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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 

http://www.windowbook.com/
mailto:postalspecialist@windowbook.com
https://windowbook.na2.teamsupport.com/login/user
mailto:techsupport@windowbook.com
http://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 

Updated section Revision 
Cover page and 
throughout. 

Repaired broken links to report 
examples. 

 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  YourScore™ 

About This Guide  Registration & User Guide 

Page 4 of 28  ©2019 Window Book, Inc.  All Rights Reserved. 

 

 

 

 

 

 

 

 

 

 

 

This page left blank intentionally for 2-sided printing. 
 

 

 



YourScore™ 

Registration & User Guide  Table of Contents 

©2019 Window Book, Inc.  All Rights Reserved.  Page 5 of 28 

TABLE OF CONTENTS 

ABOUT THIS GUIDE ............................................................................................................................2 

CONTACT INFORMATION .......................................................................................................................... 2 

REVISION HISTORY .................................................................................................................................... 3 

TABLE OF CONTENTS ..........................................................................................................................5 

BEFORE YOU BEGIN ............................................................................................................................7 

SYMBOLS YOU SHOULD KNOW ................................................................................................................. 7 

PURPOSE ................................................................................................................................................... 7 

REQUIREMENTS ........................................................................................................................................ 8 

REGISTRATION ...................................................................................................................................9 

THE YOURSCORE SERVICE ................................................................................................................. 13 

SERVICE LEVELS ....................................................................................................................................... 13 

E-MAIL NOTIFICATION ............................................................................................................................ 14 

REPORTS .................................................................................................................................................. 19 

ADDING ADDITIONAL USERS ................................................................................................................... 20 

UPDATING LOGIN & USER INFO .............................................................................................................. 22 

APPENDIX 1 ..................................................................................................................................... 25 

VERIFYING SCORECARD ACCESS ............................................................................................................. 25 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  YourScore™ 

Table of Contents  Registration & User Guide 
 

Page 6 of 28  ©2019 Window Book, Inc.  All Rights Reserved. 

 

 
 
 
 
 
 
 
 
 
 

This page left blank intentionally for 2-sided printing. 

 
 



YourScore™ 

Registration & User Guide  Before You Begin 

©2019 Window Book, Inc.  All Rights Reserved.  Page 7 of 28 

BEFORE YOU BEGIN 

SYMBOLS YOU SHOULD KNOW 

The following symbols appear throughout this document: 
 

 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 

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

• 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). 

• A set 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 after the fact, thereby 
speeding up the account set-up process.   

 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. 

 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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.windowbook.com/home/White-List-Help
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REGISTRATION 

 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.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.windowbook.com/Lp/Scorecard
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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.   
 

 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. 
 

 
 
The screen will update and provide information as to what happens next.   
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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. 
 

 
 
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. 
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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. 
 

• Silver (includes one mailing location) 

• 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. 

• 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. 

• Includes no MSP customer or mail owner data. 

 

• Gold (includes up to three mailing locations) 

• 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. 

• 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. 

• 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. 

• 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. 

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

 
 

http://media.windowbook.com/docs/wbi/Scorecard/YS_MSP%20Scorecard.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_MSP%20Scorecard.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_MSP%20Scorecard.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_MSP%20Scorecard.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Mail_Owner_Scorecard_Report_by_Edoc_Submitter.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Mail_Owner_Scorecard_Report_by_Edoc_Submitter.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Undocumented_Summary_Report.pdf
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• Platinum (includes up to ten mailing locations) 

• 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. 

• 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. 

• 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. 

• 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. 

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

• 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. 

• 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. 

• 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. 

• 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. 

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

 

 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.   
 

http://media.windowbook.com/docs/wbi/Scorecard/YS_MSP%20Scorecard.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_MSP%20Scorecard.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Mail_Owner_Scorecard_Report_by_Edoc_Submitter.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Mail_Owner_Scorecard_Report_by_Edoc_Submitter.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_eInduction_Summary_Report.pdf
https://media.windowbook.com/docs/wbi/Scorecard/YS_Mail_Quality_Error_Report_for_Edoc_Submitter.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Mail_Owner_Error_Report_by_Edoc%20_and_Preparer.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Mail_Quality_Warning_Report_for_Edoc_Submitter.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Mail_Owner_Warning_Report_by_Edoc_and_Preparer.pdf
http://media.windowbook.com/docs/wbi/Scorecard/YS_Undocumented_Summary_Report.pdf
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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 – MSPs 
 

 
 

 
 

  
 

Possible Alerts – Customers/Mail Owners 
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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:  

• eInduction Mailer Summary Report; 

• Mail Quality Error Type Report (eDoc Submitter); 

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

• Mail Quality Warning Type Report (eDoc Submitter); 

• Mail Quality Warning Type Report (Mail Owner and Preparer); and 

• 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. 
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E-mail - MSP Section  
Display immediately after the linked Report Index.  Provides alerts for MSP’s overall scorecard results. 
 

 
 
 

E-mail - Customer/Mail Owner Section 
Displays immediately after the MSP scorecard alerts.  Provides alerts for individual customers’ or mail 
owners’ scorecard results. 
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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). 
 

 
 

 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. 

 
 
 
 
 
 
 
 
 
 
 
 
 

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. 
 

 
 

 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. 
 

 
 
 
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. 
 

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

 
 
 

https://scorecard.windowbook.com/


YourScore™ 

Registration & User Guide  The YourScore Service 

©2019 Window Book, Inc.  All Rights Reserved.  Page 21 of 28 

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

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

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

 
 
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. 
 

 
 
 
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. 
 

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

 

https://scorecard.windowbook.com/
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The Mailer Scorecard Accounts screen will display.  Click the Change button. 
 

 
 
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. 
 

 
 
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 a computer 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; 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://gateway.usps.com/eAdmin/view/signin
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3. The BCG Welcome page will display.  Select (click) the ‘Mailing Services’ option; 

 
 

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

 
 
 

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): 

 
 
 
 
 
 
 
 



  YourScore™ 

Appendix 1 – Verifying Scorecard Access  Registration & User Guide 
 

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

 

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; 

 
 

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. 
 

mailto:postalone@email.usps.gov

