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DAT-MAIL’S ‘BCG EXPORT’ FEATURE

Mail Service Providers are be able to upload identifiers to the USPS® Business Customer Gateway (BCG),
after which they can download an Excel spreadsheet containing all data known to the USPS about their
clients. This information can be entered into DAT-MAIL™, their presort software, and their job-shop
package to be sure that MIDs, CRIDs, Permit info and NPAs are correct. This will help improve by/for
identification on the Mail Quality Scorecard and avoid validation failures due to using an incorrect NPA
for a non-profit mailing.

o It takes approximately one hour after uploading the identifiers to the USPS BCG for the corresponding client
data to be available for downloading from the BCG.

In a future release of DAT-MAIL Window Book will offer options to import and update at least some of
this data into DAT-MAIL’s tables. It will also give Mailers an idea which of their clients is giving them
incorrect information. If a Mailer is just getting into Full Service for the first time, this feature will make
it easy to collect their clients’ MIDs and CRIDs to make by/for identification easier.

HOW IT WORKS

If a company has been designated to be a mail service provider (meaning they are mailing for outside
clients), when they login to the Business Customer Gateway they will be able to access a Customer
Validation Tool, from which they can perform a bulk search option for their MID/CRID lookup.

Bulk Search =1

* indicates a required field.

CRID @OMID Permit Nonprofit Authorization Number (NPA)

CRID YMID ¥Permit Y Nonprofit

Upload a File*: MID_input_file_sample_1 txt Search History Results  Help (File Format)

Mailers can upload lists to the USPS but they will need separate lists for each of the identifiers used
(CRID, MID, Permit and NPA). Each list can have no more than 250 records. The new BCG Export
feature found in DAT-MAIL’s Statements utility will create separate files for each of these uploads.
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The naming convention of the files generated by DAT-MAIL is <IDENITIFIER> _<DATE & TIME>_<File
number>. A file name for a CRID upload would look like this: “CRID_20141109122909_1". The Mailer
would select to do a CRID upload then upload all files generated by DAT-MAIL’s BCG Export feature that
begin with “CRID”. Next, they would then switch to MID and upload all files that begin with “MID”, etc.

o Window Book recommends selecting all of the checkboxes that are part of the ‘Result Data Elements’ (refer
to image above) when uploading the tables (i.e. CRID, MID, Permit, and Nonprofit).

DAT-MAIL will first use a CRID that is either right in the client table or linked to it in the MID/CRID table.
If no CRID is found, it tries to find a MID for that client. If no MID is found it will look for an NPA linked
to the client. If no NPA is found it will look for a Permit and if no Permit is found it will look for a ghost
permit linked to the client.

The USPS will always have DAT-MAIL’s client code in the first field of the file Window Book provides. If a
linkage to a permit in the client or permit table cannot be found, DAT-MAIL will look at its Job table
which records the associations between permits and clients to see if it can find a link to use.

The Mailer may find when they get the data back from the USPS that there was no data associated with
an identifier the Mailer sent. This is going to be pretty common with MID’s and CRID’s since many Mail
Owners have provided incorrect information to their Mailers.

It is possible that another identifier the Mailer has on file is valid, however. So if the Mailer gets back
the result that a CRID is invalid, it should be deleted. It is important to make sure it is not actually in the
client table and or in the Mailer’s MID/CRID table. If the Mailer does the export again, it may pick up
another identifier: another CRID, MID, NPA or permit. The Mailer may get luckier the 2" time. It may
take a few iterations of the process to do a total cleanup of the Mailer’s data.

If DAT-MAIL does not find an identifier for a client a Mailer has on record, this will be added to an ‘Error’
file. The ‘Error’ file should not be uploaded to the BCG. The file is easily identifiable as the file name will
start with the word “ERROR”. The ‘Error’ file provides a log of the clients that have no identifiers. In
DAT-MAIL Window Book uses specific client records as placeholders for certain functions. Those will
always appear in the log but they should not be deleted from the client file.
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RUNNING THE BCG EXPORT

To run the BCG Export function, do the following:

1. Launch DAT-MAIL, and from the menu bar across the top of the screen click the Statements or
‘3602’ icon to launch DAT-MAIL’s Statements utility;

File Eeports  PostalOnel  LHilitie:  ToolBos _Qmml‘-'rngmns Help

e mx g ﬁ = g

[ @ 2014 Window Book, Inc.

2. From the Statements for DAT-MAIL screen, select the ‘File’ menu option, ‘USPS CRID/MID’
menu option, and finally ‘USPS BCG Export’;

Gtaternents  Edit  Feports  Utlities  Weight Verficabion  Accounting  Window  Help

_.Chenl'. File (hail Cremars)
Parmit File
Jab Fils
Publie ations File
Mailing Agents (el Prepaneri)
Erviplonyee File
Carier File
CapsiDh File
Client Commnication List
FAST Drstination List
Favorite Endry Points
Brochianes

I LIPS CRID A

Prograi Setap .

Staterment Defaulk knformaton
Wisight Vierficaton Satug
Printer Satug

Exit [Chel-%]

I!'qurtfnr Busimess Customer Gatevay Validation
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3. The Business Customer Gateway CRID, MID, NPA, and Permit Export screen will display;

o When the ‘USPS BCG Export’ menu option is selected, the following folders are automatically created on
the computer or server under ‘... WB\PMW\Data\’: “Export\ BCG_Export\Errors”.

@T{:}vl Lo OWE o PV e Data e Beport e BOG_Export e - |*?‘|- Feavch BOG Expront ]

Organize = Inclusde in hlsrary = Share with = Mew felder #+ 0 @
o | USRS MOECTiert_TEM 5 Marne ° Date mosdified Type

A.frtn I Errors 24024 10:55 . File Folder
L WE
-

. DropShip

Bl Installs

B maildat

bl MDY

bl PLUTEM Expoits
Js PDCY

L Py
# | Data

bl Backup _S0L
4 | Eeport

# | BCG_Export

L Emged

I Seoure
. E0lBackup

F
(IR

J 1itern Stage: ﬁ Shared

In the Business Customer Gateway CRID, MID, NPA, and Permit Export screen the file path for
the BCG Export folder will be displayed'oI (image below);
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The default behavior is to export ‘All eligible Clients (Mail Owners)’. To change this, select
(check) the desired optione (i.e. ‘Export All CRIDs (even those not directly related to a Client);
‘Export all MIDs (even those not directly related to a Client); or ‘Export all Permits (even those
not directly related to a Client’))).

[ Bussingss Custann r Gatwwary CRID, M0, WA and Pt Export ]

The les ciaatad fom e expoit can be marusly uploadsd by MSPs o Fodallned & the Busness Cuslome Galemay
Expoil Path
Filas il ba supotisd Fere:

[5] wEw iR P DA TA EspahBCE_Expad 0

Expodl Dplnns

This peacecs: defadis lo only expoiling Al Elglbls Cherks Bl Ovareizl  The Chenk reconds thal will be sspostad -
wll havve orex of moie of te folowing valses associated CRID, MID, MPA, Pemi, o LocalPermil value. A chernt
v congidensd religlls wher ro vabd CRID. MID_MEA, Peimt o LocaParml ielalonahe sasls

Ao ophions map be pebacted 1o eapost ADCRIC:S, A0 MID: and.on A0 Perels Ton vaslication by the IS5,

[17] 201 gt Ciients [Wad Gumesa}|

[ Estpoet &0 CRID: fever Huose not diectly relsted ho a Chend]
|| Esapoet A0 bI0ks ersery baiem vl dasctly relabed Lo a Clanl|
[7] Estpooet & Premries ferver Hose nol diectly related to a Chend)

e Expont Foldes |

o Window Book recommends that Mailers use the default setting with the other options unchecked
(disabled) the first few times the BCG Export function is used. Typically most client records in DAT-MAIL will
be associated with multiple identifiers and Mailers will get a lot of duplicated data back from the USPS if

the other options are enabled.

Click the Export button 0;

4. When the export is complete a confirmation message will display (see image on following the

page) O;

In addition, a value will be displayed identifying the date and time of exporte. This date/time
stamp is part of the file name of the files that were exported, so if the user clicks the Open

Export Folder button 9, the files can be easily referenced.
A series of tabs @ will, when selected, display additional information about the exported data:

e Results Tab: Displays the details of the export process, including how many and what
type of files were exported (in the example here — see screen image below, only 1 NPA
and 1 Permit file were created. If an export for a specific identifier includes more than
250 records, it will be broken out into 2 separate files. In other words, if there were 350
NPA identifiers exported, there would be 2 NPA files, one containing 250 records and a
second containing 100 records)
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Exported Tab: Displays all the exported data

Errors Tab: Displays all of the errors that were reported for clients that did not have an

identifier that could be exported. This same data is exported into a CSV file with the file
name beginning with the word ‘ERROR’

Warnings Tab: Displays any warnings about the data that was exported

Hhsimss Custarner Gatewsy CRID, MID, NPA and Permit Export E
The [k created Inam thes expail can be marualy uslosded by M5Ps 1o PeslalOre! &l the Business Cuslomer Gabéwsy
Expoit Path
Filat wil b expoiled here

LB REASVRWE MW DATAVE sport\BCE_Espoity
coucrsr O
Fiesuls 9
DsleTime of Export:  200141022035123
Fiesuls | Expoited |Erm|: -‘ﬁ‘a'rr-gs]

Frocess Slated 9512850 -
Expeitesd 35 res o 1 HPA hile

Expoibed 26 Ires b 1 PEAMIT H=

Frocess Completiad 35128450

| Open Espon Fddnp

The exported files can be viewed by clicking the Open Export Folder button 9 A Windows
explore dialog will open and display the contents of the ‘BCG_Export’ folder. File names
include the identifier type (e.g. ‘NPA’) and date/time stamp that is displayed on the Business

Customer Gateway CRID, MID, NPA, and Permit Export screen after an export occurs to make
files easier to identify (refer to caII-oute above);

G-

= = >
Lo WE ¢ PBAW b Data b Export b BOG_Bwpart b x| 45 || Search BOG Eport 2|
Organize = Include in hbrary = Share with = Mew falder == ~ [ ﬂ
-~
9 Favaribes Marng Dabe modified Type |
L Erors Li/25/3014 9:51 AM File folder
- S o | WRa 2014102300518 1 W/EREI4951AN  Test Document
| PERMIT_20141022085125_1 10/22/2004 558 AN Test Docurnent
% Homegroup
B Comnputer

1
________________________________________________________________________________________________________________________________|]
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Double click the ‘Errors’ folder located within the “BCG_Export” folder to view the “ERRORS”
file;

- (o e
@,‘\vl L= WE o PBW e Data ¢ Expork » BCG_Bepart » Errors I rl“-}ll Search Emors J:'l

Organize = Include in library = Share with = Mew falder =~ O &

-

| Phdatcher - ; e modified 113 Size
. PR I
: | ERROR_F0141022095128.059v 1042272014 :50 AN T3V File

. Dats
| Backup_50L
I Expart
|, BCG_Export |F

1. Errors

L Secure
LR LB ¥ TR
I 0 iterns State: 8% Shared

il o | m ¥

5. To view the resulting data from the USPS, using a web browser, go to the Business Customer
Gateway site (https://gateway.usps.com/eAdmin/view/signin), and sign in;

o It takes approximately one hour after uploading the identifiers to the USPS BCG for the corresponding client
data to be available for downloading.

6. From the Welcome screen, click the ‘Manage Account’ menu option;

Welcome, Laura

N
Welcome Need help —
getting started WALIG REPCATS
Mailing Services with Full-Service POSTAL MZARD
S

Shipping Services ll\te"lgent Ma“'? m

LEARN MORE
|eseaaraaa 4
<
Manage Account The Business Customer Gateway s your central hub for managing your ] ::,
USPS activity for your Business. |
|
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7. The Manage Profile screen will display. Under the ‘Mail Service Providers’ section, click the
Customer Validation Tool button;

e Y I T

Manage Profile

COTSREEE
Mailng Services
Shipping Services OBy CONGT M0 10 usars
FOQUESTING YOUN SONXVAl fOF SBIVCRs
Other Services M Name
= LFrcoe
Support DEman
ﬂ Home Business Lecaton: TERMS AND COMITIONS
as 5
VINDOW
UNITED STATES
CRID
g Ade 2 Busingss Location ALO A LOCATOR

Does yWour Dusiness Nave more oralkns? CRK 10 333 adahonal
ocxions to your account

E h.m Service Provicers l

CYCRID Asaigrments fiof your Cusiomerns

Aakdais your Clent Busioes= Informalion

Customer Validation Toaol

This tool is infandsd to provide Hail Serdce Providers with 3 way to validate Mail Owner information.
T begin, alect a customser dentilier fram the dropdoan below,

Permt [=farmaban

Schedader B0

9. The screen will expand, providing more selection criteria for the Mailer to specify;

Under ‘Search Data Type:’ select the data type that corresponds to the file to be uploaded. In
the example being used here, ‘Nonprofit Authorization Number (NPA)‘ is selected 0;
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Under ‘Result Data Elements:’ select (check) all of the displayed options (i.e. CRID, MID, Permit,
and Nonproﬁt)o;

This toal is intended to provide Mall Service Providers with a way to valldate Mall Owner Infermation.
Ta begin, select a customer identifier from the dropdown below.

Eulk Search ]

® indicabes a required fiehd,
P | Corie Omio Opermit ®nenprofit Autharization Number (N84

=
S Do Doerm Dronprt

Upload a File*: ﬂmwse..a Search History Results  Help (File Format)

1E Users; If the fle upload is not working for wour Inbernet Explorer (1E) version, please click bere to upload a file,

Search Resar

Click the Browse... button®. A Choose File to Upload dialog will display. Navigate to the
‘BCG_Export folder’ (i.e. “..WB\PMW\Data\Export\BCG_Export”) and select the appropriate
file to upload (in this example, the NPA file is selected);

{2 Choase File to Uplaad P ==
@T:}ﬂ Lo Loeal n.:.uc;:.lp WE v PMW » Data b Esport » BOG_Export v|4;|| Seareh BOG Export 2
Drganize = New folder = [ &

¥ Favorites Marne : Diete modified Type Sare
& E_rlﬂn 1043453004 10:55 File falder
:a Likiraries I | L MPA 0141032095128 1 I WAk A4 101l .. Teat Documant 1B
= 2 1 10/24/30314 12114 .. Test Dooument ZEE
i Homegreup
[ Cornputir
'ih Mekarork
File marmie: NP, 0141077095238 1 v [t =
| e

With the file selected, click the Open button;
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10. The Customer Validation Tool screen will display. With the appropriate file selected, click the
Search button;

This tocl is intended to provide Mail Service Providers with a way to validate Mail Owner information.
Ta begin, select a customer identifier from the dropdown below.

Bulk S=arch ]

* indicates & required Sield.
SO E e @ CRID COMID ORermit  CNenprofit Autharization Number (MP&)

Result Data Elements: [0 (e IE 5 T T T

Upload a Files:  C:\WB\FMW\Data\Expor, Browse... | | Search History Results  Melp (File Format)

1E Liaarg: if the file upload is rok working for pour Inbemet Explorer (1E] version, please click here to upload a file,

Search Resar
| searcn |

A “Please wait...” message will display while the data search is in progress;

This tool is intanded to provide Mail Service Providers with a way to validate Mail Owner information,
To baegin, Select a custarmer identifier frem the dropdown below,

Bulk: Search [+]

= indicates & reguired field,
USR] @ICRID OMID Ceermit  ONanprofit Autherization Number (NPA)

Result Data Elements: [0 vV I = Tt TR R

Upload a File*: | Browse... Search History Results | Help (File Format)
IE Users: [F the fils uplosd m not workeg for your rtsrnet Explorer [IE) verecn, plesss dick here to uplosd » fils.

-

The uploaded file is being processed - Please wait ... "
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When the search is complete, the resulting .xIsx data files will be displayed at the bottom of the
screen (see image below). Individual files can be opened or downloaded by clicking on the file

name,;

This tool Is intended to provide Mall Service Providers with 3 way to validate Mal Owner information,
To Degin, select 3 customer idestifier from the dropdown below

Butk Search >~

" ndicates o reguend fald

RN @crip OMID Overmit Ononprofit Autharization Number (NPA)

PIICERTRE Vet (1o Deermit [hvonprofit

Upload o File": Srowse Search Mstory Results  Melp (File Format)
1€ Uners: i the fle opiaad i not warking for your [ntermes Explorer (35) versan. plasss ick heee to upiced & Me
| Search History Results

Pease dick the links for avallable download results

NOTE: Tha Saarch matory will dupley lans han I3 Nles within the last 7 doys.

Upload Tine Upload File Download File
©¢122, 2014 G16:39 AM NPA_20141022085445_1 TXT 33588119 _NPA_13228_2014102291740.xIsx
06122 2014 91620 AM  PERMIT_20141022085445 1 TXT  33558119_Permit_14227_2014102291720.xIsx
%122, 2014 315,59 AM MID_20141022085445_1.TXT 33558119_Mid_17226_201410229170.xisx
©¢t 22, 2014 9:12:39 AM CRID_20141022085445_ 1 TXT  33558119_Crid_11225_2014102291342.xlsx

Repeat the search steps for the remaining data types (i.e. in this case, CRID, MID, and Permit
would be the remaining data types), making sure to select (check) all four ‘Result Data Elements’

(i.e. CRID, MID, Permit, Nonprofit) for each.
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