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. Overview

This document defines the new automated Approval Process for Customer /
Supplier Agreements (CSAs) which was effective April 1, 2012. This step-
by-step guide will assist CSA Approvers tasked with (a) “approving” newly
created CSA or (b) “rejecting” modified CSAs. As part of this new process,
in addition to the mailer, the following managers have been designated as
CSA Approvers:

District Manager

P&DC Manager

Area Manager (Distribution Network Operations)
Area Manager (In-Plant Support)

HQ Manager (Processing Operations)

HQ Manager (Network Operations)

VVVVYY

PLEASE NOTE: It is important to note that for each occurrence that
modifications/changes are made to a CSA, the approval process begins
again.
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I1. CSA Approval Process Flow

The following illustration details the CSA Approval Process from creation at
the BMEU level to final approval and activation.
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This process flow illustrates all CSA approval activities, including procedures for
rejecting a CSA and returning the CSA to the BMEU for modification.
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I11. Applying for CSA Approver Access

A. Applving for FAST Access

Any user that has not already requested access to FAST must first do so
through the eAccess application.

= From a web browser, navigate to http://eaccess.usps.gov. Login to
the application with your ACE ID and Password.

el | ||
UNITED STATES S8
Emsrmssnwceg

o i i e SRR

Help | FAQSs | Forms

eAccess System Logon

Use your ACE account and password that you use to log into your ACE workstation

ACE Logon ID: [ibdwb0

ACE Passwaord |""nnn-

Note: Password is case sensitive

Log On I Cancel |
Password Reset

If you have forgotten your ACE password please go to ePasswordReset to reset it

Restricted Information

VWARHING! FOR OFFICIAL USE ONLY

Thiz iz a U.5. Government computer gyetem and iz intended for official and other authorized use only. Unauthorized access or uze of this systern may =ubject
violators to administrative action, civil, and/or criminal progecution under the United States Criminal Code (Title 18 U.S C. § 1020}. Allinformation on this
computer system may be menitored, intercepted, recorded, read, copied, or captured and disclosed by and to authorized perzonnel for official purposes,
including criminal progecution. ou have no expectations of privacy using this system. Any authorized or unauthorized uge of thiz computer system signifiss
coengent to and cempliance with postal =ervice policies and these terms.

Exhibit 3-1
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= Once logged into eAccess, select the “Request Access” tab.

= Type the word “FAST” into the Application Search Box and click the
Search button.

= Choose “FAST (Facility Access and Shipment Tracking)” from the
Search Results menu.

POS] 3
==

3 1 - o
I Home WUELIEHSNSEEE Reports My Profile My Access IT SeifHelp FAQs Log Oif

Search for an Application for yourself
ACE {ACTIVE DIRECTORY}) st
FostalQne!

ETRAVEL Enter the application name: |F*-ST Search I
Cellular

Laptop/iabile Media 1
efwards = | : )

ACE WEB CONFERENCING SLIBSSC Developer rlo permission in FAST
(MEETINGPLACE}

£Buv2 =l

Special Accounts

Click here to request access for another person

% spplication " Database Resource  Unix
™ Distribution List  Special Request ' Test Application *

=All applications registered within "Test Application” require an approved Production Data Use Letter (PDUL).

Wednesday, August 8, 2012 2:40 PM EDT

Thits mite is bronght to you fy your Information Technology Onganization.
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UNITED STATES
POSTAL SERVICE-

Facility Access & Shipment Tracking (FAST) p
Customer / Supplier Agreements (CSAS)

January 2013

= Select your applicable Role under the “Request Setup Information”
heading.
» BME Manager -> Facility User Role
» District Manager -> District User Role
» Area Manager -> Area Manager Role
» Headquarters Manager -> Administrator

= Under the Dependent Request Setup Information heading, be sure to
leave the “Choose DEPS Role (If needed)” option blank.

= Click the Next button to submit your request.

Help FAQs Log Off

Identify User Action Application/System

HEH S Fi-Fo MODIFY FAST {Facility Access and Shipment Tracking)

This request will be routed to a FSC for approval.

Use the input figlds below to specify System account settings and permissions for the user listed above.

User Detail Information (Required information when submitting a request.”)

| TP 1AMIE O] THEI LR

bl 1B~ "Nl A= TAFERSY TY1"E 1 ENE PR [ BETETR AT

Tedie® IAE ity IR LIS " e 1"l
I ' L

I [ [y PR e e

Update User Details

Request Setup Information (Required information when submitting & request. )
Options displayed will depend upon System chosen
Role* | |

Dependent Request Setup Informat]
Options displayed will depend upon Request

Administratar
Area User
District User
Facility User

Headguarers User
| ==

Request Related Processing Instru

Date needed (mmiddiyyyy)

Clear Date

Special Instructions (Max.2000 characters) ‘ E=

Is this request associated with a detail assignment?
& Ng
© Yes

Submitted To Manager
[ L
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B. Becoming a CSA Approver

From the FAST eAccess application screen, users can apply for CSA Approver
access under the Dependent Request Setup Information menu. Users should
select their applicable level of access from the “Choose CSA Approver Role
(if needed)” drop down menu.

Cependent Request Setup Infarmabon
Sapaes i I depam opin Beaged] Tekp 105 ¢ ppded
AREAS LLREA ULER] Capial biaina &

=]
* i
=
b Y, J e Vol I [_‘ﬂ
Crazoaes DEPS Rsi 1 i) I =] ]

Crsiep bk dppeower R i Heodod) I <] ied]

Reguest Related Processing Instructons

Dt v dpmsrns TR Yy

it Cutie

Agmrind it
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V. CSA Approval eMail Notifications

A. Newly-Created CSA

CSA approvers will receive an eMail Alert as notification that a CSA requires
approval. The eMail will include the unique Customer / Supplier Agreements
number requiring action.

» When a new CSA is created, CSA Approvers will receive the following
eMail from fastnoreply@usps.gov.

From: fastnoreplW@usns ooy

Sent: Monday, March 19 2012 3:23 PM

To:

Subject: Approval Meeded for C3A 1000000680

Customer/Supplier Agreement| 1000000680 |has heen created and requires your approval. Your

approval must he provided within three (3) days of 03/19/2012.

Pleaze wizit FAST and update the Customer/Supplier Agreemsent 1000000630 with your
approval.

C34 ID: |1000000630

**Please do not reply to this email. This message was sent frow an unattended mwailbox:
responses to it are not received. *

Exhibit 4-1
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B. Modified CSA

CSA approvers will receive an eMail Alert as notification that a CSA has been
modified and requires approval. The eMail will include the unique Customer
/ Supplier Agreements number requiring action.

» The screenshot below reflects a request for the approval of a CSA
modification (changes to an existing CSA).

From: <fasthoreply@usps.gov>

Date: Fri, MMar 23, 2012 at 3:24 PM

Subject: Approval Process Reset for CSA 1000000650
To: fastcattest’@ gmail com

The status for Customer/Supplier Agreement] 1000000650 has been changed while in the approval
process. Y ou must review the CSA again. Your approval must be provided within three (3) davs of
03/19/2012.

Please login to FAST and update the Customer/Supplier Agreement 1000000680 fwith vour approval.

**Please do not replv to this email This message was sent from an unattended mailbox; responses to it are
not received **
Exhibit 4-2
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V. Locating a CSA in FAST

Upon receipt of an eMail notification, designated CSA Approvers should
follow the steps below to “Approve” or “Reject” a CSA.

» From a browser, navigate to https://fast.usps.gov. Log-in to FAST
using your ACE ID and Password.

F UMITED STATES Facility Access and Shipment Tracking
POSTAL SERVICE»

Facility Access and Shipment Tracking (FAST)

nggn 10 IF'DEII"IahEIE

Passwaord Iooooooooooo
Mote: Password is case sensitive

Forget Your Password?

Version: 20.1.0

Exhibit 5-1
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» Click on the “Customer / Supplier Agreement” link located in the right-
hand menu.

Facility Access and Shipment Tracking (FAST]

Recu,,i"ﬁ”’i Facility Access and Shipment Tracking (FAST)

Facilities

Profiles Welcome to FAST

R Shln FAST is a Postal Service™ initiative that improves the drop shipment and Crigin Entry
w appeintment scheduling processes through allocating appointment availability and
w decreasing dock waittimes. FAST is designed to interface with other postal applications and
Drop Entry Point System systems to enable ongeing transfermation to an environment where the Postal Service and
Origin E.’:L’“I customers have end-to-end visibility of the mail product from entry to delivery.

Customer [ Supplier

Agreements

»  Appointments

Appointments contains functicnality to create, manage, and closeout “Go>
appointments. Unscheduled arrival functionality is alsc availakle in this module.

Tras

1Cm

» Recurring Appointments

Recurring Appointrents contains functionality to create, manage, and review " Bo>
recurring appointments.

Exhibit 5-2

> Navigate to the “View Customer / Supplier Agreement” page within the
FAST application.

Facility Access and Shipment Tracking (FAST)

Customer / Supplier Agreements

Customer/ Supplier Agreements serve the purpose of formalizing agreements on criteria
used to determine Start the Clock Day-Zero (Day-0) to create a commaon understanding
between UEFE and mailers. Customer ! Supplier Agreements are used to approve later
acceptance times and describe separation and containerization standards requested of the
mailer that are not covered in the optional containerization requirements described in the
Domestic Mail Manual (DM}

p  View Customer | Supplier Agreement

View Custormer/ Supplier Agreement contains functionality to search far, view, . .
and print Customer / Supplier Agreements. o>

Exhibit 5-3
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» Users should select Customer / Supplier Agreement Number from the
“Search By” drop-down menu.

Facility Access and Shipment Tracking (FAST)

View Customer / Supplier Agreement Search Page

< Back

Choose Search Criteria:

Please selectthe search method and enter the required information.

* Search By| - Select One - | ( Submit >

i— Select One —
Mational

Area

District
Back . o ;
== Entry Facility ance.

Acceptance Site

Customer Mame
| Customer / Supplier Agreement Mumber
Customer Registration D

Effective Date

Exhibit 5-4
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» Reference the Customer / Supplier Agreement (CSA) number identified
within the text of the eMail notification to quickly locate the CSA for
approval. (Reference Exhibits 111-1 and I11-2.)

» Type in the Customer / Supplier Agreement Number in the search box
and click the Search button.

» Users will be navigated to the Customer / Supplier Agreement
Summary page.

Facility Access and Shipment Tracking (FAST)

View Customer / Supplier Agreement Search Page

< Back

Choose Search Criteria:

Flease selectthe search method and enter the required information.

* Search By: Custumer;’SupplierﬁgreementNumbj Submit »

Customer ! Supplier Agreement I‘-Junwher:ll[][][]DDDEBU Search >
< Back Cancel
Exhibit 5-5
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V1. Approving and Rejecting a CSA
A. Approving a CSA

From the View Customer / Supplier Agreement Summary page, FAST users
will view a Reviewer Action drop-down menu.
» This menu provides customers with the option to Approve new or
modified CSAs.
» After approving the CSA adding comments, click the Submit button to
save your review action.

Facility Access and Shipment Tracking (FAST)

View Customer [ Supplier Agreement Summary

Cuslomers | Supplier Agreemént ID: 1000000620
Lasi Modified: 12022011 09:03:50
Acceptance Sfe; BOSTON BMEU - Boslon, MA - 567ED - 2256
Customer. SHOW YOUR COLORS FLAG CO
Address: 2452 5 TRENTON WaY LINIT M - DEMVER, CO 80221
Customer Registration D 12345
Effectve Date: 12022011
Sialus. Pre-Approval

Curreni Review Status
* Reviewver Action:__ . - % | Swbmit s
SOOTOYE
ajact

AR

(]

L

Customer / Supplier Agrearment Fite | Dewmlaad
Conlainer Label information

T2}

Minimum

Container Lastyed Load for
ﬁea:a'llgn Ragticd] !.%-r,_l Flail Processing Proces sing Proces sing Contaner

g 7P Codes 12 code G35 Calegory  Code  Codelabel o
feeth
1 0 -5 ese 111 Firsi- Flats b Aumerican 11
Class Arines
Tota T
| &b

Exhibit 6-1
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B. Rejecting a CSA

From the View Customer / Supplier Agreement Summary page, FAST users

will view a Reviewer Action drop-down menu.

» This menu provides customers with the option to Reject new or

modified CSAs.

» A Comments section is provided for users to justify mailer review

action.

> After rejecting the CSA and adding comments, click the Submit button

This field is mandatory when rejecting a CSA.

to save your review action.

Facility Access and Shipment Tracking (FAST)

View Customer / Supplier Agreement Summary

Customer | Supplier Agreement 100 1000000620
Lasi Modified: 12022011 09:03:50
Acceptance Sfle; BOSTON BMEL - Boslon, KA - S6TED - 2256
Customer: SHOW YOUR COLORS FLAG CO
Address: 2452 5 TRENTON WAY UNIT M - DENVER, CO 80231
Customer Registration ID: 12345
Effective Date: 12022011
SiMus. Pre-approval

Cument Review Status
Reviewer Action.  -Select One- w | Swbmit
ZYalelieind:]

Comments: [Thiz C54 has been rejected because referenced =

transportation has changed.

=

Customer / Supplier Agrearment File | Pewmlpad

Coantainer Labeal informalion

&
Minimum
Separation w Lﬂtll"ilbpﬂ Mail Processing Processing Processing L‘%::"r
g ooEOmin g Class Calteqory Code  Code Label SODINNCTS
- ffCodes — Code [linear
feet
1 O01-555 es= 111 Fimst- Flats Lir American 1
Class Arines
Tota o
&

UNITED STATES
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Exhibit 6-2
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VII. CSA Approval Summary Report

Users can view the CSA Approval Summary Report within the View Customer
/ Supplier Agreement Summary page. This Report tracks the status of the
CSA (last modified date) and details approvals for the following users:

Mailer

District Manager

P&DC Manager

Area Manager (Distribution Network Ops)
Area Manager (In-Plant Support)

HQ Manager (Processing Ops)

HQ Manager (Network Ops)

VVVYVYYVYYVYY

View Customer / Supplier Agreement Summary

Custormer S Supplier Agreement ID:
Last Modified:

Acceptance Site:

Area:

District:

Customer:

Address:

Customer Registration 1D
lMailer Contact Email:
Effective Date:

Initial Created:

ariginally Approved:
Status:

CSA Approval Status

Reviewer

hdziler

District Manager

P&DC Manager

Ares Manager, Distribution Metwork

Ops

Area Manager, In-Plant Support

H& Manager, Processing Operations

HG Manager, Metwork Operstions

1000000680

0853152011 12:18:41

MADISOMN ROYLE PRINTERS DMU - SUMN PRAIRIE, Wyl
- 564980- 0747

GREAT LAKES

LAKELAMD

FAST RELEASE 18

901 D ST SW - WASHINGTORM, DG 20024
20164691

LISPSFAST2@GMAIL. COM

as 952011

as 952011

as 952011

Inactive

Customerf Supplier Agreement File | Dowsload

Status Last Updated Date
Approsved 12001022011 09:06:435

Pending Approval

Pending Approval

Pending Approval

Pending Approval

Pending Approval

Pending Approval

Exhibit 7-1
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VIII. CSA Support Resources

All Customer / Supplier agreement system and process information is also
available within the CSA Guide located at the following location:

https://ribbs.usps.gov/intelligentmail_guides/documents/tech_qguides/Custo
merSupplierAgreementGuide.pdf

If CSA Approvers or their assigned alternates/back-up encounter system
related issues and require technical assistance to approve a CSA, please
contact the USPS IT Help Desk @ 1-800-USPS-HELP. The USPS IT Help
Desk can provide first level support and also, if necessary, activate a
Remedy Ticket for any system based issues.

If CSA Approvers or their assigned alternates/back-ups have operational
type questions, inquiries should be directed to the BME Manager that created
the CSA.

USPS customers should contact the FAST Help Desk @ fast@usps.com or
1-877-569-6614 to activate a Remedy Ticket. The FAST Help Desk will
assign the Remedy Ticket to the appropriate CSA Remedy Group.

Recommendations, suggested enhancements, or general feedback should be
forwarded to FASTCSA@usps.com inbox.

-18-
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Appendix A. Frequently Asked Questions

What is the CSA Approval Process?

The CSA Approval Process provides automated electronic signatures for all
necessary parties involved in the creation of a Customer / Supplier
Agreement. Please refer to Section 2 (Page 3) for an overview of the CSA
Approval Process from start to finish.

I am a designhated CSA Approver. How do I gain access to the FAST
application?

In order to gain access to the FAST application, you must first file an
eAccess request. Follow the steps listed in Section 3 (Page 5) for detailed
instructions on requesting FAST in eAccess. Once approved, the FAST
application can be accessed via http://fast.usps.gov.

I am a newly appointed CSA Approver for my Facility / District /
Area. How do I gain access to approve and reject CSAs in FAST?

All requests for CSA Approval capabilities are available within the eAccess
Facility Access and Shipment Tracking (FAST) application screen.

I am no longer a designated CSA Approver for my Facility / District /
Area. How can | stop receiving CSA Approval Notification eMails?
Users can make changes to their CSA Approver status by modifying their
CSA Approval role entry within the eAccess Facility Access and Shipment
Tracking (FAST) application screen.

Who is responsible for entering a CSA into the FAST system?

The BME manager at the acceptance site for which the CSA is created is
responsible for entering a CSA into the FAST system. BME managers are

-19-
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also responsible for end-to-end oversight of the CSA Approval process from
creation through activation.

When | attempt to log into FAST and approve a CSA, the CSA
Approval Summary Table displays “No Records Found”. What can
cause this issue?

There can be several root causes for a CSA displaying “No Records Found” in
the CSA Approval Summary Table. Firstly, verify that the Mailer did in fact
approve the CSA. Secondly, verify that the correct Customer Registration ID
(CRID) was entered on the CSA during creation. An incorrect Mailer CRID
will cause no search results to return when searching for a pending CSA.

Who do 1 contact if 1 need assistance approving a CSA?

If CSA Approvers or their assigned alternates/back-up encounter system-
related issues and require technical assistance to approve a CSA, please
contact the USPS IT Help Desk @ 1-800-USPS-HELP. The USPS IT Help
Desk can provide first-level support and also, if necessary, activate a
Remedy Ticket for any system-based issues.

Do CSA transportation changes reflect in TMS?

Yes, it is the District’'s responsibility should ensure that TMS is updated to
reflect CSA transportation changes. The transportation data in both systems
should be identical.

Is there a CSA MTAC User Group?

There is MTAC CSA User Group which meets on an informal basis. Please

contact fastusergroup@usps.gov to be added to the User Group distribution
list for meeting invites and news updates.

-20-



