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ABOUT THIS GUIDE

The instructions and descriptions contained in this document were accurate at the time of publishing;
however, succeeding products and documents are subject to change without notice. Therefore,
Window Book, Inc. assumes no liability for damages incurred directly or indirectly from errors,
omissions, or discrepancies between the product and this document.

Go to www.windowbook.com to download the most current version of this document.

This document is formatted for 2-sided printing.

YourScore™ is a trademark of Window Book, Inc.

The following are trademarks (indicated by ™) or registered trademarks (indicated by ®) are owned by
the United States Postal Service: USPS®, PostalOne!®, and USPS MDR Client™.

Mail.dat® is a registered trademark of the International Digital Enterprise Alliance, Inc. (IDEAlliance).
Microsoft®, SQL Server® and Windows® are registered trademarks of the Microsoft Corporation in the
United States and/or other countries.

All other product names are trademarks, registered trademarks, or service marks of their respective
owners.

Copyright ©2019 Window Book, Inc. All rights reserved. All intellectual property rights remain the
property of Window Book, Inc. No part of this publication may be reproduced, distributed, modified,
displayed, transmitted, stored in a retrieval system, or translated into any human or computer language,
in any form or by any means, electronic, mechanical, magnetic, optical, chemical, manual, or otherwise,
without the prior written permission of the copyright owner, Window Book, Inc., 300 Franklin Street,
Cambridge, MA 02139.

CONTACT INFORMATION

WINDOW BOOK, INC.
300 Franklin Street
Cambridge, MA 02139

Corporate: 617-395-4500

Client Services: 800-524-0380
postalspecialist@windowbook.com

Support: Support Portal

800-477-3602

techsupport@windowbook.com
Fax: 617-395-5900
On the Web: www.windowbook.com
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REVISION HISTORY

This section contains a list of any significant changes that were made from the previously published
version of this Guide, including a brief description of the change, the type of change made (i.e. Revision,
New, or Deletion), a link to the location in the Guide where the change occurred, and any pertinent
details relating to the change.

CHANGE TYPE LOCATION IN GUIDE DETAIL
. . pag Repai ken links t t
Updated section Revision Cover page and epaired broken links to repor
throughout. examples.
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BEFORE YOU BEGIN

SYMBOLS YOU SHOULD KNOW

The following symbols appear throughout this document:

o Where displayed, this Information icon denotes important information regarding the subject
matter at hand. The information is intended to provide helpful hints, references to other
locations in the document to help further understanding about the current subject-matter,
and/or include special requirements pertaining to specific subject-matter. It is important that
the information provided be read and thoroughly understood before proceeding.

®

Where displayed, this Attention icon is intended to make the reader take special notice as the
information provided is critical in nature to the subject matter at hand. It is not intended to
lessen the importance of the information provided with the Information icon noted above; but
to bring additional attention in situations of extreme necessity.

% Where displayed, this Troubleshooting icon denotes helpful hints and tips for the subject matter
at hand. The information in the troubleshooting tip is intended to provide resolutions for some
of the more common issues that can occur during operation.

PURPOSE

The purpose of this document is to provide registration, ‘how-it-works” information, and user
instructions for YourScore™.
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REQUIREMENTS

e A working Internet connection is required to register for YourScore.

e To be able to use YourScore, a user must have access to their company’s Mailer Scorecard on the
USPS® Business Customer Gateway. Refer to Appendix 1 in this document for instructions on how
to determine whether a user has access to their Mailer Scorecard, and how to gain access, if need
be).

e Aset of valid, PostalOne!® login credentials is required to set up the YourScore service; however, the
credentials are not required to be able to register for the product.

= Although they are not required, Window Book strongly recommends providing the PostalOne!
login credentials to be used during the registration process. Doing so will negate the need for a
Window Book representative to contact the registrant to get them dafter the fact, thereby

speeding up the account set-up process.

o Window Book strongly recommends the use of a separate set of PostalOne! credentials for use
with Window Book products to avoid conflicts and service disruptions that can occur if one set of
PostalOne! credentials are being simultaneously for different functions.

o To ensure the delivery of the e-mail with attached Report(s) from YourScore, Window Book
strongly recommends that the Window Book-sourced e-mail address of
‘wbiadmin@windowbook.com’ is included in the mailer’s “white-list” of trusted e-mail addresses.
For more information, refer to the ‘White List Help’ page on Window Book’s web site at:
http://www.windowbook.com/home/White-List-Help.
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REGISTRATION

Registration

E) Please note that once registration is complete, it can take anywhere from two to five days for the

newly registered account to become active.

To register for YourScore, go to https://www.windowbook.com/Lp/Scorecard. Enter the appropriate
contact information, satisfying the required fields (at a minimum). Required fields are noted with an

asterisk (*). When ready, click the Submit button to continue.

@ Ceta30dayFREETdofYourt X 4

& c & hitps//’www.wingowbook.com/Lp/Scoreca

&
(] YourScore™
Get a 30-day FREE Trial of YourScore!

Kudaos to you for making the great decision to test drive this great service,

Please complete the form b k on the Submit button,

If you have any questions or would like to speck with somecne regarding your free trial, plecse call us at

us at Info@windowbook.com

Required

Name*

Email*

Phone

Call 800-524-0380 | Coniac

2012 Wingiow Bock, Inc., Al nghts ressrve

- u} X

* O @ :
30 or emall
[ £ !
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The screen will update and expand. At a minimum, satisfy the required fields. Although they are not
required, Window Book strongly recommends providing the PostalOne! login credentials to be used.
Doing so will negate the need for a Window Book representative to contact the registrant to get them
after the fact, thereby speeding up the account set-up process. Window Book must have the
registrant’s PostalOne! login credentials for YourScore to run.

o Window Book strongly recommends the use of a separate set of PostalOne! credentials for use
with Window Book products to avoid conflicts and service disruptions that can occur if one set of
PostalOne! credentials are being simultaneously for different functions.

When ready, click the Submit button to continue.

@ Trankvou ® + = [m] k4
“ [ B hitpsy s windowboot.oomy Lo Yours: T + o'
Company*®
Address City
State Iip Code™
Phone
Promo Code
PostalCne! User Name PostalOne! Password
The screen will update and provide information as to what happens next.
@ T g + - =] x
< C @ hy i bock.com b4 ()

The email contains information cn whaot to expect.
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Registration

An e-mail is sent to the e-mail address provided. The e-mail address that is sending the e-mail will be

‘PostalSpecialist@windowbook.com’ with Jeff Peoples’ name as the sender.

File Message  Help 3 Telme what you want to do

H L'y’ ‘ = T '\u'

leff Peaples <PastalSpedalist@winday

e gl cam= Laura Bursh
Thanks for taking the first step to sign up for your 30-day trial of Your Score.

(1) You forwmeded this message on 3022009 1154 PR,
I Ehiere are prodblems with how this message |5 displaged, oick fere bo view It in & web brawser.

Hi Lawra,

Thank yeu for taking the first step to sign up for your free 30-day frial of
YourSeore™. This automatic service eliminates the palnstaking process of
lagging Intz the USPE® Business Customer Gateway [BCG] to revlew your
Mailer Scorecand, P N Tty o fiw

P beer St Lp.

Your freee frial of YourScore will be ot fhe Gold Level other available oplions

are Sihver Level and Plafinum Level, Click HERE for more informotion
regarding the ovailable reports al each serdce level,

Urcsubscnbe

I you hawe any immediate questions in the interim, please call us ot 300-524-
0380 and one of my mailing industry experts will answer all of your quastions.

Thanks, agaln. for your interest In our seluflons. We lock forward to speakdng
with you very soon.

Fuz 1276 7

-a
[t
+ Gt more add-ins

The e-mail thanks the registrant for signing up, provides what level of service they have signed up for
(FREE Trial — GOLD), and most importantly, that it takes two to five business days for a registrant’s

account to be set up.

Two days after the registration has been submitted, a second e-mail is sent just as a reminder that it
takes two to five business days for the account to be set up and Window Book is working on it.

%%BOOK

Automating Information

Hi Leairg,

Thank you for submitting the infermafion needed fo set up your free 30-day
trial of YourScore™, Yau made o greal deision.

We appreciate your patience oswe set up the YourScore service for you.
! fw i fl i ific i
P o ]
AE O reminder, your ree trial of YourScars will e ol the Gold Level: other
avaikable ophiens are Sver Level and Platinum Level, Click HERE for more
infarmalion regarding the available repors ol each serdce level,

If you hove any mmediate questions. please call us ot 300-524-0380 and
one of my maiing industry experts will anseer all of your questions.

We laak farward lo speaking wilh yau very saon,

©2019 Window Book, Inc. All Rights Reserved.
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Six business days after registering, a final e-mail is sent, once again thanking the registrant for their

interest, and asking for feedback on the service that should by now, have already started (i.e. at least
one e-mail with attached reports will have been sent by this time).
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THE YOURSCORE SERVICE

YourScore™ is a service intended for Mail Service Providers that automatically delivers reports
containing mailer scorecard information to registered users via e-mail, daily. The reports are sent in
Excel format. In addition, the e-mail also contains color-coded alerts informing the recipients at-a-
glance about issues needing their attention, which are detailed in the attached reports. Corresponding
customer or mail owner data can also be included so that the Mail Service Provider (MSP) can more
accurately and easily pin-point the source of warnings and errors.

Getting their scorecards daily allows mailers to stay ahead of any possible threshold encroachments,
lowering the cost and time needed to comply with USPS® program requirements.

SERVICE LEVELS

Three different YourScore service levels are available to MSPs so YourScore can be tailored to a specific
mailing operation. The service level dictates how many mailing locations reports are provided for, along
with the type of corresponding customer or mail owner data that is provided (if any). The three service
levels are: Silver; Gold; and Platinum.

e Silver (includes one mailing location)

e MSP Mailer Scorecard - Current Month: This is the same scorecard that is shown in the USPS
Business Customer Gateway (BCG). It provided a high-level of detail.

e MSP Mailer Scorecard - Prior Month: This is the same scorecard that is shown in the USPS
Business Customer Gateway (BCG). It provided a high-level of detail.

e Includes no MSP customer or mail owner data.

e Gold (includes up to three mailing locations)

e MSP Mailer Scorecard - Current Month: This is the same scorecard that is shown in the USPS
Business Customer Gateway (BCG). It provided a high-level of detail.

e MSP Mailer Scorecard - Prior Month: This is the same scorecard that is shown in the USPS
Business Customer Gateway (BCG). It provided a high-level of detail.

e Mail Owner Scorecard Report by eDoc Submitter - Current Month: This report breaks out
scorecard errors based on the Mail Owner, to which they are linked.

e Mail Owner Scorecard Report by eDoc Submitter - Prior Month: This report breaks out
scorecard errors based on the Mail Owner, to which they are linked.

e Undocumented Summary Report: This report provides how many pieces are undocumented.

©2019 Window Book, Inc. All Rights Reserved. Page 13 of 28
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e Platinum (includes up to ten mailing locations)

e MSP Mailer Scorecard - Current Month: This is the same scorecard that is shown in the USPS
Business Customer Gateway (BCG). It provided a high-level of detail.

e MSP Mailer Scorecard - Prior Month: This is the same scorecard that is shown in the USPS
Business Customer Gateway (BCG). It provided a high-level of detail.

e Mail Owner Scorecard Report by eDoc Submitter - Current Month: This report breaks out
scorecard errors based on the Mail Owner, to which they are linked.

e Mail Owner Scorecard Report by eDoc Submitter - Prior Month: This report breaks out
scorecard errors based on the Mail Owner, to which they are linked.

e elnduction Mailer Summary Report: This report provides information about MSP’s elnduction
jobs and statuses.

e Mail Quality Error Type Report (eDoc Submitter): This report provides more details and error
information based on the eDoc Submitter. This report only provides error information.

e Mail Quality Error Type Report (Mail Owner and Preparer): This report provides more details
and error information based on the Mail Owner. This report only provides error information.

e  Mail Quality Warning Type Report (eDoc Submitter): This report provides more details and
warning information based on the eDoc Submitter. This report only provides warning
information.

e Mail Quality Warning Type Report (Mail Owner and Preparer): This report provides more
details and warning information based on the Mail Owner. This report only provides warning
information.

e Undocumented Summary Report: This report provides how many pieces are undocumented.

o FREE Trial users are automatically set up as Gold Level users.

E-MAIL NOTIFICATION

YourScore sends daily e-mail notifications with the reports attached in Excel format.

% Please note that if there is no data to report on for an MSP, no reports will be attached to the e-
mail, regardless of the service level the MSP is registered for.

Each e-mail contains at-a-glance, color-coded alerts informing the recipients if/when there are issues
that need their attention. There is a top-level alert that pertains to the Mail Service Provider (by CRID)
for their mailings overall. In addition, depending on the user’s registered service level, individual alerts
pertaining to each Mail Service Provider’s customers or mail owners (by CRID) will also be included. The
alerts for the MSP differ slightly in color from the customer/mail owner alerts to help differentiate them.
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There are three possible scorecard alerts: Congratulations (no warnings or errors detected); Warning;
and Error. Alerts pertaining to Warnings or Errors also include corresponding percentages coupled with
the numbers. Below are examples of the different, possible alerts that can be included in the YourScore
e-mail notifications.

Possible Alerts — MISPs

Mailerscorecard — Congratulafions— CRID 9999999 - Test
Company, Inc.!

Mailer scorecard values are within acceptable USPS ranges!

Mailerscorecard WARNINGS were found CRID 9999999 —=Test
Company, Inc.:

% elnduction Misshiped Ermors D84.% nearly > 1.05% [? erors]
General PAF 09727 nearly > 1.05

Mailerscorecard ERRORS were found for CRID 9999999 -
Test Company, Inc.:

Possible Alerts — Customers/Mail Owners

% Delivery Point Piece Emrmars 1.61% nearly = 2.00% [ 140 emrors)

Mail Owner Scorecard ERRORS were found - CRID 9999999:
(2929292 -ABC Company)

= Errors (MPE]

©2019 Window Book, Inc. All Rights Reserved. Page 15 of 28



YourScore™
The YourScore Service Regisiration & User Guide

After the displayed alerts, specific reports are included in the body of the e-mail in table format. These
reports are only available to Gold and Platinum level users, so Silver level users will not have these
included in the body of their e-mails. These reports are:

e elnduction Mailer Summary Report;

e  Mail Quality Error Type Report (eDoc Submitter);

e Mail Quality Error Type Report (Mail Owner and Preparer);

e  Mail Quality Warning Type Report (eDoc Submitter);

e Mail Quality Warning Type Report (Mail Owner and Preparer); and
e Undocumented Summary Report.

Window Book understands that some MSPs may prepare mail for a large number of customers or mail
owners and realizes the length of the reports mentioned above can become quite long. So, for those
Gold and Platinum level users, a linked ‘Report Index’ will also be included at the top of the e-mail so
users can click on a specific report and be taken directly to where it is displayed in the body of the e-
mail. These same reports will also be attached to the e-mail in Excel format. Below is an example e-mail
generated for an account registered as a Platinum level user.

E-mail - Header

Reports in Excel format attached, service level indicated, link to User Guide provided, and linked Report
Index.

Mader Scocecands for Window Beak MSP, 03712710 - Message (HTML)

File Message  Help & Tell me what you want to do
=] Tl
e

Jane Doe

D Mailer Scorecards for Test Company, Inc. M5P, 03713719

() The achual serder o this message is Jifferend than the noemal sender, Click Peere b learm mare,

G 1MsPScorecard Curenk Month 2013-G3-ialse . A5P_2399999 Ml Cremer Seavesand_Current Morth_2019-03- 13k % Month_to_ Dale 2303923 2010-03 b
= 10KE 1 KB

3 [ x SN

E“: = Muonth_to_Date_ 22227237 3015-00.xis
= a0

' 4
w} Yo U rs Coreﬂ- Today's YourScore™ Platinum Mailer Scorecard reports are attached, as requested when you registered for this service,

Understanding Your Results
check out the YourScora User Guide for mere product information ¢

Aeport Indax
Scorecard Results by Mail Qwner

Mail Quality Warning Type Report Mail Owner & Preparer 2019-03-13 @
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E-mail - MSP Section

Display immediately after the linked Report Index. Provides alerts for MSP’s overall scorecard results.

Scorecard errors were found
for CRID 99999399 - Test Company, Inc.

Today's Scorecard Results B
Provides '\"Ouf{\ﬁil Service Pf’.‘v’iUEI'] overall scorecard results. $ 0‘

Scoracard warnings were found
ﬁ for CRID 9999999 - Test Company, Inc.

& Pieces with By/For Errore  3.48% nearly > 5,008 (796E2 errors]

E-mail - Customer/Mail Owner Section

Displays immediately after the MSP scorecard alerts. Provides alerts for individual customers’ or mail
owners’ scorecard results.

Back o Tep

Today's Scorecard Results by Customer/Mail Owner

Provides resulls for each of your Customers/Mail Dwners Lo identily the seuree of any issuss or potential igeues. @

% Mestingy Sortation Piece Ermors (MPE]  0.51% nearby = 1,00% (4 errors)

» !

56 COM Errors - FCM & MKT  0.46% nearly > 0.508% (30 erress)

Scorecard errors were found
@ for CRID 9999999 - (4747474 - Fake Company, USA):

% COA Errors - FCM & MKT  1.77% = 0.50% (43 errors)
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E-mail - Report Section

Displays immediately after the Customer/Mail Owner scorecard alerts. Reports are provided in table

format. The reports that are included is dependent on the service level the user is registered for (i.e.

Gold or Platinum). To navigate to a specific report, use the linked Report Index provided at the top of

the e-mail. These same reports are also attached to the e-mail in the user-requested format (i.e. PDF,
Excel, or CSV).

Lack tn Top =
Mail_Quality_Warning_Type_Report_Mail_Owner_&_Preparer_2019-03-13
Mail Quality Error Type
Report | hMail Dwner &
Preparer )
Page by:
Errars/Warnings: Warning
source: All
Pail Crumar ol Lavel Error Type Ervar Code W
Preparer Errors
7604
Error Type: Barcode Uniquanass
Ervor Source: eDoc Verification
grvor Level: Handling Unit
Tast Error/Warning: Error
Handling  Barcod
1838383 KYZ Comapny, Inc. 9999999 | company. u:?: e Un'i:ueim Description: The same Tray Barcade (IMth) fram the eDoc [.csm or Mail. XML CualRepart) was used mere |1
I than ance wathin 45 days from the Postage Statement Mailing Date, across lobs with the same eDoc
Sender CRID
fesolution Action: Do not populate the IM Tray Barcode in the .csm file of the Mall.dat or in the
ContainerBarcode element in the ContainerinfoData block of Mail XML with the same INtb previously
wsed in a mailing within the 45 days of the Postage Statement Mailing Date,
7504
Error Type: Barcode Uniquenass
Error Source: elaoc Verification
Error Level: Handling Unit
Tast andi - ErrorfWarning: Errar
2029792 ABC Company. Inc. 2099950 | company, U:Tt "nE y niqueiess Deseription: The same Tray Barcade (IMth) fram the eDoc (.esm or Mail XML QualReport) was used more |11
Inc. than once within 45 days fram the Postage Statement Mailing Date, across Jobs with the same eDoc

o To ensure the delivery of the e-mail with attached Report(s) from YourScore, Window Book
strongly recommends that the Window Book-sourced e-mail address of
‘wbiadmin@windowbook.com’ is included in the mailer’s “white-list” of trusted e-mail addresses.
For more information, refer to the ‘White List Help’ page on Window Book’s web site at:
http://www.windowbook.com/home/White-List-Help.
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REPORTS

The various reports delivered by YourScore attached to the e-mail notification are sent in Excel format.
Below is an example of a page from a report that shows information for undocumented pieces. Since it
is formatted in Excel, the data can be manipulated and sorted using standard Excel functionality.

UNITED 5TATES Mailer Scorecard Details Report

ooocswmwer L e R
eDoc Submitter [Registered
Com Mame

# einduction Misshipped Errors - 15
% enduction Misshipped Emors iA A
£ alnduction Duplicate Barcode Emors - i
% ainduction Duplicate Barcode Emors HIA A
# elnduction Payment Emars - A
% ainduction Payment Erors HiA A
# elnduction Entry Point Discount (EFD) Emors - MIA
% elnducticn Entry Point Discount {EPD) Emors HiA MA
# ainduction Zone DEcount Emors - P,
% elnduction Zone Discount Emors KA BUA
# ainduction Lindocumented Containers - P,
% enduction Undocumented Containers HiA BA,
Total Addilienal Postage Due (alnduction) - Info Only HiA M4
CRID Seamiess Status HiA Inactive
2 Searmless Accaplance Jobs - -
% Seamiess Acceptance Jobs WIA A,

# Containers processed for Seamless validations - -
# Handing Linits procassed for Seamiess validations - -
# Pieces processed for Seamless vabdations - -

% Vaolume Seamless Acceplance HiA A
Sampling Quality Score A 100.00%
# Seamless Acceplance Jobs nol Auto-Finalzed HiA A
% Searnless Acceptance Jobs not Auto-Finadzed A A
# Seamless Documented Piece Scans - -
Piece Scan Rate A M,
# Adjusted Seamless Documented Piece Scans - -
i Sate bl
# Undocumenied Pleces ] 6

% Undocumeanied Pieces 100.00% 100.00%
e .
% Nesting! Sortation Piece Emars (MPE) A [N
& Dadivery Point Piece Ermors WIA WA,
% Delivery Point Piece Emors MiA A
a7

o For a comprehensive list of the available reports YourScore has to offer, refer to SERVICE LEVELS
in this document.

% Please note that if there is not data to report on for an MSP, no reports will be attached to the e-
mail, regardless of the service level the MSP is registered for.
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ADDING ADDITIONAL USERS

To add additional e-mail recipients, open a web browser and navigate to
https://scorecard.windowbook.com/. The YourScore home page will display. Click the Login button.

= O | & Secwre | Wips/isconecardwindowbook.com | @ o
— YourScore™ - Window Book's Mailer Scorecard Automation
indowBook
Aiomating iniematon, Growng Prosparty Lagin

Take contrel of your USPSE Mailers Scorecard with Wincow Book’s helpful new tool, Your Score Todzy™.

Ezch day, you'll receve an email weh vour Maler Scorecend data sttached in an easy to view spresdsheet,
FLUS, vou'll get & “traffic light” analysis which will zllow vou to see how yvou're doing 2t 2 glance.

el alert you f you need to fix something right away:

a Scorecard errors were found:

The YourScore login screen will display. Enter the necessary login credentials. Login credentials should
be the same credentials YourScore uses to access the USPS Business Customer Gateway. Click the Login
button.

= | & Secure | hitps//scorecard windowbook.com/LaginForm | @ (o |

vp = YourScore™ - Window Book's Mailer Scorecard Automation
hdowBook

Aviomaling inkvmator, Growin Prospanty.

Legin
Lagin:
Password:

Remember me

® Mo

Capyright & 2017, Window Boak, Inc, 800-524-0380

The screen will update. Click the User Account List button.

Bv‘.—:l|°"four-5mremaa:wind><|+ e - (m} *

« = DO @ £ httpsi/scorecardwindowbook.comy Indexfage # P T

YourScore™ - Window Book's Mailer Scorecard Automation

=
o - ]

Take control of your USPSE Mailers Scorecand with Window Book's helpful new toal, Youw Score™,

Each day, you'll receive an email with vour Mailer Scorecard data attached in an easy to view spreadsheet.
PLUS, you'll get  “traffic light™ analveis which will allow veu to see how you're deing 2t 2 glange.

wie'll alert you if wou need to fix scmething right away:
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The Mailer Scorecard Accounts screen will display. Click the Change button.

=l | @ Mailer Scorecard Accou X | + ' o %
“ - (9] far £ https/searecand windowbookcomy UserdcoountList + & P =4
P YourScore™ - Window Book's Mailer Scorecard Automation

INAOWB00 ;
A ing Inf ion Homa User Account Lis Logout

c

BCG login Change UserAccountDd WWID CRID - Excel Trends Reports go o Dale lastrun  Created
Company name

WEBUser 3667 123456 Test Coenpany, Inc. o rdorme@windowbook com 012015

The Update Mailer Scorecard account screen will display. Select the ‘Email Recipients’ menu option.

Update Mailer Scorecard account

Genara CRID= Ernail Recipients
USPS BCG
hagin WELser
oG wnnaen
password:

In the ‘Email Recipients’ tab, enter the e-mail addresses of the new/additional users. When finished,
click the Save button.

Update Mailer Scorecard account

General CRID= Ernall Reciplents

Email repars to N
existinguser@itestcompany. com

2 oy o+ < ]

Email 3:
Ernail 4
Ermail 5
Email &
Email T:
Emall &:
Emall 9:

Ermail 10

4

The screen will update and return to the Mailer Scorecard Accounts screen. Added users will
automatically begin receiving the daily scorecard e-mail notifications and reports.
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UPDATING LOGIN & USER INFO

If for whatever reason the BCG login credentials get changed, the credentials on file for YourScore will
require updating. In addition, user e-mail addresses may also require updating/correcting. To do this,
open a web browser and navigate to https://scorecard.windowbook.com/. The YourScore home page
will display. Click the Login button.

“ O | @ Secure | hitps/iscomecardwindowbeck.com i +] e |
= YourScore™ - Window Book's Mailer Scorecard Automation
indowBook
Aiomating iniematon, Growng Prosparty Home Lagin

Take contrel of your USPSE Mailers Scorecard with Wincow Book’s helpful new tool, Your Score Todzy™.

Ezch day, you'll receve an email weh vour Maler Scorecend data sttached in an easy to view spresdsheet,
FLUS, vou'll get a "traffic light™ analysis which will zllow you to see how you're doing 2t 2 glance.

el alert you f you need to fix something right away:

a Scorecard errors were found:

The YourScore login screen will display. Enter the necessary login credentials. Login credentials should
be the same credentials YourScore uses to access the USPS Business Customer Gateway. Click the Login

button.

“= | & Secure | hitps//scorecard windowbook.com/LaginForm | @ (o |

WO = YourScore™ - Window Book's Mailer Scorecard Automation
WindowBook

Horme

Login
Login:
Password:

Remember me

® Mo

Capyright © 2017, Windaw Baak, [nc. S00-524-0280

The screen will update. Click the User Account List button.

| 1‘.-:I|°'f0ur-5mremaa:wind><|+ i = o w

“— = (8] i & httpsyscorecardwindowboak.comy IndesPage +r 1= F =

= YourScore™ - Window Book's Mailer Scorecard Automation

e

Take control of your USPSE Mailers Scorecand with Window Book's helpful new toal, Youw Score™,

Each day, you'll receiva an email with your Mailer Scorecard data attached in an easy to view spreadsheat,
PLUS, you'll get  “traffic light™ analveis which will allow veu to see how you're deing 2t 2 glange.

wi'll alert vou if wou need o fix something right away:

Page 22 of 28 ©2019 Window Book, Inc. All Rights Reserved.



https://scorecard.windowbook.com/

YourScore™

Registration & User Guide The YourScore Service

The Mailer Scorecard Accounts screen will display. Click the Change button.

" 8 | @ Mailer Scorecard Accou X | + W i o x
< > (9] 1Y s scorecardwindowboak.com e o ¥ ra 1
R YourScore™ - Window Book's Mailer Scorecard Automation
]
mndowBook |, et 1
At ing Info ion ome User Account Lis Logout
BCG login Change UserAccountDd WWID CRID - Excel Trends Reports go o Dale lastrun  Created
Company name
WELzer 3667 123456  Test Company, Inc, o rdorme@windowbook com 3012015

The Update Mailer Scorecard account screen will display. Select the ‘General’ menu option (if not
already selected). In the event the login ID or password has change for the Client’s USPS BCG account,
make the necessary updates in the corresponding fields. Keep in mind that changing the information
here means that all future login requests to YourScore will need to use the updated credentials.

Update Mailer Scorecard account

CRID= Email Recipients
USPS BCG
login WBUser c
SR Y
password
Company TR
Name Test Company, Inc

WWID

Any updates to e-mail addresses should be done via the ‘Email Recipients’ menu option (refer to
ADDING ADDITIONAL USERS for more information on the ‘Email Recipients’ tab).

When finished, make sure to click the Save button.
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APPENDIX 1

VERIFYING SCORECARD ACCESS

To determine whether or not a user has access to their Mailer Scorecard, perform the following:

1. On acomputer with a working Internet connection, launch a web browser and navigate to:
https://gateway.usps.com/eAdmin/view/signin;

2. The USPS® Business Customer Gateway sign in page will display. Enter the same Username and
Password that is to be used for registering on YourScore and click the Sign in button when done;

€ 0@ httpsiigatewayuspscom/eAdminview/signin ¢ Q seorch w8 $ f: O =
Gateway USPS.com Hedp

s | UNITED STATES

Zlrossemces  Business Customer Gateway

Sign In

Username

Password

Forgot password?

Not a reqistered USPS Business Customer?

Click-n-Ship Business Pro™
Register for free
End-to-end solution for businesses to fulfill

thelr daily shipping needs.

\ Returns Are Inevitable

@ USPS Returns® Services Give your customers an easy way
to ship items back with USPS®,
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3. The BCG Welcome page will display. Select (click) the ‘Mailing Services’ option;

Welcome, L

Favorite Services 0
Welcome Need help DASHBOARD
getting started s
Mailing Services with Full-Service MALER 10
o Intelligent Mail®? i seros

Shipping Services

— POSTAL lllLlRQ
Other Services LEARN MORE 0 \
—— [ P—s "

Support

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 Seryice toots that you will need to monitor,
track. and manage your maifing and shipping activities. You can access these
Business Senices using the 1abs on the [Eft. When you Know which senices
are useful to your business, you can 24d them as your favonie senvices using
the panel on your nght

4. The Mailing Services page will display. Click the GO TO SERVICE button corresponding with the
‘Mailing Reports (PostalOne!)’ option;

Mailing Services

— Mailing services help you deliver letters and flat mail pieces.
S

Welcome & Mailing cnline services will help you manage day-to-day activities
—_ from design and preparaticn of your mail to fracking your mailings in
Inbox the mall stream. The services currently avallable are listed below. You may
IR 2 access services directly from here that you have been approved for and
Mailing Services

request access to those you ¢o not

Shipping Services

2‘“9' Services 4 Automated Business Reply Mail more info>
i"PP"" 4= Balance & Fees (PostalOne!) moremnto>
Manage Account < Customer Label Distribution System (CLDS) mere into >
4 Customer/Supplier Agreements (CSAS) more info >
“» Dashboard (PostalOne!) mare info >
+ Electronic Data Exchange (PostalOne!) mare info >

F Maller ID more info >

% Malling Reports (PostalOne!) mareinfo>

Manage Permits (PostalOne!) more info>

< Postal Wizard (PostalOne!) meoremnfo>

< Schedule a Mailing Appointment (FAST) more into>
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5. The Mailing Reports page will display. Select (click) the ‘Mailer Scorecard’ report option;

Homa
Summary
Balance and Fees

Fostal Wizard

Mailing Rapors
Drashboard
Manage Permits
IM=b Tool

@-V5 Customern

Sampling Summary
&VS/PRS Dashboard

Manlfest Search

E‘ UNTED STATES
POSTAL SERVICE

]

Manage Mailing Activity

Electranic Data Exchange

e-VS Monthly Account and

ES B

el

Hogme > Mailing Reports

Mailing Reports

{OME | HELP | CUST

OMER CARE | SIGNOUT

6. If the user has access to their Mailer Scorecard, the Mailer Scorecard page will display. Log out
of PostalOne!/the BCG and proceed with the registration of YourScore (refer to REGISTRATION
for more information):

Mailer Scorecard E=EZS

I'm an eDoc submitter

©2019 Window Book, Inc. All Rights Reserved.
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I'm a Mail Owner or

Mail Preparer

- |
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7. If the user does not have access to their Mailer Scorecard, an Access Denied page will display
instead of the Mailer Scorecard page called out in Step 6 above;

E Mail Quality Reporis > Acoess denied

Access denied

lease contact the MiaroStrategy Inteligence Server Administrator to verify that the required privilege is granted.

At this point, the user would have to email the PostalOne! Help Desk at
postalone@email.usps.gov and request access. The user will be required to provide their
PostalOne! username and CRID. Upon confirmation from the PostalOne! Help Desk that access
been provided, it can take anywhere from 24 to 48 hours for the user to be able to confirm that
access exists using the procedure documented here in Appendix 1.

If Window Book identifies issues with a particular user name/password, a Window Book Support
Representative will reach out to the registrant using the email address that was provided during the
registration process.
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