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Mailing Services Tab –
Select Postal Wizard

You can locate Postal Wizard by clicking on the Mailing Services 
tab. You can also save it as a favorite under Favorite Services.



Statement Information –
Select Your PS Form

From this page, choose the form number to be completed. 



Permit Information –
Select Your Permit 

MR MAILMAN

6/10/2021

Enter the date of mailing and select the appropriate account 
information, whether it is for yourself or another company.



Account Information Selections 
(Regular/Nonprofit) 

6/10/2021

Answer these questions.



Agenda

6

Mailing Characteristics

To document IMbs for FS and Non-
FS mailings:

1. Choose Barcode Type

2. Check box for Full-Service 
OR
Check box for Barcode Info. 
Available (non-Full-Service)

3. Enter 6- or 9-digit Mailer ID
a) Select Mailing ID if using an 

identical serial number for 
all mailpieces in mailing

b) Select Lowest Piece ID if 
applying a range of unique 
IMb serial numbers through 
out the mailing.



Rates –
Enter Piece Counts

Enter Piece counts on proper price lines. Verify info on the left side.

MR MAILMAN

123 MAIN ST

BUFFALO NY 14226

MR MAILMAN

123 MAIN ST

BUFFALO NY 14226



Summary Screen –
Verify Information

MR MAILMAN

123 MAIN ST

BUFFALO NY 14226

MR MAILMAN

123 MAIN ST

BUFFALO NY 14226



Statement Submission –
Read Certification Statement and 
Submit

MR MAILMAN

123 MAIN ST

BUFFALO NY 14226

(716) 555-1234

JOHN T MAILMAN
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Confirmation Page


