
 

 
Bulk Mailing Permit Process 

 
Step 1 – Contact the Chamber to get login information to USPS page.  Call Christine at (509) 387-1310 or    

email her at Christine@BigTimber.com, with out login information you can not continue. 
 
Step 2 – Go https://gateway.usps.com/eAdmin/view/signin 
 
Step 3 – Login 
 
Step 4 – Select the Business Tab 
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Step 5 – Select Business Customer Gateway 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6 – Sign into the Business Customer Gateway 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



Step 7 – Login – You must contact Chamber to get login information 

 
Step 8 – Select mailing services on the Top Left 

  



Step 9 – Scroll Down to Postal Wizard and click tab on the right. 

 
Step 10 – So depending on what kind of mail you are planning to mail, click on the correct type below. 
       3600 FCM – is for First Class Mail 
       3602  - Marketing Mail 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 11 –  Select either the 3600 FCM (First Class Mail) or the 3602 for (Marketing Materials) 
Select the date you plan to mail. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 12  -  Once you pick a date, then select Myself 
 
 
 
 
 
 
 
 
 
 
 
 
  



Step 13 – You will see the Sweet Grass County Chamber’s Account come up, hit select and then. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 14 – Always select - Are you brining your mailing to Big Timber Post Office 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Step 15  - This is where we will put in the information about what we are mailing. 
                     Total # of Pieces.  I typed in 600, you type in how many you are mailing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 16 – Move Update Method – has to do with how the mail is processed  - We need to use Ancillary 
Service Endorsement. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 17 – Then select letters or Post cards depending on what you are mailing.  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 18 – Now you will need to put in your piece weight.  You may need to mail one of your pieces to get        
the weight.  Here we used .025. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Step 19 – You can opt to put a barcode on your piece if you like, it makes it cheaper. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 20 – Under Barcode Type – Select None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Step 21 – Then you must select the Container Information depending on what you are bringing 
to the post office.  We selected 2, just to show where and then hit green next button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 22 – Now we are going to enter the number of pieces.  500 and 100 = the 600 pieces that we are 
mailing.  Then select green next button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



Step 23 – Next you will see you total for postage due that you will need to be prepared to pay to the post 
office when dropping off your mail, then click submit and print the page to take with you. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 24 – Print the summary page and bring with you to the post office with your payment and mail. 


