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POSTAL SERVICE® Overview

| Welcome to this guide for Provisioning Mail Quality Data (MQD) through
the Informed Visibility® Mail Tracking & Reporting (IV®-MTR) application.

| This guide provides information about:
= The IV-MTR application
Setting up your IV-MTR account to receive MQD
Modifying and deleting your MQD queries
MQPD file conventions and characteristics

Troubleshooting resources, including tutorial videos, detailed
documentation, and the IV Solutions Center

| It also provides high-level guidance for:
= Delegating MQD between Customer Registration IDs (CRIDs)
= Managing servers associated with your IV-MTR account
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POSTAL SERVICE® IV-MTR Overview

| IV-MTR is an application that allows mailers to access the following types
of Postal data:

= Mail Tracking (Scan)

e Event-based data that allows mailers fo see where their mail is in the
mailstream

Mail Quality Data (MQD)

* Detailed error data from the Mailer Scorecard that allows mailers to
Improve their processes as they relate to the Streamlined Mail Entry
program participation for:

o Full-Service o Seamless Acceptance
o elnduction o Move Update

Enterprise Payment System (EPS)
 Payment data for mailings, PO Boxes, and other Postal products

= Package Platform Concept (PPC)
* Physical and payment data for packages

Informed Delivery® Post-Campaign (IDPC) Detailed Data

* Processing, opens, and click-throughs for Informed Delivery interactive
campaigns 4
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I The MQD available in IV-MTR is pass-through data that is not generated
by IV-MTR itself
= Please see the MQD Data Dictionary information about the MQD
provided in [V-MTR

I MQD in IV-MTR is available through a data feed*

= Data feeds are subscriptions that allow you to receive MQD at
intervals you select

| MQD Data Feeds:
= Provide data from the current date forward
e Historical MQD is currently unavailable in IV-MTR

= Produce files that can be sent to a server or web service or
downloaded online

*MQD is currently unavailable as a One-Time Query in [V-MTR. 5
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| The MQD data feed output files are described in the table below.
File Format_| Delimited (Imporfable into Excel) | Javascript Object Notation (JSON) ___

Description Text file that allows you to specify the Lightweight, text-based standard
delimiter character designed for data interchange
Available Secure File Transfer Protocol (SFTP) server* SFTP server*
Online download JSON web service

Delivery
Methods

Online download

| Delimited files are easily imported into Microsoft Excel. Instructions for
completing this task can be found on the Microsoft Office Help Site or in
the IV-MTR User Guide.

| Detailed information about the output files, including naming
conventions and formatting information, is provided in the File
Characteristics & Conventions appendix.

*If using SFTP, be sure to add the IV-MTR-specific IP addresses to your server firewall to ensure your system
can receive data from IV-MTR. The IV-MTR IP addresses are available from the |V Solutions Center. 6
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POSTAL SERVICE® Getiling Started

| To receive MQD through IV-MTR, you need:
1. A Business Customer Gateway (BCG) account
2. IV-MTR privileges (requested and granted through the BCG)

3. A Business Service Administrator (BSA) to activate your CRID(s) in
IV-MTR

Detailed instructions for completing these steps are available in the
Applying for Access to IV-MTR training and |V-MTR User Guide document.

| Before proceeding, users must verify they have the correct level of
access to create data feeds.

= Only BSAs, BSA Delegates, and users that have been granted
Subscription Manager roles can create and manage data feeds.

e By default, all users can view existing data feeds.

For more information on the user levels and roles in IV-MTR, please see
the IV-MTR User Guide.
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I The IV-MTR application allows you to access and manage MQD for your
organization. There are some special scenarios to consider before
setting up your data feed(s).

| Want to share visibility of your MQD with another CRID?

= |f your organization has several CRIDS of your own that you would like
to track through one account, OR if your organization manages V-
MTR data for other organizations, use the IV-MTR feature of Data
Delegation.

= See the Data Delegation appendix for more information.

| Only want to share your MQD?

= |f your organization would like to delegate its MQD information to @
third party (such as a mail service provider) instead of directly
accessing and managing the MQD information, it may not be
necessary to register for the IV-MTR service.*

= Contact the IV Solutions Center for more information.

*Note that BCG registration will still be required. 8
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Creating an MQD Data Feed




Wb A Accessing the IV-MTR Application
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I When you are ready to access the IV-MTR application, you have two options:
= Option 1: Directly
1. Go to https://iv.usps.com.
2. Click Log In and log in with your BCG username and password

UNITED STATES Gateway / USPS.com / Help
STAL SERVICE®

R

i i)t ikl 1%
“2 5854 : e |

Welcome to Informed Visibility Mail Tracking & Reporting (IV®-MTR), the U.S.
Postal Service source for near real-time letter and flat mail tracking information.

The IV-MTR application:

Provides end-to-end mail tracking information for letter and flat
pieces, bundles, handling units, and containers

Leverages intelligence to create logical and assumed handling events
to provide expanded visibility

Improves ease of use through flexible data provisioning and
delegation

Need more information? Click here for documents and Tutorial
videos on how to navigate the IV-MTR application

Click here for documents related to Service Standard Reference Data s
G it ’ Watch the IV-MTR benefits overview video.

or more information, visit the IV-MTR page on PostalPro.

= Option 2: Through the BCG
1. Log into hitps://gateway.usps.com.
2. Go to Mailing Services > Informed Visibility.
3. Click Go to Service.

T VE T IO TOTS i

3¢ Informed Visibility more info =

10
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I When you loginto IV-MTR, the homepage (the Queries & Feeds page) appears.

I MQD data is available through a data feed. To begin setting up a data feed, click the Create
& Manage Data Feeds tab.

Hello, IV_Communications Gateway USPS.com

[=5=| UNITED STATES

[~ | POSTAL SERVICE ® Informed VlSlb”lty®

QUERIES & FEEDS ‘ DATA DELEGATION ADDRESS BOOK ROLES & PERMISSIONS

View Data Create & Manage Data Feeds

0 Data Delegation Requests Pending Approval for My CRID

|

1. SELECTENTITY(s) 9 2. SELECT DELIVERY METHOD 2 3.DEFINE FILTERS & FIELDS

LOAD SAVED REPORT

CMOnD

! Include Origin Scans

Select CRID(s) Add MID(s) C)J' Your selected MIDs
1 Search for a CRID from the list below ‘ ‘ Search fora MID n COMPANY NAME a CRIDMID

COMPANY NAME a CRID COMPANY NAME & MID

+ADD ALL CRIDs Select a CRID or search for MIDs
IV Communicators 94825367

LOAD SAVED ENTITY SAVE ENTITY

11



UNITED STATES
POSTAL SERVICE® Create a Data Feed

| The Create & Manage Data Feeds screen appears.

= The Your Feeds section on the left displays existing data feeds. Here you can view or
modify the details of a data feed and view orretrieve a feed’s output history.

e This area is viewable by all users.
= The Create a New Feed section on the right is where you create a new data feed.
* This area is only viewable to BSAs, BSA Delegates, and Subscription Managers.

Hello, IV_Communications Gateway USPS.com Help Logout

= UNITEDSTATES

="/ POSTAL SERVICE ® Informed Visibil |ty®

QUERIES & FEEDS | DATA DELEGATION ADDRESS BOOK ROLES & PERMISSIONS

2  Data Delegation Requests Pending Approval for My CRID

Entity Name Mail Object File Format Frequency # of Failed Output

cClond

Feed Name = Target Active ) ) Details Subscription Owner CRID
Type Files History
N 94825367 (IV COMMUNICATORS) ~
Daily Scan Data Piece MIA DELIMITE... 1 Day(s) Active B‘
Feed Data Type
MQD 4 hrs_CRID... Mail Quality... MNIA DELIMITE... Daily Active E/; [ ]
Select -
MQD 4 hrs_CRID... Mail Quality... MNIA DELIMITE... Daily Active B‘ File Format
MQD 4 hrs_CRID... Mail Quality... = N/A DELIMITE.. Daily Active @ Delimited File M
Delimiter Multi-value Delimiter
PPC_CRID94825. . Package NIA DELIMITE.. | 4 Hour(s) Active E;’ T— — -
PPC_CRID94825... Package NIA DELIMITE... 4 Hour(s) Active Define Target
E/; [ ] ) online
Select bt
Scan Data_4 Hours Container NIA DELIMITE.. | 4 Hour(s) Active —_ =R download

12
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| To create a data feed, locate the Create a New Feed section.
1. Inthe Subscription Owner CRID section, select the CRID the data feed will “belong to”

= Use the CRID whose IV-MTR BSA, BSA Delegates, and Subscription Managers will be
responsible for maintaining the data feed in the future

= The CRID selected willimpacts what entities are available to select in the next screen

Create a New Feed

Subscription Owner CRID
207835992 (XYZ COMPANY) ~

' 20783992 (XYZ COMPANY)
21400102 (ABC COMPANY)

2. Inthe Feed Data Type section, select Mail Quality Data.

Feed Data Type

Mail Quality Data -

Scan Data

" Mail Quality Data
Package Atiributes
FPayment Transactions

13
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3. In the File Format section, select Delimited File or JSON.

If you select the delimited format, make a selection from the Delimiter drop-down menu.

* Note: It isrecommended you do not choose Comma as a delimiter in MQD files since
MQD itself contains commas.

Delimiter
Delimited File - / -
:" T ' Comma
+ Delimited File -—
v Tab

JSON
Other - Please specify

File Format
Tab =

4. In the Define Target section, select where to send the files. Available options are:

Server - IV-MTR will push the output files to an SFTP server you choose (see step 4.a)
Web Service - IV-MTR will push the output files to a JSON web service (See step 4.q)

Online Download - IV-MTR will display the output files within the IV-MTR application,
where you can download them (see step 4.b)

Define Target
Salect - [ online
download
Add a zerver Go to address book
TEST SERVER CONNECTION

14
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a. Server download: In the Define Target drop down, select the target server(s) or web
service(s)

* The Define Target drop down is populated with servers/web services already listed in
your IV-MTR Address Book. If you need to add a new server/web service to the list,
click the Add a server link and follow the instructions in the Adding a Server to the
Address Book appendix.

Define Target

O Define Target

Cnline

Select e i

download [ Select - [ online
download

O check Al Add a server Go to address book

-

ABC SFTP Server
JSON Web Service |

ABC Server 1 5
Ca) T = - X L

b. Online download: Check the box for Online download.

* This automatically greys out the Define Target option, as a target server is not
needed for this option.

Define Target

Select - @ Cnline
download

Add a server Go to address book

15
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5. Inthe File Transfer Format section, select whether to receive unzipped or zipped files.

File Transfer Format

Un-zipped e

" Un-zipped
Zipped

The next sections allow you to choose how and when you would like to receive data:

= Source Frequency is for how you would like your data presented - rolled up by day,
week, or month

=  Frequency is for how often you want to receive the rolled-up data — every minute, day,
or month

=  Some examples are provided in the table below.

SCLEE Frequenc
Frequency a y

daily 1 day Every day, a file is received with MQD summarized by day

daily 7 days Once a week, afile is received with MQD summarized by day
weekly 30 days Once a month, a file is received with MQD summarized by week
monthly 1 day Each day, the feed will check for a file with MQD summarized by month

16
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6. Inthe Source Frequency section, select how you would like your data rolled up - Daily,
Weekly, or Monthly.

Source Frequency

Daily M

" Daily
Weelkly
Monthly

T

/. The Frequency section allows you to choose how often you want to receive data from the
feed. In the Frequency field, enter a value and select minutes, hours, or days from the drop
down menu.

* By default, the frequency is set to every 4 hours. However, you can customize this
from as often as every minute to as long as every 31 days.

Frequency

‘ 4 ‘ Minutes ~
Start Time / Tme Z ,

‘\ 12:00 ‘ AM T hours

Name This Feed Days

17
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T T Create a Data Feed - Initial Options

8. Inthe Start Time / Time Zone section, enter a time value, select AM or PM, and select a
time zone. The data feed will be active once it is created and will send data according to
the selected frequency and start time.

Start Time / Time Zone
200 | AM ~ Central (UTC-6)
Name This Feed i
Start Time / Time Zone Atlantic (UTC-4)
b e 9 Unfitied Feed
‘ 12:00 ‘ AM ™ Atlantic (UTC-4) ‘ e Eastern (UTC-5)

[ ' Central (UTC-6)

— " AM . Mountain (UTC-T)
i C
‘\ Untitled F M J CONTIN Pacific (UTGC-8)

Alaska (UTC-9)
Hawaii (UTC-10)

9. Inthe Name This Feed section, enter a name for the data feed. This is how your feed will
display in the Your Feeds list.

Note: The program and error type—selected on the next screen—are automatically
appended to the feed name.

Your Feeds EXPORT
Name This Feed
‘ Mail Quality Data Feed \ ‘ Feed Name «
ABC Containers Container
CONTINUE
ABC Pieces Piece

Mail Quality Data Feed Full Service By/For BE

10. Click Continve.

18
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The Select Entity screen appears. This area allows you to choose what CRIDs you will receive
data for.

I The Select CRID(s) section displays the CRIDs you have the Manage Mailing Activity service for
in the BCG.

1. Add CRID(s) using one of the following methods:
= To add all CRIDs: click +ADD ALL CRIDS
= To add anindividual CRID listed in the window: Click the CRID entry

= To add anindividual CRID from a long list: Use the Search dialog to display the CRID,
then click the desired CRID entry

The CRID(s) move(s) to the Your selected CRIDs section. Repeat this step as necessary until all
desired CRIDs have been added.

1. SELECT ENTITY »

Select CRID(s) Your selected CRID{z)
| Search for a CRID from the list below | COMPANY NAME = CRID
COMPANY NAME & CRID ABC COMPANY 21400102

-REMOVE
KAZ COMPANY 20783992
-REMOVE

19
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2. Inthe Mailer Role drop down, select the role(s) for which to get data.

IRSENECTRENTIHYSESY:
Select CRID(s) Your selected CRID{s)
| Search for a CRID from the list below | COMPANY NAME & ‘ CRID
ABC COMPANY 21400102
FY
COMPANY NAME ‘ CRID _REMOVE
FYZ COMPANY 20733852
-REMOVE
Mailer Role: 4 items selected -
¥ Uncheck Al
+" eDoc Submitter
PREVIOUS STEP i NEXT STEP
" Mail Preparer
" Mail owmer
" Transportation Carrier

3.  Click Next Step.

20
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| The Define Fields area appears. This screen allows you to choose the data types and exact
data fields you would like to receive.

1. Inthe Program section, check the box(es) for the programs you would like to receive. Once
a program is selected, its error types will appear to the right.

1. SELECTENTITY 2 2. DEFINE FIELDS

SELECTED CRID(s): 95160808
SELECTED Mailer Role(s): eDoc Submitter, Mail Preparer, Mail Owner, Transportation Carrier

Program Which Error Type would you like to see?
[ Full-service

[ einduction

[C) seamiess Acceptance

[CJ Move Update

() sV Logged Mail Irregularity

(") Automated Mail Irregularity

IV Mail Tracking data retention is limited to 45 days

21
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Create a Data Feed - Define Fields

2. Inthe Error Type section, select the error type(s) you want to receive data for. As you make
selections, Data Fields sections will appear below the Program section. These allow you to
specify the data fields to receive for that program and error type.

= Note: Each box you check will create a separate data feed. In the example below, three
data feeds will be created — a Full-Service MID, a Seamless Acceptance Nesting/Sortation,
and a Seamless Acceptance Weight feed.

1. SELECTENTITY 2 2. DEFINE FIELDS

SELECTED CRID(s): 95160808
SELECTED Mailer Role(s): eDoc Submitter, Mail Preparer, Mail Owner, Transportation Carrier

Program Which Error Type would you like to see?

Full-Service Mp  Jsmip [ Barcode Uniqueness () By/For [ Unlinked Copal () Entry Facility () Warning

() elnduction

[[J seamless Acceptance

) Move Update

SV Logged Mail Irregularity Weight () improperlyBanded () Topcap ~ (Jiabel () Barcode () Shrink Wrap ([ Breakage  [Jsize  (Jpesign [ Material

[ postage [ Hazardous Materials (] Size/Weight

Automated Mail Irregularity Automated Irregularity

Data Fields:Full-Service -- MID

a a
+ Add All 0
% Affected Piece Count
% Assessable Ind Drag fields here to add to report
< Barcode - eDoc
< Barcode CRID
% Barcode Mailer Name -

22
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Create a Data Feed - Define Fields

2. In the Data Fields section, select the data fields to receive for each program/error type.

= The fields on the left are available to be added, and the fields on the right are already
included in your data feed.

= Drag or double-click fields to move them from one side to the other. To add all
available data fields, click + Add All.

= For details about the data fields themselves, please see the MQD Data Dictionary.

Data Fields:Full-Service -- MID

&= Add All = Remove All
% Assessable Ind # Affected Piece Count
% Barcode - eDoc 4 Barcode CRID

& Barcode Mailer Name

4 Barcode MID
# Container Destination ZIP feode

& Container ID - eDoc

- -

3. Once you have selected the data fields to be included, arrange them in your preferred
order by dragging and dropping them on the right side of the Data Fields section.

FY

= Remove All

+ Barcode MID
4 Affected Piece Count
+ Barcode CRID
# Error Description

4 Mailing Date

23
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UNITED STATES . .
e =TT Create a Data Feed - Define Fields

4. Repeat the previous steps for each Data Fields section on the page.
5. Once all the Data Fields sections have been set up, click Create Feed.

# Error Description
& Mailing Date

CREATE FEED

6. A pop-up appears confirming creation of the feed(s).

Success

Data feedis) created.

7. Close the window by clicking OK or the X icon.

| Datafeed creation is now complete. The new data feed(s) will appear in the Your Feeds
table.

= Forinstructions on reviewing the feed’s output files, see the next slide.

= Forinstructions on managing the data feed, including viewing and modifying its settings,
see the Managing Existing Data Feeds section.

24
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Retrieving Data

| Data feeds are activated upon creation and begin delivering data according to the selected
start time and frequency.

| Toretrieve files for a data feed, complete the following:
= On the Queries and Feeds page, click Create & Manage Data Feeds.
= On the Create & Manage Data Feed screen, locate the feed in the Your Feeds section.
= Click the Output History icon for the feed.

Your Feeds g
Mail # of
Enti File Output
Feed Name = v Object Target Frequency Active Failed X P Details
Name Format ) History
Type Files
ABC Containers Container NiA DELIMIT.... 4 Hour(s) Active C," A
ABC Pieces Saved. .. Piece NIA Legacy... 15 Minute(s) Active C,:
EPS Data Trans... Payment NIA DELIMIT... Daily Active C,"
Mail Quality Data... Mail Qual... ABC SFTP Server DELIMIT... Daily Active C,:
Mail Quality Data... Mail Qual... = ABC SFTP Server DELIMIT... Daily Active C,:
Mail Quality Data... Mail Qual... ABC SFTP Server DELIMIT... Daily Active ,‘
& .
hAail YAl Trowe Handlin~ AR Wah Qansira RAI ¥RA 4 NMaowiel Artiva 1| - N
|« 4 1 2 > | 10 v | items per page 1-11of 12 items

25
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Retrieving Data

= The Output History page for the feed will appear. The output files will appear, including:
Delivery information (including a status and link to resend if a server or web service is

being used)

Download link, which allows you to manually download and view individual files
Print dialog, which prints the Output History (but not the files themselves)
Export As menu, which exports the Output History (but not actual files) CSV or PDF

| 4
Output History
Data feed files are saved for 7 days. PRINT EXPORT AS
File Total Most Recent Execution Delivery Resend to
Host Download...
Name Scans Attempt ~ Success Host
IV SFTP fsb4p01456.p... 2837 Mon Apr 23 11:52:01 CDT 2018 Success Resend Download
IV SFTP fsbdon3544.p... 2280 Mon Apr 23 10:50:13 CDT 2018 Success Resend Download
IV SFTP fsbdom4540.... 241 Mon Apr 23 09:50:20 CDT 2018 Success Resend Download
IV SFTP fsbdol5752 pk... 2133 Mon Apr 23 08:51:26 CDT 2018 Success Resend Download
IV SFTP fsbdol1518.pk... 8814 Mon Apr 23 07:52:12 CDT 2018 Success Resend Download
|« 4 1 33 P >l 5~ items per page 1-60of 162 items
CLOSE
L al

26
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Managing Existing Data Feeds

Reviewing, Moditying, Disabling, and Deletfing



UNITED STATES Managing Data Feeds

POSTAL SERVICE®

Use the table below to assist in managing existing data feeds.

If you want fo... See.

View the details and setfings of
a data feed,

Modify an existing data feed, Modifying a Data Feed

Temporarily turn off a data feed
without permanently deleting it,

Reviewing a Data Feed

Disabling a Data Feed

Permanently delete a data
feed,

Troubleshoot an issue or
question about IV-MTR,

Deleting a Data Feed

Troubleshootfing Resources

28
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Reviewing a Data Feed

To view the settings of a data feed, complete the following steps:

1. Onthe Create & Modify Data Feeds screen, locate the feed in the Your Feeds window.
2. Click the Modify icon for the feed in the Details column.
3. The feed’s Details page will appear, listing all the settings for the feed.

# of
File Qutput
Target Freque... Active Failed ) P Details
Format _ History
Files | o
XYZ MailXML\ MAILXML... | 4 Hour(s) Inactive C"s MQD 4 hrs_CRID 94825367 Full Service Barcode Uniqueness PRINT EXPORT
Last Update Date/Time: 11/04/2019 01:46:37 PM CST
NIA JSON_O.. 1 Day(s) Inactive C"‘
Entities Filters
XYZ SFTP Ser  DELIMIT... 4 Hour(s) Active " Selected CRID(s) Program CRID Role(s)
CRID 94825367 Full Service
NIA DELIMIT.... 4 Hours Active ~ Error Type eDoc Submitter,Mail Preparer,Mail
© Cp’ \ Barcode Uniqueness Owner.Transportation Carrier
XYZ MailxML Y MAILKML. .. 8 Hour(s) Active C"‘ Source Frequency
Daily
Subscription Owner CRID Frequency
94825367 4 Hour(s)
items per page 1-60f 5 item: Schedule. Start lime
2 12:00 AM (US/Central)
File Format Email Notification
DELIMITED (delimiter: ,) No Email Notification
Target File Transfer Format
N/A Unzipped
Data Fields Active Feed Indicator
Affected Piece Count Active

Assessable Ind

Barcode - eDoc
cpin

29
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To modify the settings of a data feed, complete the following steps:

1. Onthe Create & Modify Data Feeds screen, locate the feed in the Your Feeds window.
2. Inthe Details column, click the feed’s Modify icon.

[ Your Feods (2

# of Failed Output History

File Format Frequency Active Files Details
DELIMITED {deli... Daaily Active - = f

DELIMITED (defi... | Daily Active (&
DELIMITED (defi... | Monthly Active (&
DELIMITED (defi... 4 Hour(s) Active (&

30
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Modifying a Data Feed

3. The feed’s Details window opens. Make changes as needed.

4. Once your changes are complete, scroll to the bottom of the window and click Update
Feed.

IMPORTANT: To save changes, you must click Update Feed.

Details for MQD 4 hrs_CRID 94825367 Full Service MID  Rename

Last Update Date/Time: 11/05/2019 08:48:13 AM CST

Scroll to bottom of page to commit changes

Entities
Select CRID(s) Your selected CRID(s)
Search for a CRID from the list below COMPANY NAME & CRID
IV Communicators 94825367

COMPANY NAME & CRID Eeviove
Mailer Role: Program Type Subscription Owner CRID

s e Full Service 94825367

Error Type
MID
Feed Configuration
Eile Format Define Target Source Frequency
Delimited File Select =  oniine Daily =
download
Delimiter Add a server Go to address book Frequency
Gomma File Transfer Format 4 | E =
Lizreed T Start Time / Time Zone
i) G-
TEST SERVER CONNECTION =
Data Fields
-

+ AddAll j = Remove All

“ Affected Piece Count <% Barcode CRID

% Assessable Ind <% Barcode Mailer Name

4 Barcode - eDoc <% Barcode MID

% Container ID - eDoc % Container Destination ZIP

4 Destination ZIP - eDoc & < Error Code

Activate/Deactivate the feed?

L Active Feed Indicator

DELETE FEED UPDATE FEED
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UNITED STATES Modifying a Data Feed

POSTAL SERVICE®

5. A Review Updates screen will appear, listing the changes made and asking you to confirm
they are correct.

= To accept the changes, click Confirm.
= To make changes, click Back.
= To cancel the update altogether, click Cancel.

Review Updates for MQD 4 hrs_CRID 94825367 Full Service MID

By clicking Confirm, you will be applying the following updates.

Feed Configuration

Old Value New Value
Schedule Start Time: 12:00 AM Schedule Start Time: 11:30 AM (US/Central)
(US/Central)

6. If you clicked Confirm, a success screen will appear, confirming the changes have been
made. Click OK.

Success

Your request has been submitted successfully.

0K
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UNITED STATES Disabling a Data Feed

POSTAL SERVICE®

If you wish to temporarily turn off a data feed but do not want to permanently delete the data
feed, you can disable the data feed as follows:

1. Onthe Create & Modify Data Feeds screen, locate the feed in the Your Feeds window.
2. Click the Modify icon for the feed in the Details column.

[ You Feods [
File Format Frequency Active ﬁi'l:::a'hd Cuipst Mshon Details
DELIMITED {deli... | Daily Active = 7 -
DELIMITED {deli... | Daily Active @
DELIMITED defi... | Monthly Active @
DELIMITED {deli... = 4 Hour(s) Active @
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Disabling a Data Feed

3. The feed’s Details window appears. Scroll to the Active/Deactivate the feed section at the
bottom of the page and uncheck the Active Feed Indicator box.

4. Click Update Feed.

IMPORTANT: To save changes, you must click Update Feed.

File Format Define Target Source Frequency
Delimited File - Select > ¥ online Daily ~
download
Delimiter Add a server Go to address book Frequency
Comma = File Transfer Format ‘ 4 ‘ T =
Unzipped M Start Time / Time Zone

i U e e
TEST SERVER CONNECTION =

Data Fields

A | a
4 Add All f'*’[ = Remove All i
% Affected Piece Count | 4 Barcode CRID
4 Assessable Ind % Barcode Mailer Name
4 Barcode - eDoc 4 Barcode MID
% Container ID - eDoc < Container Destination ZIP
4 Destination ZIP - eDoc = < Error Code

L

\ Activate/Deactivate the feed?
¥ Active Feed Indicator

DELETE FEED UPDATE FEED

N B

5.  The Create & Manage Data Feeds screen will appear. The feed will still be listed in the Your
Feeds section, but will not retrieve new data until you re-activate it.
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UNITED STATES Deleting a Data Feed

POSTAL SERVICE®

Use the delete functionality when you want to permanently delete a data feed.

IMPORTANT: Data Feed deletion cannot be undone.

To delete a data feed, complete the following:
1. Onthe Create & Manage Data Feeds screen, locate the feed in the Your Feeds window.

2. Inthe Details column, click the feed’'s Modify icon.

| You Feeds (2 Co—

# of Failed Output History n—

File Format Frequency Active e
DELIMITED {deli... Daily Active = = f -

DELIMITED (defi... | Daily Active (&
DELIMITED (defi... | Monthly Active (&
DELIMITED (defi... = 4 Hour(s) Active (&
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Deleting a Data Feed

3. The feed’s Details window opens. Scroll to the bottom of the screen and click Delete Feed.

Details for MQD 4 hrs_CRID 94825367 Full Service MID Rename Scroll to bottom of page to commit changes
Last Update Date/Time: 11/05/2019 08:48:13 AM CST
Entities
Select CRID(s) Your selected CRID(s)
’ Search for a CRID from the list below COMPANY NAME & CRID
IV Communicators 94825367
‘ COMPANY NAME & CRID _REMOVE
Mailer Role: Program Type Subscription Owner CRID
Lo solbiiedis Full Service 94825367
Error Type
MID
Feed Configuration
File Format Define Target Source Frequency
Delimited File Select = ¥ Oniine Daily =
download
Delimiter Add a server Go to address book Frequency
e File Transfer Format [ 4 i =
tiaipad 7 Start Time / Time Zone
TRy (o o s
TEST SERVER CONNECTION oy 4
Data Fields
Al -
+ AddAll @ = Remove All i
% Affected Piece Count < Barcode CRID
% Assessable Ind 4 Barcode Mailer Name
4 Barcode - eDoc 4 Barcode MID
4 Container ID - eDoc 4 Container Destination ZIP
< Destination ZIP - eDoc = < Error Code o
Activate/Deactivate the feed?
¥ Active Feed Indicator
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POSTAL SERVICE® Deleting a Data Feed

4. A Confirm popup will appear to confirm you want to delete the feed. Click Yes.

Confirm

Delete feed?

YES CANCEL

5.  The Create & Manage Data Feeds screen will appear. The feed willno longer be listed in the
Your Feeds section.
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UNITED STATES
POSTAL SERVICE® IV-MTR Resources

| IV-MITR help is available in three places:

1. IV-MTR Application — the Help section

of the IV-MTR website hosts the library e L o

of tutorial videos and provides links to s e

select references on PostalPro - e
USP; POSTALFPRO" a

2. PostalPro™ [V-MTR page — a knowledge e —

base with all IV-MTR documentation informed Visibility® Mail
Tracking & Reporting (IV®-MTR) s

and resources e

Aestpg tx
; Lates Pioaze e
Who is IV-MTR for? [E -
Cormmercal maters o v tacking barcoded trs 0513 Delegaton Request For
Tats, turcdes, nancieg s vays, s sk, -

M Custy Dot teongh VTR

30 contaners

3. IV Solutions Center® (IVSC) - @ (ﬂ’
dedicated group of Help Desk D I V
professionals who can assist with any SOLUTIONS
qguestions CENTER"
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UNITED STATES IV-MTR Help Page

POSTAL SERVICE®

| Access the IV-MTR Help Page from within the IV-MTR application
by clicking the Question Mark bubble in the Widget Sidebar.

QUERIES & FEEDS DATA DELEGATION

LOAD SAVED REPORT

I The IV-MIR Help page hosts:

QUERIES & FEEDS ‘ DATA DELEGATION ‘ ADDRESS BOOK | ROLES

Q 1 Alerts Available

o Mail Tracking Help | searen
Documents D Tutorial Videos
= IV-MTR Mail Tracking User Guide General
IV-MTR Mail. XML Guide IV-MTR Benefits Overview
IV-MTR External Facing Data Dictionary One-Time Queries
Additional documentation is available on the IV-MTR PostalPro page Introduction to One-Time Queries
One-Time Query: Select Entity(s) \
One-Time Query: Select Delivery Method

One-Time Query: Define Filters and Fields ° °
PostalPro one-Time Query Reteve Resuls Tutorial videos that

One-Time Query: Mail Object Navigator

Document links provide a library of step-

Introduction to Data Feeds

that give you by-step instructional
direct access to videos that walk you

select PostalPro through using IV-MTR
resources
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UNITED STATES ™ IV
POSTAL SERVICES PostalPro™ IV-MTR Page

| PostalPro provides a wealth of information about IV-MTR.

= The MQD through IV-MTR page provides MQD-specific resources,
including:

* MQD Data Dictionary (detailed information about the actual data

received)
MQD Error Codes (listing of error codes)
FAQs

= The IV-MIR PostalPro page provides general information about IV-MIR,
including:

IV-MTR User Guide (the most in-depth information about IV-MTR)
Applying for Access (instructions for setting up a new IV-MTR account)

IV-MTR Orientation Training (infroduction to application layout and

navigation)

Release Notes (information about the most recent updates)
MQD Data Delegation form (needed when coordinating data

delegation with the IV Solutions Center)
MTAC User Group 4 materials (information about the open forum for

USPS representatives and industry leaders to discuss mail visibility) .
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UNITED STATES .
POSTAL SERVICE® IV Solutions Center

| The IV Solutions Center is available to help answer any questions
you have about IV-MIR.

InformedVisibility@usps.gov
1-800-238-3150, Option #2

7 AM to 5 PM CT, Monday through Friday
(closed USPS holidays)

Q1v

SOLUTIONS
CENTER™
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UNITED STATES -
POSTAL SERVICE® Change History

___Date | Version | Deseripon |

9/1/2026 7.9 + Updated screenshots/notes throughout user guide for “Test Server Connection”
button, which was disabled in the IV-MTR application in a prior release.

2/26/2026 7.8 + Updated table on slide 16 with settings to create a monthly Source
Frequency for data feeds.
10/9/2025 7.7 + Updated screenshots on slides 21, 22 to reflect new data type.
+ Added slides 94-97 with steps to download images.
6/17/2025 7.6 + Updated IV-MTR Landing Page image with Reference Data section/links,
updated references to tutorial videos
11/13/2020 7.5 + Expanded Data Delegation appendix
+ Updated PostalPro URL & added IDPC mention
4/25/2020 7.4 + Updated Data Delegated to My CRIDs slides with new Data Type drop down

* Added Orientation Training to PostalPro slide.
+ Added note about using a non-comma delimiter
+ Removed MID reference in Select Entities discussion

11/9/2019 7.3 « Updated shots to remove Email Nofification options. Reorganized content to
enhance usability. Added introductory information and expanded resources
section. Updated for clarity throughout.

8/14/2019 7.2 + Updated shots on slides 14-16 to remove Full Service Nesting/Sortation option
+ Updated shots on slides 18 & 19 to show Last Updated date/timestamp

5/11/2019 7.1 + Updated to show users now have the ability to create a single Mail Quality
Data feed for multiple CRIDs and add multiple CRIDs to an existing data feed.
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Change History

___Date | Version | Descripon

3/29/2019 7.0 +  Changed “IV" to “IV-MTR" and “IV Help Desk” to “IV Solutions Center”

throughout.

» Refreshed screenshots throughout.

* Added hyperlinks to the Contents slide.

+ Updated instructions for getting access to IV-MTR to reflect that contacting
the IV Solutions Center is no longer necessary to obtain authorization code.

+ Added Manage Data Delegation slides.

+ Added items to the Resourcesslide.



UNITED STATES T
T T Acronyms & Abbreviations

Acronym / o

BCG Business Customer Gateway

BSA Business Service Administrator

CRID Customer Registration 1D

EPS Enterprise Payment System

IDPC Informed Delivery® Post-Campaign

IV®-MTR Informed Visibility® Mail Tracking & Reporting
JSON JavaScript Object Notification
LF Line Feed

MQD Mail Quality Data

PPC Package Platform Concept

SFTP Secure File Transfer Protocol
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UNITED STATES

e =TT File Characteristics

File Extension TXT

Full Service
Seamless Acceptance

Move Update

Program Types
Available

elnduction

Sent to SFTP server
Online Download

Option to zip? Yes

YYYYMMDDhhmmss_MQD_<Program Type>_<Error
Type>_<Source Frequency>_<4 random alphanumeric
chars for Message Group>_<4 digits for Message #>.txt

Sl ENFIEN I ERE 20191207112728_ MQD_FS_BQ_M_2XY4_0001.txt

Line feed (LF) “\n”

As selected by user
Note: Pipe delimiterrecommended because commas
are included in error data.
aeielling et lelkes Multiple files created if more than 100,000 records
Number of Records
Success/Failure Yes
Email Available?
Behavior if No Blank file appears in Output History but not sent; email
Records sent if “On Transfer Success” selected

Delivery Method

File Naming
Convention

JSON

Full Service
Seamless Acceptance

Move Update
elnduction

Sent to SFTP server or web service
Online Download

Yes

YYYYMMDDhhmmss_MQD_<Program Type>_<Error
Type>_<Source Frequency>_<4 random alphanumeric
chars for Message Group>_<4 digits for Message #>.json

20190616150100_MQD_SA BQ_D_141U_0001.json
n/a

n/a

n/a

The current target is 250 scans per file for message in the
message group.

No

No file will be sent, though there are enhancements in the
future to send blank files.
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File Naming Convention

POSTAL SERVICE®
BTN ECEESTE o tone s
Full Service Barcode Uniqueness BQ
e MU By/For BF I Read fwo files Full Service — Barcode
Uniqueness — Daily:
Seamless SE R HIREI oF = 20171019045510_MQD_FS_BQ_D_OF2D_000
Acceptance Duplicate D 1.json
elnduction & Entry Facility EF = 20171019045510_MQD_FS_BQ_D_0F2D_000
Entry Point Discount EPD 2Json
Mail Characteristic MC q file for S |
m MID MID ! Eicslnngnsir'f;ig; —e\?vr:eeljysf:Accepmnce )
Daily D Misshipped M = 20171020223045_MQD_SA_NS_W_0F2D_00
Weekly W Move Update MU OT.ixt
Monthly M Nesting/Sortation NS
Payment PYMT
Postage P
STID STID
Undocumented U
Unlinked Copal uc
Warning W
Weight WT
Zone A
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UNITED STATES .
T Adding a Server to the Address Book

To send data to a server or web service, it must be added to the IV-MTR
address book. You can add a server or web service before or while
creating a data feed.

For instructions on adding
a server...

While you are creatinga  Adding a Server during

data feed, Feed Sefup
Before you begin Adding a Server before
creating a data feed, Feed Sefup

If you would like more information about the IV-MTR Address Book, please
see the IV-MTR User Guide.
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UNITED STATES . .
BOSTAL SERVICE® Adding a Server during Feed Setup

To add a server or web service while creating a data feed, under the Define Target drop-down,
click Add a Server. A window opens for you to enter the server details.

Select the Protocol Type and complete the remaining fields. When you are finished, click Add to
Address Book. The new server or web service is added to your address book and is now
available from the Define Target menu. Continue with the data feed setup instructions.

Note: The Test Server Connection functionality has been disabled, so the button is grayed out.

File Format
Delimited File 3¢
Delimiter Multi-value Delimiter
Comma = N/A

Server Details
Define Target

| Select - £ onlin)
downioag Protocol Type* SFTP -

. o to address book

File Transfer FoO! ) . ( |
CRIDs* 2 items selected Host Target Directory ‘ ‘
Un-zipped

$ [use UsPS Provided Server Host User Name* ‘ ‘

Host Description®

Host Password™® ‘ ‘

Host Address® ‘ ‘
L J a

Primary Contact®
‘ Add a contact Go to address book

Port ‘ 22

ADD TO ADDRESS BOOK CANCEL TEST SERVER CONNECTION

52



UNITED STATES
POSTAL SERVICE®

Adding a Server before Feed Setup

To add a server or web service before creating a data feed, go to Address Book > Servers. On
the left side of the screen, select the Protocol Type and complete the remaining fields. When you
are finished, click Add to Address Book. The new server or web service is added to your address
book and is now available from the Define Target menu when you create a data feed.

Note: The Test Server Connection functionality has been disabled, so the button is grayed out.

ROLES & PERMISSIONS

QUERIES & FEEDS DATA DELEGATION

T

Q[ Servers
A New Server Servers
PRIMARY PROTOCOL
— ., HOSTDESCRIPTION HOST ADDRESS PORT CONTACT TYPE ACTION
-_— Protocol Type* HTTPS JSON v
\. [+] Testing Testing 22 Elizabeth Bennett SFTP @ @
CRIDs* 2 items selected ~
+] Server 2 22272322 22 22 Fitzwilliam Darcy SEIP -@
Web Service | | @
LEZELIF B | XYZ SFTP Server 12.34 567.39 22 Elizabeth Bennett | SFTP @ @
‘Web Service URL* | hitps:¥ | X X .
[+] XYZ JSON Web Service hitps:/ixyz.comfisonapi 1] HTTP_JSON @ -@
ey | | B | XYZMaiXML Web Service hitps:iixyz.comlentregapi/api | 0 HTTP @ @
Password | | B8 | UsPS-Provided Server AL USPS Provided Server 0 George Wickham  sftpserver @ -@
TEST SERVER CONNECTION
L4 >
|« 4 1 e >l 10 ~ | items per page 1-7 of 6 items
ADD TO ADDRESS BOOK
CANCEL
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UNITED STATES What is Data Delegation?

POSTAL SERVICE®

| Data Delegation is a feature of IV-MITR that allows you to share
and receive data with other CRIDs/MIDs and organizations.

o o O

= |n IV-MTR, each CRID has & g\
|

visibility of its own data. %‘ |

o »:0
%

Data

Delegation
Permission for another
CRID/MID to view your

i CRID/MID s data i

= |f you'd like to share data with
another CRID, you can do so by
creating a dafa delegation.

Receiver Delegator
Receives data from Grants visibility to

= The data delegation allows the receiving
CRID to create data feeds with your data. g\

|




UNITED STATES . .
T What is Data Delegation?

| There are two roles in data delegation:

1. Delegator: The CRID that shares its data with another CRID or
MID.

2. Receiver: The CRID thatreceives data from another CRID.

| Data Delegation can be initiated by either a delegator or a
receiver.

= |nstructions for both methods are provided in this section.

| Data can be shared either between CRIDs owned by the same
organization (as a means of centralizing data), or between
organizations (such as a Mail Owner and a Mail Service Provider).

| If you have any questions about whether data delegation is right
for you, please contact the |V Solutions Center.
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| Data Delegation in IV-MTR hinges on the following:

1. Level of Delegation - MQD is delegated at the CRID-level.

e This provides visibility of all MIDs — current and future — for @
particular CRID.

2. Data Type Shared - New data delegations must be created
for each data type.

e This ensures the CRID owner can control what data
recipients are allowed to receive.

 Having a delegation in place for one data type does not
affect visibility of any other data types. There is no option
for a blanket delegation of all data types.
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How Data Is Shared (continued)

| Data Delegation in IV-MTR hinges on the following:

3. Discretion of Delegator — Delegating CRIDs have final say on
what visibility is shared.

e Receivers canrequest the data and dates they prefer, but the
delegator can modify any delegation at any time.

- Receivers can be nofified about modifications made to data
delegated to them. See the [V-MITR User Guide, section 12.4:
Managing Notification Preferences.

 |fanew data type becomes available, the receiving party will
need to submit a new data delegation form to receive that data

type.

4. Manual Updating of Feeds/Reports with Delegated Data -
Delegated data is not automatically added to existing data
feeds or saved reports.

e After the receiveris granted visibility, they must update any existing
data feeds or reports or create new feeds/saved reports manually.

 Data feeds will only begin delivering data from the time the
delegation was approved by the delegators forward (regardless of
what dates the receiver requested visibility of). 57
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UNITED STATES . .
T T Delegation Setup Options

| The IV-MTR application provides a self-service data delegation
area that allows organizations with [V-MTR accounts to share data
without having to contact the Postal Service.

= |Instructions for doing this are provided in this section.

= Only BSAs, BSA Delegates, or Data Delegation Managers can
set up delegations.

| However, if one or both of the organizations do not have access
to IV-MTR or do not wish to set the delegation up themselves, the
IV Solutions Center can help facilitate the delegation.

= Please contact the IV Solutions Center for more information.

| This appendix provides the essential instructions for setting up
MQD-specific delegations.

= |f you need more detailed information about Data Delegations
at any time, see the [V-MIR User Guide.
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UNITED STATES .
POSTAL SERVICE®S Data Delegation Area

| There are four tabs within the Data Delegation area of IV-MIR:

Clkosicsences  Informed Visibilitye

QUERIES & FEEDS ADDRESS BOOK ROLES & PERMISSIONS

Q[ Request Data Delegation 1 Manage Data Delegation Delegate Data to Others Data Delegated to My CRID

1. Request Data Delegation: Allows you to request visibility from another CRID,
view the history of your requests, and cancel pending requests.

e Some functionality on this tab is restricted by user level.
2. Manage Data Delegation: Allows you to view the requests you have
received from other CRIDs for visibility of your data and approve or deny
them. Also allows you to view the full history of data delegations for your

CRID’s data, including those created by your CRID’s users, and modify or
delete them as necessary.

e This tab is restricted by user level (general users cannot view).

3. Delegate Data to Others: Allows you to delegate visibility of your data to
another CRID.

* This tab is restricted by user level (general users cannot view).

4. Data Delegated to My CRID: Allows you to see the data currently
delegated to your CRID and delete any unwanted delegations.

* Some functionality on this tab is restricted by user level. 50
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POSTAL SERVICE® Getiling Started

| To delegate or request MQD, you will need the following:
= A BSA, BSA Delegate, or Data Delegation Manager user role
Delegating CRID(s)
Receiving CRID(s)
Dates data will be shared
IV-MTR service for your CRID
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UNITED STATES Getting Started

POSTAL SERVICE®

| Use the table below to proceed.

If you want fo...

Request data from another CRID, Requesting Data Delegation

View data currently delegated Viewing Data Delegated 1o

to you, You

Delete data currently delegated Deleting Data Delegated to
to you, You

Delegate data to another CRID,  Delegating Data to Others
Review delegation requests Reviewing Data Delegation
you've received, Requests

Modify or delete data you are Modifying Existing Delegations

currently delegating,
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UNITED STATES . .
POSTAL SERVICE® Requesting Data Delegation

I This section is restricted to BSAs, BSA Delegates, and Data Delegation Managers.

| Follow these steps to request data delegation:
1. Loginto IV-MTR and click the Data Delegation tab.
2. The Data Delegation area willappear, set to the Request Data Delegation tab.

== UNITED STATES

[~ | POSTAL SERVICE ® Informed V|S|b|||ty®

QUERIES & FEEDS ‘ DATA DELEGATION ADDRESS BOOK ROLES & PERMISSIONS

q[ Request Data Delegation ] Manage Data Delegation Delegate Data to Others Data Delegated to My CRID

1. SELECTENTITY(s) 9 2 DEFINEFILTERS & FIELDS ? 3. SELECT RECIPIENT(s)

3. Inthe Delegation Data Type dropdown, select Mail Quality Data.

1. SELECTENTITY(s) ? 2. DEFINEFILTERS &

Delegation Data Type: [ Mail Quality Data \TH
Search CRID(s) \

Scan Data
Search for a CRID
Payment Transactions

COMPANY NAME & Package Attributes

«"  Mail Quality Data

Informed Delivery Post-Campaign
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4. Use the Search CRIDs pane to locate and add the CRIDs you would like visibility for. For
best results, use the full CRID.

=  Selected CRIDs will move from the Search CRID(s) pane to the Your selection(s) pane.

Search CRID(s)

COMPANY NAME & CRID
Clear
LET'S LEARN IV-MTR 9482?032

5. When you have finished adding CRIDs, click NEXT STEP.

1. SELECTENTITY(s) » 2. DEFINEFILTERS & FIELDS 2 3. SELECT RECIPIENT(s)

Delegation Data Type: Mail Quality Data e
Search CRID(s) Your selection(s)
04526032 “ COMPANY NAME a CRID
COMPANY NAME & CRID LET'S LEARN IV-MTR. 94826032

NEXT STEP
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6. The Define Filters & Fields screen will appear. Inthe Choose Delegation Effective Date Range
section, select the dates you would like visibility for.

* You cannot select dates in the past.

* Data feeds will only begin delivering data from the time the delegation was approved
by the delegators forward (regardless of what dates the you request visibility for).

SELECTED CRID(s): 94826032
SELECTED Mailer Roles: Mail Owner, Mail Preparer, eDoc Submitter, Transportation Carrier

Choose Delegation Effective Date Range
FROM | 07/30/2020 & | TO | Leave blank for no end date =

7. When you have chosen your dates, click NEXT STEP.

1. SELECT ENTITY(s) 2 2. DEFINE FILTERS & FIELDS » 3. SELECT RECIPIENT(s)

SELECTED CRID(s): 94326032
SELECTED Mailer Roles: Mail Owner, Mail Preparer, eDoc Submitter, Transportation Carrier

Choose Delegation Effective Date Range

FROM | 07/30/2020 g | T0 Leave blank for no end =

PREVIOUS STEP NEXT STEP
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8. The Select Recipient(s) screen will appear. Use the Select CRID(s) pane to select the
CRIDs that willreceive the data. Selected CRIDs willmove from the Select CRID(s) pane to
the Your selection(s) pane.

1. SELECT ENTITY(s) ? 2.DEFINEFILTERS &FIELDS 2 3. SELECT RECIPIENT(s)

Select CRID(s) Your selection(s)
‘ Search for a CRID from the list below ‘ COMPANY NAME CRID/MID
COMPANY NAME A CRID
+ADD ALL CRIDs
IV DELEGATORS 94825368

9. When you have finished selecting your CRIDs, click SUBMIT.

1. SELECT ENTITY(s) » 2.DEFINE FILTERS & FIELDS ?» 3.SELECT RECIPIENT(s)
Select CRID{(s) Your selection(s)
| Search for a CRID from the list below | COMPANY NAME & CRID/MID
COMPANY NAME & CRID IV DELEGATORS 94825388
PREVIOUS STEP SuBMIT
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10. A confirmation screen will appear. Review the details of your request.

* If you need to make changes, click the EDIT link next to the section that needs
updates.

Entities
Selected CRID(s)
94826032

* Ifyourrequestis ready to submit, click CONFIRM.

F N
Please Confirm
Last Update Date/Time:

Entities EDIT Filters EDIT
Selected CRID(s) Data Type
94826032 Mail Quality Data

Recipients  EDIT

Selected CRID(s)
04825368

Delegation Effective Date Range  EDIT
From 07/30/2020 to No End Date

| CONFIRM |

e
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11. A popup willappear, confirming your request has been submitted. Users of both the
receiving and delegating CRIDs will be notified of the request according to their
notification settings.

Success

‘Your data delegation request has been submitted
for approval.

12. Your data delegation request is now complete and with the delegators for review.
= [f you would like to review the status of your request, see the next slide.
= |f yourrequestis approved and you would like to begin using the data:

* Addthe delegated CRIDs to your existing MQD data feeds using the instructions
here.

* Create a new MQD data feed using the instructions here.
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| The Request History table lists all the delegation requests submitted by your CRID(s)/MID(s)
and their statuses.

| Inthis table, you can:
= Determine arequest’s status by locating its entry in the STATUS column

* Note: If your delegationis marked as Pending for an extended period of time, contact
the delegator or reach out to the |V Solutions Center for assistance.

= Review the details of a request by clicking its Details icon.
= Cancel arequest by clicking its Delete Tl icon.

* Note: Delegation requests cannot be modified after they have been submitted. If you
need to change something in a request, you must cancel the request and create @
new one.

Request History

RECEIVING zi:IIEPIX:‘INYG RECEIVING honQ\IJLECT REQUESTOR DELEGATING = DELEGATING DELEGATING REQUEST EFFECTIVE STATUS DETAILS
CRID - MID TYPE CRID COMPANY MID DATE FOR
94825367 IV Commu... ALL Payment IV_Commun... 94825368 IV DELEGAT... ALL 07/28/2020 07/28/202... Request Pending -@ .
94825367 IV Commu... ALL Payment IV_Commun... 94825368 IV DELEGAT... ALL 07/28/2020 07/28/202... Request Pending -@-
94825367 IV Commu... ALL Payment IV_Commun... 94825368 IV DELEGAT... ALL 02/18/2020 02/18/202... Request Cancel...
94825367 IV Commu... ALL Contai IV_C c 94825368 IV DELEGAT... ALL 06/22/2020 06/22/202... Request Rejected
94825367 IV Commu... ALL Bundle IV_Commun... 94825368 IV DELEGAT... ALL 06/22/2020 06/22/202... Request Rejected
94825367 IV Commu... ALL Handlin... IV_Comms_... 94825368 IV DELEGAT... ALL 02/18/2020 02/18/202... Request Rejected
94825367 IV Commu... ALL Mail Qu... IV_Comms_... 94825368 IV DELEGAT... ALL 12/05/2019 12/05/201... Request Appro... E 'Iﬁl =
]
I« < 1 131> > 10 v |items per page 1;10 of 23 items
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Viewing Data Delegated to You

| Follow these steps to view the data other CRIDs are sharing with you:
1. Loginto IV-MTR and click the Data Delegation tab.
2. Inthe Data Delegation areaq, click Data Delegated to My CRID.

3. The Data Delegated to My CRID screen appears, with a table listing all active
delegations.

I The Data Type drop down allows you to filter delegations records by data type.

= Note: If you have over 50,000 records, you will be required to choose a data type from the
menu before records will display.

I The Export icon allows you to download a list of all delegations.
I The Details icon allows you to view the details of each delegation.

Data Type All v

Data Delegated to My CRID g
_I:YAFI’ZOBJECT REQUESTOR DELEGATING CRID (D:ICE);E':I:TYING DELEGATING MID gi?:EST EFFECTIVE FOR DETAILS
Piece IV_Comms_Delega... 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date -@] i
Package IV_Comms_Delega... 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date @-
Package IV_Comms_Delega... 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date @
Package IV_Comms_Delega... 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date @I
Package IV_Comms_Delega... 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date @
Package IV_Comms_Delega... 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date -@-
Container IV_Communications 94825368 IV DELEGATORS ALL 06/18/2020 06/18/2020 to No End Date @ .
] »

l« | < |1 12> || P 10 v items per page 110 of 16 items 71




UNITED STATES
POSTAL SERVICE®

Deleting Data Delegated to You

(BSA, BSA Delegate, and Data Delegation Managers Only)



UNITED STATES
POSTAL SERVICE®

Deleting Data Delegations

I This section is restricted to BSAs, BSA Delegates, and Data Delegation Managers.

| If you no longer wish to receive a delegation from another CRID, you can delete it.

= All deletions are final. If a delegationis deleted by accident, a new delegation must be
created.

| To delete an existing delegation, complete the following:
1. Accessthe Data Delegated to My CRID page and locate the delegation in the table.

Data Type All -

Data Delegated to My CRID G
:I:\;IEOBJECT REQUESTOR DELEGATING CRID ([;CE)I;‘E;ZANT;NG DELEGATING MID gi?éJEST EFFECTIVE FOR DETAILS
Piece IV_Comms_Delega... 04825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date -@ 22
Package IV_Comms_Delega... 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date -@-
Package IV_Comms_Delega... = 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date @
Package IV_Comms_Delega... 04825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date -@I
Package IV_Comms_Delega... 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date -@-
Package IV_Comms_Delega... = 94825368 IV DELEGATORS ALL 02/18/2020 02/18/2020 to No End Date @
Container IV_Communications 094825368 IV DELEGATORS ALL 06/18/2020 06/18/2020 to No End Date -@ .
4 »

|« < 1 12\ > >l 10 v |items per page 110 of 16 items
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2. Clickthe Delete T icon for the delegation’s entry. A confirmation pop-up will appear.
Click DELETE.

Confirm

You will not be able to view data of this CRID/MID after removing delegation.

DELETE CANCEL

3. Asuccess message will appear, confirming that the delegation was deleted. Click OK.
Once a deletion is made, the change will be reflected within about 15 minutes.

Success

Delegation request cancellation has been successfully processed
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Delegating Data to Others

I This section is restricted to BSAs, BSA Delegates, and Data Delegation Managers.

| To begin, access the Delegate Data to Others area of the application:
1. Loginto IV-MTR and click the Data Delegation tab.
2. Inthe Data Delegation areq, click Delegate Data to Others.

Request Data Delegation Manage Data Delegation Delegate Data to Others Data Delegated to My CRID

1. SELECTENTITY(s) 9 2.DEFINEFILTERS & FIELDS 2 3.SELECT RECIPIENT(s)

| Follow these steps to delegate data:
1. Inthe Delegation Data Type dropdown, select Mail Quality Data.

1.SELECTENTITY(s}) ?» 2. DEFINEFILTERS &

Delegation Data Type: l Mail QUBHW Data
Select CRID(s)

Search for a CRID from if|

Scan Data

Payment Transactions

FPackage Attributes
« Mail Quality Data

COMPANY NAME &

Informed Delivery Post-Campaign
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2. Use the Select CRID(s) pane to select the CRIDs that will receive the data. Selected
CRIDs willmove from the Select CRID(s) pane to the Your selection(s) pane.

1. SELECTENTITY(s) 9 2. DEFINEFILTERS & FIELDS 2 3. SELECT RECIPIENT(S)

Delegation Data Type: Mail Quality Data 4

Select CRID(s) Your selection(s)
Search for a CRID from the list below COMPANY NAME & CRID
COMPANY NAME a CRID

+ADD ALL CRIDs
IV DELEGATORS 94835368

3. When you have finished selecting your CRIDs, click NEXT STEP.

1.SELECTENTITY(s} 9 2.DEFINEFILTERS & FIELDS ¥ 3. SELECT RECIPIENT(s)

Delegation Data Type: Mail Quality Data A
Select CRID(s) Your selection(s)
| Search for a CRID from the list below | COMPANY NAME & CRID

‘ COMPANY NAME & CRID ‘ IV DELEGATORS 04325352

NEXT STEP
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4. The Define Filters & Fields screen will appear. In the Choose Delegation Effective Date Range
section, select the dates you would like visibility for.
* You cannot select dates in the past.

* Data feeds will only begin delivering data from the time the delegation was approved
by the delegators forward (regardless of what dates the you request visibility for).

SELECTED CRID(s): 94825368
SELECTED Mailer Roles: Mail Owner, Mail Preparer, eDoc Submitter, Transportation Carrier

Choose Delegation Effective Date Range
FROM | (7/30/2020 @ TO | Leave blank for no end date =

6. Optional: Enter any notes you would like to include with the delegation in the text box.

If necessary, please provide any additional explanation for delegating data below.

7. When you have finished, click NEXT STEP.

If necessary, please provide any additional explanation for delegating data below.

PREVIOUS STEP NEXT STEP
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8. Use the Search CRIDs pane to locate and add the CRIDs you would like to provide visibility
to. For best results, use the full CRID.

=  Selected CRIDs will move from the Search CRID(s) pane to the Your selection(s) pane.

Search CRID(s)

o o
COMPANY NAME & CRID
Clear
LET'S LEARN IV-MTR 94337032

9. When you have finished adding CRIDs, click SUBMIT.

Search CRID(s) Your selection(s)
| 94826032 n COMPANY NAME & CRID/MID
COMPANY NAME & CRID LET'S LEARN IV-MTR 94826032
PREVIOUS STEP suBmMIT
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10. A confirmation screen will appear. Review the details of your delegation.

* If you need to make changes, click the EDIT link next to the section that needs
updates.

Entities EDIT

Selected CRID(s)
04825368

* If your delegation is ready to submit, click CONFIRM.

Please Confirm
Last Update Date/Time:

Entities  EDIT Filters  EDIT
Selected CRID(s) Data Type
094825368 Mail Quality Data

Recipients  EDIT
Selected CRID(s)
94826032

Delegation Effective Date Range  EDIT

From 07/30/2020 to No End Date
CONFIRM
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11. A popup willappear, confirming your delegation has been submitted. Users of both the
receiving and delegating CRIDs will be notified of the delegation according to their
notification settings.

Success

The data delegation rule has been created.

OK

12. Your data delegationis now complete. The delegation will appear in the Data
Delegation Authorization History table on the Manage Data Delegation tab.
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I This section is restricted to BSAs, BSA Delegates, and Data Delegation Managers.

I When another CRID sends a data delegation request to your CRID, a BSA, BSA Delegate, or
Data Delegation Manager must review the request and approve or deny it. Instructions are
provided in this section.

| To begin, access the Manage Data Delegation area of the application:
1. Loginto IV-MTR and click the Data Delegation tab.
2. Inthe Data Delegation areaq, click Manage Data Delegation.

3. The Manage Data Delegation screen appears, with the number of pending requests
listed in the tab and the requests themselves in the Data Delegation Requests Pending
Approval table.

= Requests are grouped by the CRID that is requesting the delegation.

Request Data Delegation I Manage Data Delegation . ] Delegate Data to Others Data Delegated to My CRID

Data Delegation Requests Pending Approval Search for CRID or MID
RECEIVING CRID ggﬁ?::;e RECEIVING gg‘l:ém REQUESTOR DELEGATING | DELEGATING DELEGATING REQUEST EFFECTIVE ACTION
- MID CRID COMPANY MID DATE FOR
TYPE
94826032 (3 requ... v x°
94825559 (1 requ... v R
94825367 (2 requ... v X
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| Toreview the data delegation requests your CRID has received, follow these steps:
1. To see the lists of requests: Click the expand B icon next to a CRID to see its requests.

Data Delegation Requests Pending Approval Search for CRID or MID
RECEIVING CRID ggﬁ?:::{e RECEIVING galjliECT REQUESTOR DELEGATING DELEGATING DELEGATING REQUEST | EFFECTIVE ACTION
- MID CRID COMPANY MID DATE FOR
TYPE
04825367 (2 requ... v X

2. To view detdails of a request and modify it (if desired): Scroll to the Action column and
click the green checkmark « for the request. The request’s Details screen will appear,
allowing you to review the request and make any modifications you like.

Data Delegation Requests Pending Approval Search for CRID or MID

RECEIVING CRID 23;?:::6 RECEIVING zg.‘lLE or REQUESTOR = DELEGATING = DELEGATING DELEGATING | REQUEST @ EFFECTIVE ACTION
- MID CRID COMPANY MiD DATE FOR
TYPE
94825367 (2 requ... v X
94825367 IVCOMM...  ALL Payment IV_Commu... 94825368 IV DELEGA... ALL 07/28/2020 = 07/28/202... b 4
94825367 IVCOMM...  ALL Payment IV_Commu... = 94825368 IV DELEGA... ALL 07/28/2020 | 07/28/202... v X

3. Proceed as follows:
e  Approvingrequests
* Denyingreguests
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| To approve requests:

= Individually: Click on the green checkmark for the request and select APPROVE. A

success message will appear.

Data Delegation Requests Pending Approval

RECEIVING MAIL
R‘ECEIVING CRID COMPANY ;E[():EW]NG OBJECT
TYPE

& | 94825367 (2 requ...

94825367 IV COMM... ALL Payment

94825367 IV COMM... ALL Payment

REQUESTOR

IV_Commu...

IV_Commu...

DELEGATING
CRID

94825368

94825368

Search for CRID or MID

DELEGATING DELEGATING = REQUEST = EFFECTIVE ACTION
COMPANY MID DATE FOR

v X
IV DELEGA... ALL 07/28/2020 = 07/28/202... b 4
IV DELEGA... ALL 07/28/2020 = 07/28/202... v X

= In bulk: Click the green checkmark on the CRID line and select APPROVE.

Data Delegation Requests Pending Approval

RECEIVING MAIL
R.ECEIV|NG CRID COMPANY ::E[()ZEIVING OBJECT
TYPE

& | 94825367 (2 requ...

94825367 IVCOMM...  ALL Payment

94825367 IVCOMM...  ALL Payment

REQUESTOR

IV_Commu...

IV_Commu...

DELEGATING
CRID

94825368

94825368

Search for CRID or MID

DELEGATING DELEGATING REQUEST EFFECTIVE ACTION
COMPANY MID DATE FOR

x
IV DELEGA... ALL 0712812020 07/281202. . v X
IV DELEGA... ALL 0772812020 07/281202... v X

I Therequests willappear in the Data Delegation Authorization History table at the bofttom of
the page. The users of the delegating and receiving CRIDs will be notified according to

their notification settings.
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I NOTE: All denials are final and cannot be undone. If a delegationis denied by accident, a
new one must be created.

| To denyrequests:

= Individually: Click on the red X for the request, select a reason for the denial, and click
SUBMIT. A success message will appear.

Data Delegation Requests Pending Approval Search for CRID or MID
RECEIVING CRID EE)SAEX:JNYG RECEIVING ZQ‘IJLE CT REQUESTOR DELEGATING = DELEGATING DELEGATING REQUEST EFFECTIVE ACTION
- MID CRID COMPANY MIiD DATE FOR
TYPE
& | 94825367 (2 requ... v X
94825367 IV COMM... ALL Payment IV_Commu... 94825368 IV DELEGA... ALL 07/28/2020 | 07/28/202... v 4 E
94825367 IV COMM... ALL Payment IV_Commu... 94825368 IV DELEGA... ALL 0772812020 07/28/202... v X

= |In bulk: Click the red X on the CRID line, select a reason for the denial, and click SUBMIT.
A success message will appear.

Data Delegation Requests Pending Approval Search for CRID or MID
RECEIVING CRID gg;gx:‘f RECEIVING gg.llLE o1 REQUESTOR DELEGATING = DELEGATING DELEGATING REQUEST EFFECTIVE ACTION
- MID CRID COMPANY MID DATE FOR
TYPE
B | 04325367 (2 requ... 7 E
94825367 IV COMM... ALL Payment IV_Commu... 94825368 IV DELEGA... ALL 07/28/2020 | 07/28/202... v X

I Therequests willappear in the Data Delegation Authorization History table at the bofttom of
the page. The users of the delegating and receiving CRIDs will be notified according to
their notification settings.
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This section is restricted to BSAs, BSA Delegates, and Data Delegation Managers.

Delegators can modify any delegation at any time, for any reason.
= Any changes made will be effective from the date of modification forward.

The following modifications are available for MQD delegations:
1. Updating the end date to a date (foday or future)

* |f you would like to update the end date so data is delegated indefinitely, please
contact the |V Solutions Center.

If you would like to change any other aspect of the delegation (including the recipients or
data types), a new delegation must be created.

= |f desired, you can delete the existing delegation using the instructions in this section.

Proceed as follows:
= Modifying an Existing Delegation
= Deleting an Existing Delegation
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I To modify an existing delegation, complete the following:

1. Accessthe Manage Data Delegation page and locate the delegation in the Data
Delegation Authorization History table at the bottom of the page.

Data Delegation Authorization History &

RECEIVING RECEIVING RECEIVING MAIL OBJECT REQUESTOR DELEGATING DELEGATING DELEGATING REQUEST @ EFFECTIVE STATUS DETAILS

CRID COMPANY MID TYPE ~ CRID COMPANY MID DATE FOR

94825367 IV COMMUNIL... ALL Piece IV_Comms... 94825368 IV DELEGAT... ALL 02/18/20... 02/18/202... Request Ap... @ =

94825367 IV COMMUNL... ALL Payment IV_Commu... 94825368 IV DELEGAT... ALL 07/28/20... 07/28/202... Request Ap... le

94825367 IV COMMUNL... ALL Payment IV_Commu... 94825368 IV DELEGAT... ALL 07/28/20... 07/28/202... Request Ap... @

94825367 IV COMMUNL... ALL Payment IV_Commu... 94825368 IV DELEGAT... ALL 02/18/20... 02/18/202... Request Ca...

94825367 IV COMMUNIL... ALL Package IV_Comms... 94825368 IV DELEGAT... ALL 02/18/20... 02/18/202... Request Ap... @

94825367 IV COMMUNIL... ALL Package IV_Comms... 94825368 IV DELEGAT... ALL 02/18/20... 02/18/202... Request Ap... (Z‘

94825367 IV COMMUNL... ALL Package IV_Comms... 94825368 IV DELEGAT... ALL 02/18/20... 02/18/202... Request Ap... f
.

4 »

< 4 1 12 > >l 10 v items per page 1; 10 of 20 items
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2. Click the Modify (¢ icon for the delegation. A Modify Delegation pop-up will appear,
listing the details for the delegation. You can update the end dates as desired. When
you have finished, click UPDATE DELEGATION.

- Ifyou would like to update the end date so data is delegated indefinitely, please
contact the |V Solutions Center.

Modify Delegation

Last Update Date/Time:

Requesting CRID(s): 94825368 (IV DELEGATORS)
Requesting MID(s): ALL

Data Type
Transactions

Data Type Details
Address Quality

Choose Delegation Effective Date Range

FROM | 07/31/2020 & TO | 12/31/2020 =

3. A success message willappear. The delegation recipients will be notified of the
modifications according to their notification settings.

Success

Your request has been submitted successfully.
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| Delegators can delete any delegation at any time, for any reason.
= Once a deletion is made, the change will be reflected within about 15 minutes.

= All deletions are final. If a delegationis deleted by accident, a new delegation must be
created.

| To delete an existing delegation, complete the following:

1. Accessthe Manage Data Delegation page and locate the delegation in the Data
Deleaation Authorization History table at the bottom of the paage.

Data Delegation Authorization History g

RECEIVING RECEIVING RECEIVING = MAIL OBJECT | REQUESTOR DELEGATING DELEGATING DELEGATING REQUEST @ EFFECTIVE

CRID COMPANY MID TYPE ~ CRID COMPANY MID DATE FOR SIATUS DEIAILS

94825367 IVCOMMUNL... | ALL Piece IV_Comms... = 94825368 IVDELEGAT... = ALL 02/18/20... | 02/18/202... = RequestAp... @ =

94825367 IVCOMMUNL...  ALL Payment IV_Commu... | 94825368 IVDELEGAT.. = ALL 07/28/20... = 07/28/202... = RequestAp... @

94825367 IVCOMMUNL... | ALL Payment IV_Commu... | 94825368 IVDELEGAT.. = ALL 07/28/20... | 07/28/202... | RequestAp... @

94825367 IVCOMMUNL...  ALL Payment IV_Commu... = 94825368 IVDELEGAT.. = ALL 02/18/20... = 02/18/202... = RequestCa...

94825367 IVCOMMUNL... | ALL Package IV_Comms... | 94825368 IVDELEGAT.. = ALL 02/18/20... | 02/18/202... | RequestAp... &

94825367 IVCOMMUNL...  ALL Package IV_Comms... = 94825368 IVDELEGAT.. = ALL 02/18/20... = 02/18/202... = RequestAp... &

94825367 IVCOMMUNL... | ALL Package IV_Comms... | 94825368 IVDELEGAT... = ALL 02/18/20... | 02/18/202...  RequestAp... 2
4

4 >

I <« |1 |2/ > || M| | 10 v]items perpage 1210 of 20 items
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2. Clickthe Modify (£ icon. A Modify Delegation pop-up will appear, listing the details for
the delegation. Click DELETE DELEGATION.

Modify Delegation

Last Update Date/Time:

Requesting CRID(s): 94825367 (IV COMMUNICATORS)
Requesting MID{s): ALL

Data Type
ICAPS Invoices

Choose Delegation Effective Date Range
FROM | 07/28/2020 B TO | Leaveblankfornoend | B

UPDATE DELEGATION

DELETE DELEGATION

3. A Confirm pop-up will appear, listing the CRIDs and MIDs in the delegation. In the
Select Reason(s) dropdown, choose a reason and click DELETE.

Confirm

Select Reason(s)
CRID/MID Owner denied request e

DELETE CANCEL
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4. A success message will appear, confirming that the delegation was deleted. Click OK.
Once a deletion is made, the change will be reflected within about 15 minutes.

Success

Delegation request rejection has been successfully processed
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1. Download the file(as zip file) from Output history.

Output History

PRINT EXPORT AS

Most Recent Execution Attempt Delivery

- Success

20251002115.. 0 Thu Oct 02 12:01:16 CDT 2025 Success Downioad =

2. Extract the downloaded zip file and open file in notepad.

- (8] X
2 20250822073245 MQD_SVLMI_HA X +

File  Edit View @

hctual Entry Point Facility,Affected Piece Count,Appointment Scheduler,Assessable Ind,Barcode - eDoc,Barcode - Scanned,Barcode
CRID,Barcode Mailer Name,Barcode MID,Bundle Break Indicator,Container Destination ZIP,Container ID - eDoc,Container 1D -
Scanned,Container Level,Container Type,CSA ID,Destination ZIP - eDoc,Destination Zip Code - Scanned,eDoc Customer Group ID,eDoc
Job ID,eDoc Mail Class,eDoc Mailing Group ID,eDoc Processing Category,eDoc Submitter,eDoc Submitter Crid,eDoc Type,eDoc User
License Code,eInduction Container Grouping,Error Code,Error Create Date,Error Data,Error Deactivation Ind,Error
Description,Error Level,Error Resolution,Error Type,Facility ZIP - eDoc,Facility ZIP - Scanned,HU ID - eDoc,HU ID - Scanned,IM
Barcode,Invoiced Crid,Invoiced Mailer Name,Invoiced Period,Logical Container Ind,Logical HU Ind,Lower Piece Range,Machine
Type,Mail Irregularity Images,Mail Owner,Mail Owner Crid,Mail Preparer,Mail Preparer Crid,Mailer,Mailer ID,Mailing Date,Manual
Sample 1D,NASS Code,Package ID,PBV Full-Service Discount Ind,Permit Type - eDoc,Permit/Pub Number,Piece Count,Piece ID,Piece
Range 1D,Planned Entry Point Facility,Planned Facility Address,Planned Facility City,Planned Facility Name,Planned Facility
State,Planned Locale Key,Program,Record Frequency,Resolution Action,Scan Date,Scan Facility,Scan Job I1D,Scan Mail Class,Scan
Mailing Group ID,Scan Postage Statement ID,Scan Processing Category,Scan Time,Scanned Facility Address,Scanned Facility
City,Scanned Facility State,Scanned Locale Key,Source,Source Batch Time,Transportation Carrier,Upper Piece Range,Verification
Type

,1525, ,N,5027190105833169125007960523627 ,5027190105833169125007960523627 ,94552402 , SASP_SMLSS_TEST_B,901058331,,,,,,,,07960523627
,07960523627,,,USPS Marketing Mail,52@454363,Flat,SASP TEST IV CRID, 20480607, ,,,3034,20250813 21:33:33,,N,SV Device Mail
Irregularity recorded for Piece Parcel Hazmat,Piece,Prepare Pieces according to DMM 201.9,Hazardous
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3. Savefile as all files (add .csv to the end of the file name)

File name: [ 20250822073245_MQD_SVLMI_HAZARDOUSMATERIALS_D_NAPK_0001.csv -
Save as type: | All files -
» Hide Eolders Encoding: UTF-8 b Save Cancel 1

4. Openthe saved csv file.

5. Continue to step 6 if csv file is not comma-delimited. Otherwise, if file opens in
comma delimited format, select column A, Data on top row and text to data to
column to covert file.

File  Mome lemrt Oraw  Pagelsyout Formulas Data | Review View Actomate Melp  DYMO Label  Acrcbat & comment: | (EENTR
[ oo temcsy B3 From Piore ~ b L3 Gveries & Convections o 2 ¥ = B |8 T M oow -
lw [ From wen ) Recem Sousces “’[:;’ g @ @ s ‘l @ S:C R ‘;l% - | »- E, ,E‘, o -
Duta = [ oo Tatsieiange [ Exmtng Comoctions A1~ Sy || S i W Adwasces | Colnes 55 - Aatss s Seet I Sutests
Al v i fx Actusl Emiry Poles Fac iy Affected Plece Count Appoirtment Schefider Axseasable bnd Barcode - eDoc Barcode - Scanned Barcode CRID, Barcode Mailer Name, Barcode MID, Bundie Break Indcater, Comainer Destration v
A 8 C D 3 4 o " ' ] . L » N Q L Q " S 1 v v w
1 A<t Entty Pont Fac Aty Mfected Piece Count.A S teduimr A b Ind, Barcode - e0oc, Barcode - Scanned, Barcode CRID. Barcode Mader Name, Barcode MID Bundle Break indicwor Contamet Destirmton IP Containes 10 - eDoc.Container 10 - S
4 [ASSNI0271901 058331691 2500796052362 7, 50271501 058331691 2500796052362 7, 94552402, SASP_SHLSS_TEST_B.501058331........ OTSS0523627,07960523627,. USPS Markatrg Mol 520854363 Flw SASP TEST I CRID 20880607, . 3034, 20250813 21°X
BES29T21 7359 8529721 7355 AMIGFS02 USPS Marketing Mal 520439231, Flat, SASP TEST IV CRID, 20480807, PCOL

N27E208 1 2000025107755122274415,00271 20812000025 107755 122274415, 20480507 SASP TE5T ¥ CRD.208120,Y,50999,000001,__ 55122274415,55122274415, CRS15501, USPS Marketey Mal 520055351 Lener SASP TEST IV CRID, 20480607 TP, =
et e enren, SO4B0507, ,, 5004, 20250815 02:25:44, there 12 13 efrer today at 02.05 8. 13.2007.Y scepld Pece. Hazsrdous Muterists.,, 20480607 20250725, oovosinssnmmmmene S ¢ LOgged Mail reguiarty, Daly........... e ZU25081502:25:44,

LO0Z7I2081 2000025 107755122274415,00271 208 12000025 107704 1222744 15, 20480807, SASP TEST IV CRID.208120,Y.50090,000001, . $6122274418, 35122272415, CRE1S501, USPS Marketeg Mol 520055901 Lener SASP TEST IV CRID. 2040060711, 2

DO105EII140621 507M052)027 5027 1901 058331 2562 1L 307 M052ZI627, M35 2402 SASP _SMLSS_TEST 8.901058331,7.01,0000 14 ___ 07063923627 0790523627 AUGHSO02 USPS Marketing MalL5204J0231. Flat, SASP TEST IV CRID, 2020060 7_PGO1

7051 2000025107755122274415,002 7120812000025 1077551222744 15, 20480807, SASP EST IV CRO.206120,Y.50099,000001, 55122274415 55122274415, . CRO 15501, USPS Macketeg Mad 52095896 1 Lener SASP TEST v CRID, 20460607 TP1_5

Sl N A w

=
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6. Open csvfile saved and repeat save step to save as excel workbook.

File name: | 20250822073245_MQD_SVLMI_HAZARDOUSMATERIALS_D_MNAPK_00D1 v
Save as type: Excel Workbook w
Authors: Shamebo, Bitania 5 - F... Tags: Add atag
() Save Thumbnail
Hide Folders Tools =~ Save Cancel

7. Access the URL in the excel workbook in column AW to double click on URL and

click save.
~AS AT AU AV | AW AX  AY AZ  BA
t Logical Coi Logical HU Lower Piec Machine Ty Mail Irregularity Images Mail Owne Mail Owne Mail Prepa Mail Prepa |
DBCS SASP_TES1 5104098 UNKNWN
DBCS https://sit3a.uspspostalone.com/ SASP_SML 94552402 SASP_TEST 5104058
DBCS https://sitda.uspspostalone.com/ SASP TEST 20480607 SASP TEST 20480607

DBCS https://sitda.uspspostalone.com/ SASP TEST 20480607 SASP TEST 20480607
DBCS SASP_SML 94552402 SASP_TES1 5104098
DBCS https://sit3a.uspspostalone.com/ SASP TEST 20480607 SASPTEST 20480607
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