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Overview of USPS Package Intercept Commercial Service

You can use the United States Postal Service’s (USPS’s) Package Intercept Commercial
Service application to intercept a package through the Business Customer Gateway at
USPS.com. Using this application will give you the option to return to sender, redirect to a new
domestic address, or Hold For Pickup at a domestic Post Office. You can also add certain extra
services to the package.

This publication is a user’s guide for the USPS Package Intercept Commercial Service
application.

Purpose of this User Guide

The purpose of this User Guide is to aid customers in signing up for and using the USPS
Package Intercept Commercial Service application. This service can be accessed through the
Business Customer Gateway (BCG).
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Getting Started

Eligibility for USPS Package Intercept Commercial Service
In order to use the USPS Package Intercept Commercial Service Application, you must first
meet the following requirements:

Requirement Information and Resources

If you do not already have a BCG account, go to
https://gateway.usps.com/eAdmin/view/signin and click
the “Register for free” button. Information and help for
BCG registration can be found here:
https://ribbs.usps.gov/intelligentmail _gateway/document
s/tech _guides/BusinessCustomerGateway.pdf

Register as a Business
Customer Gateway (BCG)
User

] Establish a Centralized
Automated Payment
System (CAPS) Account

If you do not have a CAPS account, go to
https://caps.usps.gov/ for more information.

If you do not have a permit imprint account, go to:
Establish a Permit Imprint | http://pe.usps.com/businessmail101/postage/applyPer

0 account and link it to a mit.htm. For information on linking your permit imprint
CAPS account account to your CAPS account, go to: http://caps.

usps.gov/capshome.asp

Establish a Customer For more information about getting a CRID, go to:

Registration ID (CRID) for | https://ribbs.usps.gov/intelligentmail _mail_id_app/docu
] | each location and link the | ments/tech_guides/MIDCRIDAcquisitionQuickStep.pdf.
CRID to a CAPS account

Obtain access to the

O | Mailer ID (MID) and
Manage Mailing Activity
business services in BCG

For more information on Mailer IDs, go to:
https://ribbs.usps.gov/index.cfm?page=intellmailmailida

pp
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Using the Service
The following pages will describe how to access the USPS Package Intercept Commercial

Service.

Accessing the Application

1. Navigate to https://gateway.usps.com/eAdmin/view/signin and log into the Business
Customer Gateway. Then click on “Shipping Services” in the column on the left-hand

side of the screen.

Welcome,
Need help ( e
gettlﬂg started - WALER ID
R with Full-Service ([ worerons
[ & Shipping Services |I'Ite||lgel'll Ma“iﬂ | ONLINE ENROLLUENT
Other Services L RO )
,\ LEARN WORE |

Support

=
Manage Account
The Business Customer Gateway is your central hub for managing
your USP$ activity for your Business.

Within this site, you will find Business Service tools that you will need to
monitor, frack, and manage your mailing and shipping activities. You can
access these Business Services using the tabs on the left. When you know
which services are useful to your business, you can add them as your favorite
services using the panel on your right.

Messages

Get Started with the NEW
If you are a Mail Service Provider at any of your locations, you can Busi Cust Gat
now indicate yourself as such from the Manage Locations tab by UskIeis o et bateway
_LEIRN WORE

clicking the Edit button

g You have 10 pending service requests. You may review them
here




|Ff]' UNITED STATES
;.i‘ | POSTAL SERVICE=

2. In the Shipping Services menu, click the “Go To Service” button for USPS Package
Intercept.

Shipping Services

- Shipping services help you deliver packages.

Welcome i 3
Shipping online services allow customers to enroll and manage the

various package product lines the USPS has to offer The services
= : currently available are listed below. You may access services directly from here
st SR that you have been approved for and request access to those you do not
Shippi Servi
BRI EEees Your Locations:
Other Services All Locations -

¢ Balance & Fees (PostalOne!) more info > GOTO SERVICE

Manage Account = Click-N-Ship Business Pro™ more info > GET ACCESS

<+ Dashboard (PostalOne!) more info > GO TO SERVICE

<k Electronic Data Exchange (PostalOne!) more info = GO TO SERVICE

<k Electronic Verification Service (eVS) more info = GO TO SERVICE

4k Incentive Programs more info > GO 7O SERVICE

4 Mailer ID more info = G0 TO SERVICE
¢ Mailing Reports (PostalOne!) more info >

Z= Manage Permits (PostalOne!} more info > GO TO SERVICE

== Online Enrollment more info > GO'TO SERVICE
4= Parcel Return Service (PRS) more info = GO TO SERVICE

4= Postal Wizard (PostalOne!) more info > GO TO SERVICE

& § SBP) more info > GO TO SERVICE
v€ USPS Package Intercept ; > 60 TO SERVICE

3. To use the service, you must agree to the Terms and Conditions. Use the scrollbar on
the right to read the Terms and Conditions. If you accept, click the checkbox and then
the “Agree” button.

[ = fttigin S

[rusies [ P [1AEIY DY

USPS Package Intercept® —

e LT Vg W WPFER 0 P RGE N Papsebs b
Termi and Condicon
Iy OaAg P b B, | Tl | it Sl B s Bl B ‘I
L PR b a4 S e S R b N ) Dy L)

Thawm b N RS T E et WP L Poaga e Tanors Thg s g e e
e B L T A A P

B Gr ahed ket Prywed Dyvies TS Seif i rmacd o marier bermas werre 8 ownrel b
P R P CeRE D B P

VE PR et L e d e B T (b b i Tt ] Bl g -

T g Poiivared W o g i i Tt ] oy, ——————————

=-

3. You will then be directed to the USPS Package Intercept Commercial Service home
page.
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Overview of the USPS Package Intercept Commercial Service Home Page

Below is a sample USPS Package Intercept Commercial Service home page with the main
functional areas marked with accompanying descriptions beneath the illustration.

USPS Package Intercept®

MNew Package Intercept Request

Upload a Package Interceptfile »
[ [ Browse.. |
[~ st}

.@ L] FNINM ﬁM afile, @niler a Uﬂlﬂ\lt USPSTI'M‘JC'WH L]

Most Recent Requests [see more)
USPS TRACKING @ = CREATED OM

There are no edsting requests,

Large File Upload Requests
FILE NAME

O,

CREATED O
Thete ark o smsting réquests

Hao itema found 1

Diagram Key:

Welcome,

ity OUT MOFe...
How It Works » FAQs » Payments »

Additional Resources

Are you a firsl-time user of USPS Package infercept or need more
information? These resources can help you get staded

<. Dovmioad USPS Package Intercept User Guide (PDF)
< Dovmicad USPS Package Intercept Appécation Requirements (PDF)

STATUS HTERCEFT TIFE FILE NANE

@ Browse for and upload a USPS Package Intercept file.
Enter individual USPS Tracking numbers.
@ View your most recent requests.

@ View the status of large file upload requests.




|Ff]' UNITED STATES
;.i‘ | POSTAL SERVICE=

Placing Requests for Service

Uploading a USPS Package Intercept Commercial Service File

USPS distinguishes between “regular” and “large” file uploads. A “regular” file contains up to 25
records. A “large” file contains between 26 and 100,000 records. Note: All records in a single
upload will be charged to the same permit number.

To upload your file, first you must ensure that it is in the proper format. Instructions for the
proper file format can be found at: http://pi.usps.com/media/manuals/USPS-Package-Intercept-
Application-Requirements.pdf.

Regular File Upload
Once you have the file in the proper format, follow these steps to upload the file:

1. Click the “Browse” button. You will be prompted to search your computer’s files for the
one you would like to upload.

UNITED STATES
POSTAL SERVICE»
OM | GATEWAY | [l T
Welcome,
USPS Package Intercept® Find out more...
How It Works » FAQs » Payments >
New Package Intercept Request Additional Resources
Upload a Package Inter; Are you a firsttime user of USPS Package Intercept or need mare
information? These resources can help you get started.
X Download USPS Package Intercept User Guide (PDF)
ki 4 Download USPS Package Intercept Application Requirements (PDF)
OR

Ifyou dont have afile, enter a unique USPS Tracking # ¢

Submit

Most Recent Requests (see more)

 USPS TRACKING # C.of CREATED ON STATUS L. INTERCEPT TYPE FILE NAME
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2. Use the browser to locate and select the file you wish to upload. Then click the “Open”
button.

1

. 0|

=~ 0 @

Date modified Type Size

-
& Choose File to Upload

O‘O—“, vl | 42| Search

Organize * Mew folder

i:? Favorites Haine

B Desktop B
|8 Downloads =
k‘»_1-*.1 Recent Places

7/10/201412:51 PM Text Document
7/10/2014 1:30 PM Text Document

) Libraries
Documents
J’ Music

[ Pictures
B videos

m

1M My Computer
&, osvel (T

ej Metwork m

it b P

File name:

3. Click the “Upload” button.

New Package Intercept Request

Upload a Package Interceptfile 2

: _\(“)“’ISamIeFlleName -_: Browse... [

OR

If you don't have a file, enter a unique USPS Tracking # 2

Submit |
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4. Once your file has been uploaded, you will be taken to the Detailed View, where you can
see the status of each request in your file. Any invalid USPS Tracking numbers will not
be stored, and you will see an error message with an explanation of the problem.

USPS Package Intercept® Find out more...

b ¥
Home > Create your request > Enter details > Rewiew details How i Works Faas VIl

Step 3: Review Package Intercept Request Details

Details
[CusesTRackmG: createDon status @ WTERCEPTTYRE FLENAME |
—ox1%8380620045053652201235 07-10-2014 @ 12 PM CDT Resdy to Submit 3 Redirect

The following package intercepts has errors and will not be stored:

[ USPE TRACKING £ CREATED ON STATUS

ERRDR MESSALGE INTERCEFT TYPE
S41E201 200450075501 202 07-10-2014 @ 1Z PM CDT Invwalid Mzilpizce with thiz Tracking® Redirzct

cannot be intercapted
—o01 2251 224EETE1 2345670 O7-10-2014 @ 12 PM CDT Inwalid Inwalid Origin Address. Rediract
—S212391 2345678 12345670 O7-10-2014 @ 12 PM CDT Inwalid Extra Services are not available Retum to Sender

for Reeturn to Sender intercepts on

this mail class
—o01 2251 224E8TE 12345870 O7-10-2014 @ 12 PM CDT Iniwalid Cuplicate Tracking® in same File Rediract
—S212291 2345678 12345670 07-10-2014 @ 12 PM CDT Invwalid Duplicsts Tracking in same File Retum to Sender
—ot 122912245678 12345670 07-10-2014 @ 1Z PM CDT Invwalid Duplicats Trackings in same File Redirzct
—E212251224E6TE 12345670 07-10-2014 @ 12 PM CDT [LE] Cuplicats Tracking= in same File Return to Sender
—X 122912245678 12345670 O7-10-2014 @ 12 PM CDT Invwalid Duplicate Tracking® in same File Rediract
—E21229122456TE 12345670 07-10-2014 @ 1Z PM CDT Invw alid Duplicats Trackings in same File Retumn to Sender
—o0 1225912 24EETE 12345670 O7-10-2014 @ 12 PM CDT Irnwalid Cuplicate Tracking® in same File Redirzct
—S212391 2245678 12345670 O7-10-2014 @ 12 PM CDT Inwadid Duplicats Tracking® in same File Retum to Sendar
—00 12291 22456TR 12345670 07-10-2014 @ 12 PM CDT Invwalid Duplicats Trackings in same File Redirsct
—E212251224E6TE 12345670 O7-10-2014 @ 12 PM CDT Invwadid Cuplicats Tracking® in same File Return to Sender

Your request(s) will be saved and you cannot make changes after you confirm

10
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5. Click the “Confirm” button to proceed without including USPS Tracking numbers with
errors, or the “Cancel” button if you would like to fix the errors in your file and resubmit.

QA L B R ) T Tae T i T2 PR T o)
—EHIISNPIAATEIIISATY OF-90-2044 i 12 PUE COT Beaibd

YouLo ol be gaved and you cannot make changas after you confinm

e

6. Once you click the “Confirm” button, the website will display a Final Confirmation

message and prompt you to submit your request. Click the “Submit” button to submit
your request.

Step 4: Final Confirmation

By clicking submit, your request will be processed. If your package is successfully intercepted, a
fee will be charged to your account. Your request cannot be changed or cancelled. The USPS
Package Intercept fee is $11.50 per request, itis automatically charged to your account, and is not
refundable. Additional postage fees may apply to complete the request.

See Terms and Conditions

11
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Large File Upload

A “large” file contains between 26 and 100,000 records and requires more system processing
time.

1. Follow the directions for a regular file upload. If you have uploaded a file containing
between 26 and 100,000 records, you will receive a message from the system asking
you to confirm or cancel your large file upload request, as seen in the diagram below.
Click the “Confirm” button.

a UNITED STATES
POSTAL SERVICE «

USPS Package Intercept® Find out more...

Home = File Upload How It Works » FAQs » Payments »

Large File Upload

You have uploaded a file containing records - it will take some time to process.
You will receive an email once processing is complete.

Please hit confirm to continue, or cancel to exit.

Cancel

2. Once you click the “Confirm” button, you can follow the progress of your upload in the
service homepage (see the area labeled D—Large File Upload Requests). As seen in
the diagram below, the status of your file will be one of the following:

¢ In Progress—your file was successfully uploaded and the system is currently
processing it. You must wait until the file status is complete.

e Completed—your file was successfully uploaded and you are ready to proceed with
the USPS Package Intercept process. You must still complete the USPS Package
Intercept request following the steps below in order to have your packages

intercepted.

Large File Upload Requests

FILE NAME B CREATED ON - STATUS
20166654_201305182333.txt 05-14-2014 @ 6 AM CDT In Progress
20166654_2012305182331.txt . 03-20-2014 @ 1 PM CDT Completed
159010_201310041004.txt File Names Are 10-08-2012 @ 8 AM CDT Completed
200793_201301011011.txt Samples Only 09-19-2012 @ 1 PM CDT Completed
200793_201301011012B.txt 09-19-2012 @ 11 AMCDT Completed
159010_201208011210.txt 08-07-2012 @ 1 PM CDT Completed
159010_201308011200renamed.txt 08-06-2012 @ 8 AM CDT Completed
900001472_201307230922.txt 07-23-2012 @ 2 PM CDT Completed
900001472_201307221647.txt 07-23-2013 @ 11 AMCDT Completed
900001472_201307161015.txt 07-18-2012 @ 8 AMCDT Completed

16 items found, displaying 1 to 10. [First/Prev] 1, 2 [Next/Last]

e I
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3. Once your file has been uploaded and its status is “Completed”, click on the file name in
the list to go to the Detailed View, where you can see the status of each package in your

file.
Large File Upload Requests
CREZATEO ON L] STATUS
05142014 @ 6 AM COT Comgiated
03-20-2014 @ 1 PM COT Completed
0320014 @ 1 PM COY Complates
File names 15062013 @ 8 AU COT besm s
are samples 05.19:2013 @ 11 AM COT Comphannd
= 08-8-2013 @ 5 PM COT Completed
only 0847:2013 @ 1 PM COT Compietes
07.23.2013 @ 11 AM COT Completed
s 07.18-2013 @ 8 AM COT Comgpiated
SO0001472_201307120915 ot 07-18-2013 @ 7 AM COT Complates

18 Rerms found, Saplayng 1 %0 10 [FestPrav) 1, 2 [Nealas]

4. Any invalid USPS Tracking numbers will not be stored, and you will see an error
message with an explanation of the problem.

E UNITED STATES
POSTAL SERVICE«
Package Intercept {34420200)
USPS Package Intercept® Find out more...
Home > See All Requests How It Works * FAQs * Payments
See Intercepts Placed inthe last.  gglect Days “ Filename:| 188854_201205152322 bt e ana S
Most Recent Requests
USPS TRACKING £ CREATED ON STATUS INTERCERT TYPE FELE NAME
-0t 1835062004 5053652201295 05-14-2014 @ 7 AM COT Not Found Redij 20166854_201305182333. bt
One item found. 1
Failed Large File Upload Requests
USPSTRACKING & = CREATED ON ERROR MESSAGE NTERCEPT TYPE FILE NAME
—xx 1233123456781 2345670 05-14-2014 @ T AM COT Invalid Crigin Address Redirsct 20168854_201305182333 et
—o0e1 239123456 TB1 234560 05-14-2014 @ T AM CDT Invalid Origin Address Rediract 20168854_201305182333 bt
-1 2291 23456TB1 2245670 05-14-2014 @ 7 AM CDT Invalid Origin Address Redirect 20166854_201305182333 bt
—cx 12291 23456TB1 22456870 05-14-2014 @ T AM CDT Invalid Origin Address Redirect 20166854 201305182332 bt
-1 2291 23456TB1 2245670 05-14-2014 @ T AM CDT Invalid Origin Address Redirect 20166854_201305182333 bt
—cx 12291 23456TB1 22456870 05-14-2014 @ T AM CDT Invalid Origin Address Redirect 20166854 201305182333 bt
- 12291 23456TB1 2245670 05-14-2014 @ 7 AM COT Inwahid Origin Address Redirect 201686854_201305182333 bt
—c123912345678123456T0 05-14-2014 @ T AM CDT Invalid Crigin Address Rediract 20166854 _201305182333.0ct
—e1 233123456781 234567T0 05-14-2014 @ 7 AM COT Invalid Crigin Address Redirsct 20168854_201305182333 tct
—0e1 23912345671 2345670 05-14-2014 @ 7 AM COT Invalid Crigin Address Redirsct 20168854 201305182333 bt
—cx1239123455TB1 22456870 05-14-2014 @ 7 AM CDT Invahd Origin Address Redfirect 20166854 201305182333 bt
—o1239123456TB 123456870 05-14-2014 @ 7 AM CDT Invahd Origin Address Redirect 20166854 201305182333 bt
—cx1239123455TB1 2245670 05-14-2014 @ 7 AM CDT Inwahd Origin Address Redfirect 20166854_201305182333 bt
—o1239123456TB1 23456870 05-14-2014 @ 7 AM CDT Invahd Origin Address Redirect 20166854 201305182333 bt
941520120045007820 1202 05-14-2014 @ 7 AM CDT Mailpiece with this Tracking® Redirect 20166854_201305182333 bt
cannot be intercapted
—521239123456TB12345870 05-14-2014 @ 7 AM CDT Extra Services are not available Return to Sendar 20166854_201305182333 bt
fior Rieturn to Sender intercepts.
on this mail class

13
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Individual Manual Entry
To place a USPS Package Intercept Commercial Service request for a single USPS Tracking

number:

1. Enter the USPS Tracking number for the package, and click the “Submit” button.

New Package Intercept Request

Upload a Package Interceptfile 7

Upload

If you dont have a file, enter a unique USPS Tracking # 2

2. Select the CRID to which you want to charge this USPS Package Intercept request from
the dropdown menu.

Step 2: Enter Package Intercept Details

Tracking Number

Seec o '\

CRID; 2

14
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3. Once the CRID has been selected, the rest of the USPS Package Intercept Commercial
Service details will appear.

Step 2: Enter Package Intercept Details

Tracking Number:

CRID: 2 v
Permit: 2 -
MaileriD: 2 v

Please enter the address information for this package:

* indicates a required field

Sender: 7 Original Destination: 2
*Name / Company *Name / Company
*Street Address: *Street Address:

Apt/ Suite / Other 2 Apt/ Suite / Other 2
*City *City
*State *ZIP Code™ *State *ZIP Code™

Select State v Select State v

* | CHECK ADDRESS * | CHECK ADDRESS

Select a Request Type:

" Hold For Pickup * ¢ Return to Sender * C Redirect

4. Select a Permit and a Mailer ID from the dropdown menus provided.

Step 2: Enter Package Intercept Details

Tracking Number:

CRID: » - -

Permit: 2 . -4

MaileriD: = -

15
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5. Enter the original sender information. Then click the “Check Address” button to validate
the address. Fields marked with an asterisk (*) are required.

Please enter the address information for this package:

* indicates a required field
Sender: 7 Original Destination: »

*Mame / Company *Mame [ Company
Jane Doe John Smith
*Street Address: *Street Address:
Apt / Suite / Other ¢ Apt { Suite / Other »
“City *City
Washington | Hew York
~State *ZIP Code™ ~State *ZIP Code™
District of Columbia » [20280 MNew York « [10018

CHECK ADDRESS * | CHECK ADDRESS

16
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6. Enter the original destination information. Then click the “Check Address” button to
validate the address. Fields marked with an asterisk (*) are required. If you do not use
the “Check Address” button to validate the addresses, you will get an error message and
your request may be unsuccessful if you choose to proceed.

Please enter the address information for this package:
* indicates a required field
Sender: : Original Destination: *
*Mame | Company *Mame / Company
. Jane Doe ; | -John Smith
*Street Address: *Street Address:
Apt [ Suite / Other 2 Apt!Suite / Other 2
*City *City
YWashington New York
*Slate *ZIP Code™ *State *ZIP Code™
District of Columbia * [ 20280 New York + [10018
CHECK ADDRESS " | CHECK ADDRESS

7. Select the request type for your USPS Package Intercept Commercial Service.

Select a Request Type:

T Hold For Pickup * @ Returnto Sender 22 Redirect 2

17
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8. If desired, select any extra services you would like to add to your USPS Package
Intercept Commercial Service request. Additional fees will be charged for any extra

services selected. (Please refer to the section in this document labeled “Extra Services”
for more information.)

9. Click the “Submit” button to submit your request.

Select a Request Type:
® Hold For Pickup L " Retum to Sender T Redirect
You have selected HOLD FOR PICKUP.

On the next screen, you will be able to choose the Post Office within your specified ZIP Code.

Add Extra Services

Signature Confirmation Insurance
® g Signature Semvice ® NoInsurance
o Signature Confirmation « Insurance

O Adult Signature Required
" Adult Signature Restricted Delivery

=D

10. For certain USPS Package Intercept Commercial Service requests, you will be prompted
to provide additional information needed to complete the request. For example, if you
selected “Hold For Pickup,” you will follow the on-screen prompts to specify where you

would like the package held for pickup. Please see the Package Intercept Types section
for more information.

18
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11. Once your request is complete, click the “Confirm” Button.

Step 3: Review Package Intercept Request Details
Details

UEFE TRACKING § CREATED DN ETATUE MTERCEPT TYPE FILE NAME
Read b Suomk 3 Fehum fo Sender

i ill be sawved and you cannot make changes after you confirm

12. Click the “Submit” button to begin the USPS Package Intercept process. Once you click
“Submit,” your CAPS account will be charged for postage and fees.

Step 4: Final Confirmation

By clicking submit, your request will be processed. If your package is successfully intercepted, a
fee will be charged to your account. Your request cannot be changed or cancelled. The USPS
Package Intercept fee is $11.50 per request, itis automatically charged to your account, and is not
refundable. Additional postage fees may apply to complete the request.

See Terms and Conditions

19
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USPS Package Intercept Commercial Service Types

Hold For Pickup
1. If desired, select the extra services you wish to add. Then click the “Submit” button.

Select a Request Type:

% Hold For Pickup © RetumntoSender? Redirect”

You have selected HOLD FOR PICKUP.

‘On the next screen, you will be able to choose the Post Office within your specified ZIP Code.
Add Extra Services

Signature Confirmation Insurance

& No Signature Service

0 Signature Confirmation

© Adult Signature Required

© Adult Signature Restricted Delivery

& Nolnsurance
" Insurance

2. Enter the ZIP Code where you would like your package held. Click the “Find Post Office”
button to locate a Post Office location.

USPS Package Intercept®

» ¥ »
Home = Create your request = Enter details > Hold For Pickup details o i i oy

Find out more...

Step 2: Hold For Pickup Details {continued)

Tracking Number:

Origin:

Destination:

Flease input the ZIF Code™ where you would like to Hold For Fidup:

*ZIP Code

FIND POST OFFICE

20
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3. From the dropdown list, select the Post Office location that is most convenient.

“FIND POST OFFICE
Select the Post Office to Hold For Pickup from the below list:

| J-|
——

Return To Sender

1. If desired, select the extra services you wish to add, and then click the “Submit” button.
Registered Mail can be intercepted, but can only be returned to the sender. Once
intercepted, the package will keep its original Registered Mail number.

Select a Request Type:

" Hold For Pickup % Return to Sender T Redirect

You have selected RETURN TO SENDER.
Your package will be returned to the sender's address as indicated on the mailpiece.

Privacy Motice: For more information regarding our privacy policies
visit usps.comiprivacypolicy.

Add Extra Services

Signature Confirmation Insurance
Mo Signature Service

& Signature Confirmation

 Adult Signature Required
 Adult Signature Restricted Delivery

(==

' Mo Insurance

o Insurance

21
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2. Click the “Confirm” button to save your Return to Sender request. You will not be able to
make changes to the request after you click the “Confirm” button.

Step 3: Review Package Intercept Request Details
Details

UEFE TRACKING § CREATED DN ETATUE MTERCEPT TYPE FILE NAME
Read b Suomk 3 Fehum fo Sender

i ill be sawved and you cannot make changes after you confirm
N—

3. Read the Final Confirmation message and click the “Submit” button to complete your
Return to Sender Request.

Step 4: Final Confirmation

By clicking submit, your request will be processed. If your package is successfully intercepted, a
fee will be charged to your account. Your request cannot be changed or cancelled. The USPS
Package Intercept fee is $11.50 per request, itis automatically charged to your account, and is not
refundable. Additional postage fees may apply to complete the request.

See Terms and Conditions
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Redirect to a Domestic Address

1. You will need to enter your new domestic destination address. Then, if desired, select
the extra services you wish to add.

Select a Request Type:

 Hold For Pickup  Return to Sender * ' Redirect *

You have selected to REDIRECT your package.

Please enter the new destination address to redirect this package:
* indicates a required field

*Name / Company /
*Street Address /

Apt/Suite/ Other 2
*City

~State *ZIP Code™

Select State - I

5 |_ CHECK ADDRESS

Add Extra Services

Signature Confirmation Insurance

@ No Signature Senice ' NolInsurance
o Signature Confirmation

 Adult Signature Required

© Adult Signature Restricted Delivery

=

" Insurance

2. Click the “Confirm” button to save your Redirect to a Domestic Address request.

Step 3: Review Package Intercept Request Details
Details

UEFE TRACKING § CREATED DM ETATUE MTERCEPT TYPE FILE NAME

Read b Suomk 3 Fehum fo Sender

¥ will be saved and you cannot make changes after you confirm
¢
[ ——
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3. Read the Final Confirmation message and click the “Submit” button to complete your
Redirect to a Domestic Address request.

Step 4: Final Confirmation

By clicking submit, your request will be processed. If your package is successfully intercepted, a
fee will be charged to your account. Your request cannot be changed or cancelled. The USPS
Package Intercept fee is $11.50 per request, it is automatically charged to your account, and is not
refundable. Additional postage fees may apply to complete the request.

See Terms and Conditions

Extra Services

For each USPS Package Intercept request type, you can choose to add extra services for your
package. Extra services are optional. Additional fees will be charged for any extra services
selected.

All intercepted items are redirected using Priority Mail and, as such, are insured for up to $50. If
insurance coverage above $50 was purchased as part of the original mailing, such coverage
does not automatically carry forward and must be repurchased as part of the intercept request,
if desired. Insurance cannot be added after the package intercept request, and a package
cannot be insured for an amount greater than that of the original mailing.
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Troubleshooting
This section describes common errors and why they may occur.

1. | @ unable to locate information on tracking number, pleaze check and try again.

This error message may occur when you have entered a USPS Tracking number that is not
recognized in the system. Please check the USPS Tracking number and re-enter it.

2. [invai

This error status indicates that the USPS is unable to accept your request due to incorrect
entry.

3. [Canceleq|

This error status indicates that the user cancelled the request before submitting it.

4. | Not Interceptable|

This error status indicates that the package cannot be intercepted. Some causes for this
error might be that the package has already been delivered or is out for delivery.

5. |Payment Failed (Pl Fee)|

This error status indicates that your payment was unable to be processed.
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Account History

Viewing Your Most Recent Requests

This section allows you to access your most recent requests. You can view the USPS Tracking
number, the date the request was created, the status of the request, the USPS Package
Intercept Commercial Service type, and whether the USPS Tracking number was entered
manually or submitted in a file upload. If it was submitted in a file upload, you will be able to
view the name of the file it was submitted in.

E UNITED STATES
POSTAL SERVICE«

Welcome,
USPS Package Intercept® Find out more

Howr It Works 3 FAGs » Payments }

New Package Intercept Request Additional Resources

Upload s Package Intercept file Ase you a first-time uses of USPS Padkage Intercept or need more
information? These rescurces can help you get started.

[ [ Browse... |

<% Download USPS Package Intercept User Guide [PDF}
i < Download USPS Package Intercept Application Requirements [PDF}

OoR

If you don't have a file, enter s unigue USPS Tracking #: 7

Most Recent Requests [see more}

uEPETRACTNGE - CREATED ON ETATUE - MTERCEFTTVPE FILE MAME
—SETISAISAEE5416 O7-10-2014 {3 2 PM COT maRd g Fedirect Mzl

—35435135573541 3671355715367 7-10-2014 {8 2 PM COT Cancslen Returm o Sender Wzl
—R1E3E052004505 3552201295 Q7-10-2014 @ 1 PM COT n Progress 5 Fedirect 20168554_201407101400 02
—R1EA3E0520045 053552201295 G7-10-2014 & 1 PM COT in Progress 3 Redirect 20166554_201407101353.08
—R1HA3E0520045053552201295 Q7-10-2014 @ 12PM COT "0t IRRroSgRITIE 5 Feairect 20166654_201407101330.08
—slemzes 07-09-2014 @ 10.4M COT Payment Fased (7 Fee) g FRERum 10 Sanoar Wz

—atiemzen Q7-09-2014 @ 10AM COT Paymens Fases (R Fe) g Feairect Wz

—eme G7-05-2014 @ 1 PM COT mesd FRERum 10 Sanoar Wz

—S4354326542752 05-13-2014 & 7 AM CDT Eayment Fases (R Fee) g Fostum 1 Senosr Wz

—E52E0T4T 05-10-2014 @ 1AM CDT Eayment Fases (R Fe) » 0 For Picoun !

Large File Upload R 1S

FILE HAME - CREATED ON - sTaTUE
2HMGEE54_201407101400 80 OF-10-2014 @ 1 PMCDT Compieted
20166654 _201305182333 01 05-14-2014 B 6 AM COT Completed
152010 201310041003 1 10-05-2013 & S AM COT Completed
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1. Click on one of the listed USPS Tracking Number hyperlinks to go to a detailed view of
that request.

Most Recent Requests [see more]

WEFE TRACHNG # CREATED DM ETATUE = NTERCEFTTYPE FILE NAME
—SET 354354635415 O7-10-2014 @ 2 PM COT iy Redinect Wanaal
—3543513657 3541387 13557 15387 O7-10-2014 & 2 PM COT Canceled 3 [FRoetum o Sender Wamal

2. You will be taken to a view of the individual request for additional details associated with
that request, as in the view below.

EWTEDSTATES 1

USPS Package Intercept® Find out more...

¥ ¥
Home > Pac Intercept Request Details Howvr It Works ? FAGs Payments

Package Intercept Request Details

Request Info Cost Info
| Request Date: T4 | |
Request 1D: Fl Fes: A
Tracking Number: Postage: NiA
Mew Tracking Number: |
Package Intercept Type: Rediract
Request Type: Manusl
Class of Mail: 1 Status/Progress 1
Extra Services: Signature Confirmation: Mo |
Adult Requirzd: No 1. Invalid »
Adult Restricted: No
Registersd: No

Incledes 350 insurance

Sender’s Address
| Name / Company:
Strest Address:
Apt | Suite | Other:
City, State, ZIP Coda™:

Qriginal Destination Address
| Name / Company:

Strest Address:

Apt / Suite / Other:

Gity, State, ZIP Code™:

¥ou are requesting to have this mailpiece REDIRECTED:
Name / Company:

Strest Address:

Apt | Suite / Other:

City:

State:

ZIP Code™:
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Reporting
As a USPS customer, you have access to several helpful reports. This section describes how to
access reports associated with your account.

1. Navigate to https://gateway.usps.com/eAdmin/view/signin and log into the Business
Customer Gateway. Then click on “Mailing Reports” under Favorite Services on the
right-hand side of the screen.

e | UNITED STATES

[frosmisemices  Business Customer Gateway

Welcome,
Favorite Services
s Need help
getting started ;
s S with Full-Service = -
S Seees Intelligent Mail®? ! Sras

POSTAL WIZARD

Ofther Services )
| LEARN MORE _ T 0 \ [ T o ——

Manage Account

The Business Customer Gateway is your central hub for managing your
USPS activity for your Business.

Within this site, you will find Business Service tools that you will need to monitor, track,
and manage your mailing and shipping activities. ¥ ou can access these Business
Services using the tabs on the left. When you know which services are useful to your
business, you can add them as your favorite services using the panel on your right.

Messzages

g If you are a Mail Service Provider at any of your locations, you can now

indicate yourself as such from the Manage Locations tab by clicking the . z
Edit button Get Started with the NEW

Business Customer Gateway

g You have 1 pending service reguests. You may review them here. LENSN MUHE
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2. You will be taken to the Mailing Reports homepage, where you can access reports
associated with your account.

E UNITED STATES
POSTAL SERVICE « HOME | HELF | CUSTOMER GARE | SIGN OUT

-
Fi 4 3'

~F -
Liome Homea = Masng Reports
Mailing Reports
Summarny
e » View Transactions = Mailing Summary Report
+ Postal Wizard = Pending Postage Statements = Mail Quality Reports
» Elecronic Data # Induction Activity Report (elnduction) « Mailer Scorecard
Exchange
2 # Electronic Verification Activity [EV5) # Wiew Historical Permit Transactions
: Nt Bepos » Parcel Return Service (PRS] » Carbon Accounting Statement
Drashboard » BRM Invoice Detail Report = Tech Credit Report
Manage Permits » Customer MRS Detsil Report = QBRM Verification Assessment Report
[Msb Tool » Customer MRS Summary Report = GBRM Additicnal Pos Diue Report
= Mail Entry Invoice Report
EMBE ey
» W5 Menthly Account
end Sampling Summany ’ Full Service

» eV5S/PRS Dashboard

Manifest Search

» Mailer ID Report

= [Dats Distribution/Informed Visibility Dashboard = Push Subscription Profile

= Full Service Seamless Acceptance Failure Jobs

- Third Party Billing

Reports

» Dispute Queue

» VS Alerts

» Call Tag Service Report

» PRS Monthly Account

and Sampling Summany

» eVS/PRS Dashboard

Manifest Search

Mailer ID Report

» Call Tag Sewice Report

eV 5/PRS Reports
» Carbon Accounting Statement = Manifest Confirmation Report
= Postage Statement Summary

Unmanifested Records Report

=« Manifest Error Report

= Sampling Reports .
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Billing Statements

This section describes billing statements and how to access them. All USPS Package Intercept
Commercial Service fees and postage are automatically debited against your CAPS account.
The USPS Package Intercept Commercial Service flat fee is assessed at the time the request is
placed. Priority Mail postage and applicable extra services fees are assessed to your account
when the mailpiece has been successfully located and is being redirected as requested.

1. From the Mailing Reports Homepage, click the “View Transactions” Link.

E UNITED STATES
POSTAL SERVICE HOME | HELF | CUSTOMER CARE | SIGN OUT

-

o aracs, D S

AL
Hems - MaEng Reports

» Home
Mailing Reports
Summary
» Balance snd Fees - Mailing S S
s Al « Pending Fostage Statements = Mail Quality Reports
» Electronic Data + [Induction Activity Report (elnduction] « Mailer Scorecard
Exchange
= Electronic Verification Bctivity [EV5) = View Historical Permit Transactions
Zilfaitne Fopors » Parcel Return Service (PRS) s Carbon Accounting Statement
Dashboard + BRM Invoice Detail Report # Tech Credit Report
» Manage Permits « Customer MRS Detail Report « (QBRM Verification Assessment Report
INsb Tool + Customer MRS Summary Report + (BRM Additional Pos Due Report
= Mail Entry Invoice Report
e-V5s Cl'.lm
» V5 Menthly Account
and Sampling Summary ’ Full Service
» eV'S/PRS Dashboard » Data Distribution/Informed Visibility Dashboard « Push Subscription Profile
Manifest Search # Full Service Seamless dcceptance Failure Jobs
» Mailer ID Report
» Third Party Billing ’ eV5SIPRS Reports
Reports
# Carbon Accounting Statement  « Manifest Confirmation Report
» Dispute Queue
+ Manifest Error Report # Postage Statement Summary
» VS Alerts
£ « Sampling Reports #» Unmanifested Records Report

Call Tag Service Report

PRS Q.lsbme-r

» PRS Menthly Account
and Sampling Summary

» eVS/PRS Dashboard

MManifest Search

Mailer ID Report

Call Teg Service Report
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2. From the Transactions page, select “Adjustments” from the Transaction Type dropdown
menu.

[Home - Mamng Reports » View Transactions

Transactions
The aate range 1or 3y S83rch MUSt D2 125 03y OF 186s. Transactions Only 30p8ar 0N IS FEp0r 1 1)83r 300 1 MONT %7 e raNEaction Cae.
17 you Need 10 retain Tis Cata 1 3 longer period of time, piease CoNNI0ad e Cata while R Is 2aliadie and 10re The INDIMATIoN 0N JOUr COmpPUter
Loszmon Transaction Type Accourt Type Permt / Puo Numper
cPione Al = Al [+ 'starts with [v]
Customer Reterence Numoer Al EnaDae
Adiustments
Deooste 07/11/2014
I yOu encOuntier an error or slow performand mFm e Emer avale mmwmvmmﬂwdnm
NOTE. These are e 10 Most recet Mailings 00 10X refect e “Stan Dase” and "Enc Dae”
Refunds
#Penmt/POCRD  POO! Reversals Twe  Peg S0 DCUREECAPS Tran® Begin BaanceAmount A0 Balance PIeces Verricatons User
Transfers Adiustment  NA NA Deot ES
LINTTOON. & 071g@1e Adiustment  NA NA Seor P
LA fo201eAdiustment  NA NA Deot oS
L 05232014 Fee Payment NA NA Deor sYs
L MATTOON. L 083142014 Adiustment  NA NA Deot oS
) 0U182014Fee PaymentNA  NA 5000 svs

3. Clicking on a hyperlink for an individual Adjustment will take you to a detail view for that
record.

Dbk
MATTOOM, IL 07H 02014 Adjustment  MA A DR [
MATTOOM, L 071020 4 Adjustment  NA WA Ceal =]
05232014 Fee Payment sw A Deb® 5
MATTOOM, L 05H 42014 Adiustment MA A Dbk [
- 4182014 Fes Fayment MR A 3000 BYS
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4. The detail view for each adjustment will provide additional information for that
transaction.

Account Information

Mumibsr:
Parmit: Currant
Balancs:
Company: Contact:
ACress: Phne
Mumibsr:
Vhers Financs
lssued: Mumibsr:
Comments:

Adjustment Transaction

Transaction Number:
Date of Adjustment: 07/10/2014

Referenced Trans. Number: M/A Referenced Trans. Date: M/A

Amount of Adjustment:

Mew Balance: CAPS Debit

Reason: Fackege intercept flat fee
AlC:
Location:
Clerk’s Initials:

Frequently Asked Questions

For a list of frequently asked questions about the USPS Package Intercept Commercial Service,
please navigate to: https://pi.usps.com/cpi/faq.jsp.
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Questions or Comments

Please submit questions or comments to:

ShippingServices@usps.qov
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