CHAMBER OF COMMERCE
—— BIG TIMBER, MONTANA ——

SNEET GRASS
J

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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Click-N-Ship® Stamps & Supplies Informed Delivery®
Pay for and print Shipping labels. Forever® Stamps: $0.68 Digitally preview your incomng mad

Postcard Stamps: $0 53

Featured USPS® Products & Services

The Underground Railroad

Commemorative Forever®
Stamps

These new stamps recognize the courage of all
peopie who resited slavery and honor 10 men and
women who left their mark on history.


mailto:Christine@BigTimber.com
https://gateway.usps.com/eAdmin/view/signin

Step 5 — Select Business Customer Gateway

o
ausescov I

Business

Shipping & Mailing Solutions for Small to Large Busi
Detvering for Amenca ™ with nnovative SoRE0NS for busnesses of every size
* Shipping: USPS supports small 10 krge business shipping needs. With a

USPS.com business account, you Gan prnt your own labels and access the lest
foatures in the

« Advertising WIth Direct Mail: Laarr how 10 Create and improve drect rmas
campagns o wi customers

+ More Resources. Get mors ways to mprove customar servce. streamine
and lower costs. inchuding dscounted pricng available through

Create Your Own Shippi

Enhanced Click-N-Ship Business Customer Gateway \
With your free USPS.com account, you can pay for postage and
print just one label of a batch of shipping labels online. The new.
enhanced Cick-N-Ship experience includes bulk editing. fle upload. and
Other features for managing more packages. Pius. all customers save on
ShippIng with lower Commercial Rates. Businesses can get additonal
33vIngs on select services by optng In 10 the

For large-volume mailers and shippers, e Business Customer Gateway
(BCG) s our contral USPS benefits hub. Take advantage of business services
Tie mad tracking data. APts, maiing documentation, and more

» Connect 10 onfine 100is for business maders
« Access certain programs and features only avalable 1o businesses that

IMeet Cartan voume ShopIng requirements.
« Pay with Apple Pay or an Enterprise Payment System (EPS) account

+ Sign up for promotions and incentves
+ Croate mutiple labels at 0nce and group Into shipments - —
+ Ship domestically or intemationaly

* Gat outbound and return labels delvered 10 your address for & small fee

Downioadable Desktop Software

Small 10 medium volume Shippers can a0 use our free Clch -N-Ship.
Busness Pro™ desktop software to create labels. Pay for postage va
slectronic mandest fles Manage your volume shipping with database
tegraton. 0 tracking. and reporting tooks

Step 6 — Sign into the Business Customer Gateway
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3 BUSINESS CUSTOMER GATEWAY

Sign in 10 theSCG

SPS” Business
ustomer (‘i’meway o

Find and manage USPS® services for your business.

&

Mailers
Save trme and money Manag your
mailings 4. Got your message where
you need 1t to go with £ yory
Mail. Use the
Husness 100! o manage your mai stream
and MaxiTIze your decount.

ntellioent Mail Smal

USPS Returns*® Services

s Are Inevitable. Give yor

terms back with US

®

Shippers

Unitze Click-N-Ship Business Pro™ as an

End-t0-end sohution for businesses 10 AUl ther

Sign up for the BCG
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Business
Sign up for USPS Promot a
NEANtives, save money with Automal
5. Take advantage of n!orme

for letters, flats, bundies, handing units, and

onem s e
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Step 7 — Login — You must contact Chamber to get login information
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O Back 10 Busineas Customer Gatewary

& BUSINESS CUSTOMER GATEWAY

Access Your Account

Enter Your Username & Password ©
* racaten & e tatd

USPS® Business Customer

Oy o il

Find and manage USPS® services for your business
Forgot your username? ©

Forgot your password?

ferscr war-aton For aGded security. plasss conaxter
€hanging your password pariodic ally

Step 8 — Select mailing services on the Top Left
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23 BUSINE, ISTOMER GATEWAY Home _ Hello Chistinel
Mailing Services  Shipping Services  Addtional Services Onets BPonding Requests & Manage Account = USPScom  Help

Welcome, Christine Bakke

SWEET GRASS COUNTY CHAMBER OF COMMERCE (2858642), PO BOX 1012, BIG TIMBER, MT 56011-1012 \V/

Account Overview Favorite Services Edit
Dashboard >
Mailer 1D >
Mailing Reports >
Online Enroliment >

Access to the Enterprise Payment
System is required for this Postal Wizard >

information. Request access to the
Enterprise Payment System.

ni ilin, i
Recent Mailings MMaings | [(ovaces

Mail Mailers Mailing Number  Permit Post Office P Postage Statement Submission
Class Mailing Date Group ID  of Pieces USPS No. Of Mailing Statement ID  Status Date

Job ID

The selected CRID has no recent mailingList to report. Try changing the fiters or submitting a new mailing

View Becent Mailings in the PostalOnel Dashboard

©



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

 gatemay Usos comeAamenactiryas

Automated Business Heply Mail mare ink Go to Service

Balance & Fees (PosfaiOnel) more info Go to Service
Commercial Mail Ryceiving Agency more infc Go to Service
Customer Label Dfstribution System (CLDS) more inh Go to Service

Customer/Supplfer Agreements (CSAs) mor Go 1o Service

Dashboard (PoftalOne!) more info Go to Service

Go to Service

Electronic Dafa Exchange (PostaiOnel) more in

Every Door irect Mail  mors info Go to Service

»
Incentive Frograms  mols info Go to Service

Informed Visibility more info Get Access

Inteiligeft Mail Small Business (IMsb) Tool mare info Go o Service
MailerID  more ink Go to Service
Mailifig Promotions Portal mare info Go 1o Service
Maifing Reports (PostalOne!) more int Go to Service

Mpnage Permits (PostalOnel) more info > Go to Service

z
H
H

MSSC Portal mors info

Picture Permit Indicia more inte Get Access
Postal Wizard (PostaiOnel) more int

Schedule a Mailing Appointment (FAST) mors info
Share Mail more info | Get Access
USPS Mail Analytics mors info | Get Access

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

Balance and Fees

Postal Wizard

Electronic Data Exchange
Mailing Reports
Dashboard

Manage Permits

IMsb Tool

©-VS Customer

VS Monthly Account and
Sampling Summary

eVS/PRS Dashboard
Manifest Search

Masler ID Report

Therd Party Bdiing Reports
Dispute Queve

VS Alerts

Print and Deliver Return
Labei Service

PRS Customer

PRS Monthly Account and
Sampling Summary

Manifest Search

LA

E‘

=
Postage Statement — Part A - Frrst Class Mad intermational
Postage Statement — Part B - First Class Package intematonal Service
Postage Statement — Part C - Infemational Surface A Lt
Postage Statement — Part D - internatonal Priorty Armal
Postage Statement — Part E - Prionty Mad intermational - Transmats Customs Data
Postage Statement — Part G - Prionty Mad Express intemational - Transmits Customs Data
Postage Statement — Part H - Gioba Express Guaranteed - Transmits Customs Data
Postage Statement — Part P - Commercial ePacket
Postage Statement — Part Q - Giobal Direct

Statement of Ownership. Management. and Cruation
Request for Confrmation of Authorzaton or Pending Appcation 10 Mad at Nonprofit USPS Marketng Mas Rates.




Step 11 - Select either the 3600 FCM (First Class Mail) or the 3602 for (Marketing Materials)
Select the date you plan to mail.

First-Class Mail and USPS Ground Advantage » accous

Enter Account Information

When do you plan to submit your mailing?

Copyright © 1999-2024 USPS. Al Rights Reserved

Advantage » Account

(X
w

Mailing Detail

When do you plan to submit your mailing?

=

L3 March 2024
Su Mo Tu We Th Fr
26 7 B 2 1
3 4 s 6 7 8

o [l oy 3 115 16
19

e 2 W

17 18 20 21 2 23
24 25 26 27 28 29
3 6

Copyright © 1999-2024 USPS. All Rights Reserved

Terms of Use

Step 12 - Once you pick a date, then select Myself

When d| you plan to submit your mailing?

Arc you submutting this ma¥ling for yourslf of on behalf of another company?
e

Copyright © 19953004 USPS._ ANl Rights Reserved.



Step 13 - You will see the Sweet Grass County Chamber’s Account come up, hit select and then.

First-Class Mail and USPS Ground Advantage » accous

Enter Account Information

When do you plan to submit your mailing?
! .

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

$ Company Name
SWEET GRASS COUNTY CHAMBER OF COMMERCE

Showing | to | of | entries

Step 14 — Always select - Are you brining your mailing to Big Timber Post Office

“irst-Class Mail and USPS Ground Advantage » Account

Enter Account Information

O

Account Information M

Copyright © 1999-2024 USPS. All Rights Reserved

Terms of Use



Step 15 - This is where we will put in the information about what we are mailing.
Total # of Pieces. |typed in 600, you type in how many you are mailing.

First-Class Mail and USPS Ground Advantage » pewis

Mailing Charscieristics
Mailing Characteristics

Lraeral lnformatien

Maling Date
ping S
v
Total Pieces
Move Updaic Method None
Special Postage Paymest  ~ Nong -
System

Sungle Prece Prce Mashing

Full Service

Mail Piece Information

Processing Catcgory | — Select —

Container Information

1 MM Trays

2 MM Trys

2 EMM Trays

Prece Werght .
O Pounds Ounces ( v ; 2
Noa-sdentacal u
Account Informatio Mailing Details
Total Weight i) .
Barcode Type Select

Mailing Characteriytics

Mailing Date

Total Pieces | 600
Move Update Method - None --
Special Postage Payment | — None —

System

Single Piece Price Mailing

Step 16 — Move Update Method - has to do with how the mail is processed - We need to use Ancillary

Service Endorsement.

© O

Account Information Mailing Details

Mailing Characteristics

Mailing Date
Total Pieces
Move Update Method

Special Postage Payment
System

Alternative Address Format
Mail Piece Information
ernative Method
Not Compliant
Processing Category | - Select - -
Piece Weight ~

© Pounds Ounces
Non-dentical

Tonal Weight (1hs) -

T
-

Barcode Type - Saloct --



Step 17 - Then select letters or Post cards depending on what you are mailing.

First-Class Mail and USPS Ground Advantage » o

Eser Mailing Details

©
A~

Madling ¢ Warcter wtics

Mailing Characteristics
Iy —

Muiing Dute M T
Tl Poces 600 2 MM T
Mone Uptae Metess— Anciary Servics Endorsemen 2 1M T
Special Pontage Poymen Nore s P T

\\\\\

Single Prece Price Mading o

Pt

ner

Mail Piece lnformation
Presung Categery

v - Saact -
[
Pece Weght  Fiatn
Parcen
Postcads

Toal Weight (1he)

Tasonde Type Satoct

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.

First-Class Mail and USPS Ground Advantage » o




Step 19 - You can opt to put a barcode on your piece if you like, it makes it cheaper.

First-Class Mail and USPS Ground Advantage » pess

Enter Mailing Detarls

Mading Oharacterstics
Mailing Charscternties

[o— -

tnenttves

Malog Daw

Shipprg Nervire
Touad Pieses
Move Upduse Method  Ancillary Service Endorsemen
Spocial Postage Payment | — None
Sowem

Sengic Peve Prce Maisng

Foll Serve

Mail Piece Information

Processing Camegory | Latters

Prece Wesght
© Punk  Ouwsces
New sdestan

Totad Weaghs (Bn )
Barcode Type ¥ — Select
et Mol Barcodl MRy fecten Mad  Nome
R Trip Oy (1 DVIVCD o ocher disk)

Masking smctodes Permst Repdy Mast

Step 20 - Under Barcode Type — Select None

First-Class Mail and USPS Ground Advantage » peuis

© o

Account Information Mailing Detafls

Mailing Characteristics
Mailing Characteristics
General Information
Incentives
Mailing Dme  03/11/2024 B
Shipping Services

Towal Pieces 600 B
Move Update Method  Ancillary Service Endorsemen 3
Special Postage Puyment | — None -~ +
System

Single Piece Price Mailing

Full Service
Mail Piece Information
Processing Catcgory  Latters. L] I
Piece Weight 025 L

© Pounds  Ounces
Non-dentical

Total Weight (lbs) 15 .
Barcode Type | None U
® Political Mailing  Official Election Mail © None
Round Trip Only (1 DVDVCD or other disk)

Mailing includes Permit Reply Mail

Coatainer Information

1 MM Truys

T MM Trays

T EMM Trs

Pt Trays

Sacks

Container Information

1" MM Trays
2 MM Trays
7 EMM Trays
Flat Trays
Sacks

Pallets



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 whkere and then hit green next button.

First-Class Mail and USPS Ground Advantage » o

Enter Mailing Details

© 9,

] Making Detabe

Maifimg  harmtermikcn

Mailing Characteristics
(cemeral Intor matian

Mating e
Toad Pioces 00X
Move Upstate Method  Ancilary Servics Endorsemen §

Spocial Potage Prywcss | - None s
Sy

Sumgie Prve Prace Madking

Pull servae
Mail Prece Information
Procewing Cotegery | Latiees L E
Peve Wogh
O Push  Ownces
New whentnal
Torsd Weight (i
Burcode Type | Nonw 3.
© Potical Mg Offd Elecson Mal © Nome
R Trig Osly (1 DVINCD or other k)

Mg bodes Perma Reply Mad

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.

First-Class Mail and USPS Ground Advantage » ree

Mailing Summary

Mailing Information
Mail Class. First Class Mail
Procesing Category | ciicr
Price Eligibility Regulac

©

Account Information

®
{o)

Rate Effective. 01/21/2024 Part B
st NoammsinPices I Nomcncmstion Pries
| — Postcards
Piece/We nformation 2 Sernes
eight —— . Presort Automation Plece Price
Total Pleces: 0 Bl Presoned $0.406
Piecr Weight: 0 0250 Ibs
Total Weight: |5 0000 Ibs B2 Smgle Prece 0530
Comisiuge Rnfrufion Machinable Letters
§ MM Trays: 2
' Presory Automation Piccs Price
" e =
B4 Mised AADC 0586
Account Holder
BS Resadual From First 0681
Account Number: 659071
Permit. Fi 6 [ Nonpresoried Smgh 50540
CRID: 2858642
First-Class Mail Fee Status: Current B7 Single-Piece From | $0.680
First-Class Mail Fee Expiration
Company Address Noamachinable Letters
SWEET GRASS COUNTY CHAMBER OF COMMERCE
PO BOX 1012 ' Fresort Automatio Piece Price
BIG TIMBER, MT 59011 B S Digit 50716
Mailing Agent B 3 Digat 082
CRID: 2858642 BIO Mixed ADC 0943
Company Address
SWEET GRASS COUNTY CHAMBER OF COMMERCE Bl Nonpresoried Simgh s0s0
PO BOX 1012
RIG TRARSR. MT 39011 BIZ  Single-Piece From | 0880
BI3  Nonmachinable Sur No. of Pleces 0450
CRID: 2858642 $0.716
Company Address
SWEET GRASS COUNTY CHAMBER OF COMMERCE $0823
FO BOX 1012
BIG TIMBER, MT 39011
$0.943
Post Office of Mailing
Post Office Big Timber MT 59011-999% $0.640

$0.680

$0.440



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.

e UMTID SIS
> FOUIL ME 5

First-Class Mail and USPS

oo

Net Puntage D

Mailing Summary

Mailing Information

iround Advantage

Mate ¥ flect ‘
Madding Dt
Piece/Weight Information
Total Paos 40

Prece Welght 0024 Iba
Total Wekght 13 0000 fha
Container Information
MM Trgs 2

Account Holder
Acowant Number 639071
Porma 116

CRID 20906
FhestClans Mail Foe Status: Currens
it Class Ml Fee Kapiration
Opeming Nakamce

o

Clostng Natamcr

882

Company Addrews

SWEET GRASS COUNTY CHAMBER OF COMMERCY
PO BOX 1012

WG TIMBER. MT 3901 |

Mailing Agent

CRID 2050043

Company Addrem

SWEET GRASS COUNTY CHAMBER OF COMME
O BOX 1012

I TIMBER. MT 39011

Mall Owner

CRID 29w

Company Address

SWEET GRASS COUNTY CHAMBER OF COMMERCY
O BOX 10¢
G TIMBER. M $901 |
Post Office of Mailing

Pont Offe i Thher MT 590119998

Step 24 - Print the summary page and bring with you to the post office with your payment and mail.

te Stutement hus been submitted (o

ectronic mailing information sssocited wiah

601421188
Powt Office Big T
463181158
SWEET GRASS COUNTY CH: ER OF
o071
SWEET GRASS COUNTY CHAMBER OF
ne

SWEET GRASS ¢

INTY CHAMBER OF

SWEET GRASS COUNTY CHAMBER OF COMMERCE

2058642

First Class Mail - Regular
Leters

00250 Ibs (0,40 02)

00

15,0000 w

$333.1000

$338.10

$335.40

ng by Mar 18,2024
ITST BIG TIMBER, MT 590119998

AM & 0200 PM - 0330 PM

AM & 0200 PM - 0330 PM

0200 PM . 0330 M

\M & 0200 PM - 0330 PM

\M & 0200 PM - 03:30 PM

Mitional verification at the time of acceptance

Summary

©

Acorm tntormaticn

[ SRy

Machinsbie Letters

. Prosurt \atomation Noof Precer
n AADC w0 039 327 5000
- Mined AADX 1w 05 ey

Adclitiomal Mading tnfor matam

Pt Office of Mafling: Pt Offcr Big Tienber MT 5901 | 999
Pt Office of Purmit: Post Office llog Tiber MT 59011 04
Move Upate Method Asc dlary Serne Easorement

Crrtibation Matement il dre - the "

By 4T ki o e “Submd Pt (b s Mt ertbes dha ol ibormatarm Fartiabend = hin s brmasuuon i e abful o coomglets (hat el sl dhe spyereing o
e g s e o the e s foes Lo st machmng
i DMM 110 (2)the imcoene derives frms the e of any prdoes
e st cepanison
Aol 199 sod i

S ——
4 nomprots prace, hat (1) the madliag comptes

T et v sl e v
1 revpurnd Ny sathersred by e Natimal Voter Regiorsinm
. S s snul s e mmates

ot comtasm sy mather peviibiied Vy Low o8 prntal reguiatiom The mader farther cevies. o the mailing o
Aervices avertived in the mading a o0s st b the Unrelutnd Busimess (euoene Tax (UBIT) and amy protocs
' mtbvined purpuose within the mesning of 9 U S.C. ) J626G I XDRUXE) w26 U S.C.§ $100% () the masling, i made by & voring regitration afiicial
" s " m . b e

Signatare
Name o the agess oo aximm Tokder s will e wigming this (rndage satemert (Reintime Bokhe

Agrnt ov s hokder s elephene sussber 406, ) Fasemuson

hbre s

your madling n sccepied

o Permat Iengrint 6 with & balance of S0 54 haw el ficrent nds w0 cover the promtage e $115 10

G Eomail # copy of ey eCom o wry e

g form must maich the physical mailing preseated to USPS

Handling Unit
1 MM Trays 2 MM Trays Y EMM T Flat Trays Sacks Pallets Other
2 o L] L o o o
COMMERCE
IMMERCE
COMMER
Account Balance
Opening Balance 8058
Estimaed Closing Balance $254.52

The balance sbove may chunge prior to Postal acceptance of the mailing doc o the timing of deposits. additsonal mailmgs, or other
ajustments 10 the account

Copyright © 1999-2024 USPS, All Rights Reserved



