate the sector (a geographic area) and the last two digits designate the segment (a building,
floor, etc.).
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Zoned Rate. A rate structure for Priority Mail, Periodicals (except non-advertising portion),
Parcel Post, and Bound Printed Matter that is based on weight and distance traveled (or number
of zones crossed). (See also Priority Mail, Parcel Post, and Bound Printed Matter.)
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