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1.0 Introduction 

1.1 Intended Use 
This User Guide is intended for United States Postal Service (USPS or Postal Service) business 
customers who use the Postal Service Business Customer Gateway (BCG) to access Postal Service 
Commercial Mail Receiving Agency (CMRA) business mailing services. 

1.2 Scope 
This User Guide describes how to create, update, and manage a 1583 business account in the CMRA. 
You will also be able to add, update, and manage your location customers in the CMRA. You must have a 
BCG account and authorized 1583-A location to access the CMRA. 

1.3 Points of Contact 
Contact the following for assistance. 

CMRA office: 
cmraprogram@usps.gov 

CMRA website technical support: 
CMRATechSupport@usps.gov 

1.4 Website Information and Navigation 
We recommend using the Google Chrome web browser to access the BCG website. Microsoft Edge or 
other browsers may have security settings that result in access issues for the BCG website. 

Menu items, drop-down lists, text boxes, links, or buttons to select are indicated in Bold italicized text. 
CMRA Dashboard Toolbar Menu Locations (landing pages) in the text are indicated by underlining (for 
example: Home or 1583). 

When completing online forms, required fields are indicated with single (*) or double asterisks (**). 
Fields highlighted in Grey are filled out by the system automatically or are not available for this section. In 
this document required text for data entry is indicated in Bold text. Sections in the online forms are 
referenced by the word ”item” and the item number, with the initial instance including the item title (for 
example: item 5 Name of Person Applying or item 5). 

To navigate between fields in online forms, you may press the Enter or Tab key to move to the next field 
in order or use your mouse to select a field. 
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2.0 Business Customer Gateway 
Note: You do not need prior approval to create a business account in the BCG. 

Note: You must have an approved form PS 1583a Application to Act as a 
Commercial Mail Receiving Agency to create and access an CMRA account on the 
BCG. See Appendix C – Forms. 

Access the Business Customer Gateway login screen, using the link below or by clicking on the link on 
USPS.com. 

https://gateway.usps.com/eAdmin/view/signin 
 
OR 
A. On the USPS.COM website, navigate to the links at the bottom of the page (Figure 1). 
B. Under OTHER USPS SITES, click on Business Customer Gateway. 

 
Figure 1: USPS.COM Business Customer Gateway Link 

If you do not have a BCG account proceed with 2.1 Sign up for the Business Customer Gateway. 

If you already have a BCG account skip to 2.4 Sign into the Business Customer Gateway. 

2.1 Sign up for the Business Customer Gateway 
A. To sign up for the Business Customer Gateway, click Sign up for the BCG (Figure 2). 

 
Figure 2: Sign up for the BCG 

 

https://gateway.usps.com/eAdmin/view/signin
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B. Enter a unique username (Figure 3). 
1. The  Available! message displays if the username has not been used (Figure 3). 

 
Figure 3: Create Your USPS.com Business Account 

2. The message Looks like that username is already in use displays if the name is not 
available (Figure 4). Enter a different unique username or use the radio buttons to select 
an available username suggestion from the list displayed. 

 
Figure 4: Username in Use 

C. Create a password and answer security questions (Figure 5). The * indicates a required 
field. 

 
Figure 5: BCG Account Password and Security Questions 
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D. Enter your name and contact information (Figure 6). The * indicates a required field. 

 
Figure 6: BCG Account User Contact Information 

E. Find your business address by clicking the desired radio button to search by address, ZIP 
CodeTM, or Customer Registration ID (CRID) (Figure 7). Follow the instructions on screen or 
use the steps below. 

NOTE: In the BCG account creation screens (Figure 7, Figure 8, Figure 9, and 
Figure 10), “Company Identifier” refers to the “Customer Registration ID (CRID)” 
that is assigned by the BCG Group. 

1. If finding by address, go to step F. 
2. If finding by ZIP CodeTM, go to step G. 
3. If finding by CRID, go to step H. 

 
Figure 7: Find Address Selection 
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F. To find by address, fill in all the required information (indicated by *) before clicking Verify 
Address (Figure 8). Follow the online instructions. 

 
Figure 8: Find by Address 



 Commercial Mail Receiving Agency (CMRA)   

User Guide    10/30/2023 
   Rev - 
 Page 7 of 70 

G. To find address by ZIP CodeTM, enter the ZIP CodeTM for your location before clicking Search 
(Figure 9). Follow the online instructions. 

 
Figure 9: Find by ZIP CodeTM 

H. To find address by CRID, enter the CRID for your location before clicking Find CRID 
(Figure 10). Follow the online instructions 

 
Figure 10: Find by CRID 

I. After verifying your delivery address, click Create Account (Figure 11). 

 
Figure 11: Create BCG Account 
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J. Your account is now registered (Figure 12). The page will automatically redirect to the Getting 
Started page for your account (Figure 13). 

 
Figure 12: BCG Account Registered 

 

 
Figure 13: Getting Started – Your Business Location 
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K. On the Getting Started page under Add Services, click the radio button to expand the list for 
Core Suite of Services and select it. Under User Agreement, click the radio button for Yes. 
Click Continue (Figure 14 below). 

 
Figure 14: Getting Started – Select Core Services 
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L. The You’re Signed Up! page displays (Figure 15). 

 
Figure 15: BCG Account Sign Up Complete 

M. Scroll to the bottom of the screen, which displays a list of additional services you may request 
(Figure 16 below). Click Continue. This will take you to the BCG Welcome page in section 
2.4 (Figure 22 below). 
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Figure 16: Additional Services Request 

2.2 Account Services Access 
Once you sign up for the BCG, you will receive an email from the BCG system with your company 
information, including a list of services you have access to. This email also lists additional services you 
may request (Figure 17). 

 
Figure 17: Welcome to BCG Email 
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2.3 Account Email Validation 
You will receive an email from the BCG system requesting that you validate your company email address 
(Figure 18). Click the link in the email to validate your email address. 

 
Figure 18: Account Email Validation 

2.4 Sign into the Business Customer Gateway 
You must sign into a BCG account to use the CMRA website. 

A. On the Business Customer Gateway website click Sign in to the BCG (Figure 19). 

 
Figure 19: BCG Sign In Page 
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B. The Access Your Account page displays (Figure 20). Enter your Username and Password 
and click Sign in. 

 
Figure 20: BCG Username and Password  

1. If you enter your username or password incorrectly, your account is temporarily disabled 
(Figure 21), with a timed retry message displayed. 

2. Reenter your Username and Password and click Sign In. 
3. If you have forgotten your username or password, select the appropriate help link to 

retrieve your username or reset your password (Figure 21). 

 

 
Figure 21: Account Temporarily Disabled 
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C. The BCG Dashboard displays (Figure 22). 

 
Figure 22: BCG Dashboard 

D. The BCG Dashboard Toolbar contains links to services [light grey bar under the Business 
Customer Gateway title] (Figure 23). 
1. Mailing Service categories on the left 
2. Account management on the right 

 
Figure 23: BCG Dashboard Toolbar 

E. To Access Services: 
1. Click the desired Service Type from the BCG Dashboard Toolbar to access the Service 

Type landing page (Figure 24). 

 
Figure 24: Select Service Type from BCG Dashboard Toolbar 

2. A list of specific services for the category displays (Figure 25 below). 
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3. Click Go to Service for the specific service desired. 
4. The Dashboard for the service displays (Figure 25). Refer to 3.0 Commercial Mail 

Receiving Agency (CMRA) for more information. 

 
Figure 25: BCG Mailing Services Landing Page 

F. To add services to Favorites on the BCG Welcome page: 
1. Click Add Favorites from the BCG No Favorite Services section (Figure 26). 

 
Figure 26: Add Favorites 
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2. The Manage Favorites Dashboard displays (Figure 27). 
3. Click the checkbox for up to ten favorite services to display on the BCG Dashboard 

and click Save (Figure 27). 

 
Figure 27: Select Favorite Services 

4. Your choice for favorite services to display on the BCG Dashboard shows in the Favorite 
Services list (Figure 28). 

 
Figure 28: Favorite Services Selection 
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5. Select Home from the BCG Dashboard Toolbar to return to the BCG Dashboard 
(Figure 30). The selected favorite services display in the Favorite Services list. You may 
edit this list directly from the link in Favorite Services, or by accessing the Manage 
Favorites from the Manage Account dropdown menu (section 2.5 and Figure 32 below). 

 
Figure 29: BCG Favorite Services Updated 

2.5 Manage BCG Account Menu 
Click Manage Account from the BCG Dashboard Toolbar to display the Manage Account dropdown 
menu (Figure 30). 

 
Figure 30: BCG Manage Account Menu 
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Select Manage Profile from the Manage Account dropdown menu (Figure 30). The Manage Profile 
dashboard displays (Figure 31 below). 

 
Figure 31: BCG Manage Profile Dashboard 

Select Manage Favorites from the Manage Account dropdown menu (Figure 31 above). The Manage 
Favorites dashboard displays (Figure 32). Refer to 2.4.F to add favorites to the No Favorite Services list. 

 
Figure 32: Manage Favorites 
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3.0 Commercial Mail Receiving Agency (CMRA) 

3.1 Access CMRA Services 
To access your CMRA account you must first log in to the BCG website or create a BCG account if you 
do not have one. Refer to section 2.0 Business Customer Gateway. 

A. If you have set up CMRA as a favorite on the BCG Dashboard, click the CMRA link 
(Figure 33) to go directly to the CMRA Dashboard [see section 2.4.F.5 above for instructions 
on adding favorites]. Otherwise, perform the following sub steps to access the CMRA service. 

 
Figure 33: BCG Favorite Services Updated 

1. Click Mailing Services from the BCG Dashboard Toolbar to access the Mailing Service 
landing page. A list of specific services for the selected category displays (Figure 34). 

 
Figure 34: Mailing Services Landing Page 

2. To enter the Commercial Mail Receiving Agency service, click Go to Service on the right 
(Figure 34). 

B. The CMRA Home Dashboard displays, with the main menu and a list of messages and tasks. 
1. If you have not set up your CMRA account, the Home broadcast message indicates your 

account is not setup to access a CMRA location (Figure 35 below). Go to section 3.3.1 
Claim CMRA location. 
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Figure 35: No CMRA Location Set Up - CMRA Dashboard 

2. If you have a CMRA Location the Home Dashboard displays the current broadcast 
messages and outstanding tasks (Figure 36). Go to 3.3.2 View CMRA Location. 

 
Figure 36: Existing Account - CMRA Dashboard 

3.2 CMRA Dashboard Toolbar 
The CMRA Dashboard Toolbar remains at the top of all pages in the CMRA (Figure 37). 

 
Figure 37: CMRA Dashboard Toolbar 

The current CMRA page location is indicated by a red underline under the corresponding CMRA 
Dashboard Toolbar Menu Item. 

In the grey banner in the upper right of the toolbar, click Gateway to return to the BCG Dashboard or 
Sign Out to log out of the CMRA and BCG. 

To manage your CMRA account: 
A. Click the desired Item on the CMRA Dashboard Toolbar to access the landing page. 
B. The selected landing page displays. 
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3.3 CMRA Location 

3.3.1 Claim CMRA location  

To claim (find) your company’s CMRA Location (1583-A) record: 
A. Click CMRA Location (1583-A) on the CMRA Dashboard Toolbar. The CMRA Location 

(1583-A) landing page displays (Figure 38). 

 
Figure 38: CMRA Location (1583-A) Landing Page 

B. Enter your company location’s 5-digit ZIP CodeTM in the text box and click Find (Figure 39). 

 
Figure 39: CMRA Location Search 

C. If there are unclaimed locations for the ZIP CodeTM entered, the results display in the CMRA 
Location Search Results (Figure 39). 

D. Click Request Admin for the desired location from the search results (Figure 39). 
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E. The CMRA Location (1583-A) landing page displays a message that the authorization 
request is submitted. Your CMRA Location Access Level information displays on the landing 
page, including the new location with the status of Pending Admin Code (Figure 40). You 
should receive your validation code via regular mail within ten business days. 

 
Figure 40: CMRA Location Authorization Submission 

F. When you receive the Validation (Admin) Code for your new location by regular mail, return 
to the CMRA Location (1583-A) landing page to enter the code. The CMRA location with the 
status of Pending Admin Code is displayed (Figure 41). 

Note: The Admin Code is active for 25 days from the date you request it, not the 
day you receive it in the mail.  

 
Figure 41: CMRA Location Pending 
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G. Click Pending Admin Code for the new location to enter the Admin Code (Figure 41 above). 
The Validate 1583-A Location screen displays (Figure 42). 

H. Verify the 1583-A location information displayed is correct. Enter the Admin Code for the 
new location in the text box and click Validate (Figure 42). 

Note: The Admin Code is active for 25 days from the date you request it, not the 
day you receive it in the mail. If your Admin Code is no longer valid when you enter 
it, you will get an error message (Figure 44 below). Proceed to step H.2 to request a 
new Admin Code. 

 
Figure 42: Validate 1583-A Location 

1. If your Admin Code is accepted, the CMRA Location (1583-A) landing page displays a 
message that the CMRA location is validated and attached to your BCG ID (Figure 43).  
a) Your CMRA Location Access Level information displays on the landing page, 

including the new location with the status of Admin.  
b) The menu item Manage Users now displays on the CMRA Dashboard Toolbar. 

 
Figure 43: CMRA Location Validation Message 

2. If your Admin Code is NOT accepted, the CMRA Location (1583-A) landing page displays 
a message that the validation code is expired (Figure 44).  
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Figure 44: Request New Validation Code 

3.3.2 View CMRA Location 

Note: To manage a CMRA location, you must submit PS Form 1583a - Application 
to Act as a Commercial Mail Receiving Agency to the Postal Service. Refer to 
Appendix C – Forms. 

To view your CMRA Location (1583-A record): 
A. Click CMRA Location (1583-A) on the CMRA Dashboard Toolbar (Figure 45). 
B. The CMRA Location (1583-A) landing page displays. If you had previously claimed a location 

or locations, the information displays in the CMRA Location Access Level section (Figure 45). 

 
Figure 45: CMRA Location (1583-A) Landing Page 

3.4 1583 (CMRA Location List) 

3.4.1 View CMRA Customers at Your Location(s) 

To view your CMRA Customers (1583 Users): 
A. Select 1583 on the CMRA Dashboard Toolbar. 
B. The 1583 CMRA Location List landing page displays. 
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1. If you only have one location associated with your BCG ID, the company is selected by 
default in the CMRA Location List dropdown. The company location information and 
associated users display (Figure 46 below). 

 
Figure 46: 1583 CMRA Location List 

2. If you do not have any users added to your location, the company location displays with 
no users listed (Figure 47). 

 
Figure 47: 1583 CMRA Location List with no Users 

3. If you have multiple locations associated with your BCG ID, you will need to select the 
desired location. Click the location drop down arrow in the CMRA Location List title bar 
and select a location from the list (Figure 48 below). The selected company location and 
associated users display. 
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Figure 48: CMRA 1853A Location Selection 

3.4.2 Required New Customer Documentation 
You must have a completed PS 1583 Application for Delivery of Mail Through Agent form (Appendix C – 
Forms) and all applicable Photo ID and Address verification documents for each applicant and authorized 
individual prior to completing the online application process. Refer to Table 1 below for a complete list of 
acceptable documentation. 

Note: Social Security cards, credit cards, and birth certificates are unacceptable as 
identification. Each applicant and authorized individual must present two valid 
forms of identification (ID), one of which must include a photo. 

All required documents must be converted to electronic files. You will import (upload) the required 
documents as electronic files during the online application process. Refer to section 3.4.3.6. 

Table 1: Required Identification Documentation Types 

Document 
Type 

Acceptable Documents File Formats 

Photo ID  U.S. State/Territory Driver's License or Non-Driver's ID Card 
U.S. Access Card/DOD Common Access Card (CAC)/Personal 
Identity Verification (PIV) Card 
U.S. Certificate of Citizenship or Naturalization 
U.S. Passport 
U.S. Permanent Resident Card 
U.S. Tribal ID Card 
U.S. Uniformed Service ID Card 
U.S. University Identification 
Foreign Passport 
Matricula Consular 
Nexus Card 

JPEG, JPG, PNG, 
GIF, PDF, RAW 

Address ID Deed of Trust 
Insurance policy (home or vehicle) 
Lease 
Mortgage 
U.S. State/Territory Driver's License or Non-Driver's ID Card 
Vehicle Registration card 
Voter ID 

JPEG, JPG, PNG, 
GIF, PDF, RAW 

Court Order  Court document (if applicable) JPEG, JPG, PNG, 
GIF, PDF, RAW 

PS Form 
1583  

Paper form: typed or handwritten, signed by applicant 
Electronic form: typed, printed, signed by applicant 

JPEG, JPG, PNG, 
GIF, PDF, RAW 
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3.4.3 Add a New Customer 

Note: You must have a completed PS 1583 Application for Delivery of Mail Through 
Agent form and all applicable Photo ID and Address verification documents for 
each applicant and authorized individual as electronic files prior to completing the 
online application process. See section 3.4.2 above. 

To add a new 1583 (user) to the selected location: 
A. Click 1583 on the CMRA Dashboard Toolbar (Figure 37 above). 
B. The 1583 CMRA Location List landing page displays (Figure 49 below). 
C. If you have multiple CMRA Locations, click the location drop-down arrow in the CMRA 

Location List title bar and select a location from the list (Figure 48 above). The selected 
company location and associated users display. 

D. On the CMRA Location List, click New 1583 (Figure 49). 

 
Figure 49: CMRA Location List 

E. The Application for Delivery of Mail Through Agent form displays (Figure 50 below). 
1. Fields indicated with a single asterisk (*) are required for both Save As Draft and Submit 

to USPS. 
2. Fields indicated with a double asterisk (**) are required for Submit to USPS but may be 

temporarily blank for Save As Draft. 
3. Fields with a Grey background are filled out by the system automatically or are not 

available for this customer. 
F. Form controls are found at the bottom of the form (Figure 50 below): 

1. Click Save As Draft to save your work and complete it at another time. 
a) When you save the form, you will return to the 1583 CMRA Location List with the 

user listed with a Draft status (Figure 49 above). 
b) On the 1583 CMRA Location List, click Update (Figure 49 above) to return to the 

form and complete the submission process. 
2. Click Submit to USPS to submit the completed form to the Postal Service. 
3. Click Cancel to leave the form without saving your work. 
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Figure 50: Application for Delivery of Mail Through Agent Online Form  
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G. Add the date the 1583 request for a Private Mailbox (PMB) was started in item 1 Date PMB 
Opened (Figure 50 above). You may type the date manually or click the calendar icon in the 
date field to open the calendar app (Figure 51). 
1. Click Today in bottom left of the calendar to use today’s date. 
2. Click the up and down arrows to scroll through the months one at a time. 
3. Click the drop-down arrow next to the Month/Year title to select the month and year. 
4. Click the appropriate date in the calendar app and the date automatically updates in the 

date field. 

 
Figure 51: Date Selection Calendar 

H. Add the PMB Number in item 2b (Figure 50 above). Your CMRA Location information is 
automatically filled in for items 2a, 2c, 2d, and 2e. 

I. Proceed to the appropriate section(s) to complete the application. You must upload the 
Applicant/Authorized Individual ID documents before submitting a new user to the USPS. 
1. Applicant – section 3.4.3.1  
2. Authorized Individual – section 3.4.3.2 
3. Transfer PMB Mail to Another Address – section 3.4.3.3  
4. Business/Organization Information – section 3.4.3.4  
5. Additional Mail Recipients – section 3.4.3.5  
6. Documents to Upload – section 3.4.3.7  

3.4.3.1 Applicant 
A. Click on the radio button in item 3 Type of Service Requested to select the type of customer 

this service is for (Figure 51 below). 
1. Business/Organization Applicant  
2. Residential/Personal Applicant  

B. After selecting the type of customer this service is for, complete items 4 Name of Applicant 
and 5 Authorized Individual for the applicant and authorized users. 
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1. Selecting Business/Organization Use in item 3 enables the Business/Organization 
information in the right column (Figure 52). 

2. Selecting Residential/Personal Use in item 3 disables the Business/Organization 
information in the right column (Figure 53). 

 
Figure 52: Application with Business/Organization Use Selected 

 

 
Figure 53: Application with Residential/Personal Use Selected 
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C. For item 4 Name of Applicant, click in the Last Name field (Figure 52 or Figure 53 above) to 
bring up the Applicant’s Identification Information form (Figure 54). 

 
Figure 54: Applicant’s Identification Information Form 

1. Click in each field in items 8a-d (Figure 55 below) and fill in the applicant’s information as 
shown on the Photo ID. 

Note: You must have the applicant’s appropriate Photo ID documentation to 
complete this step. See section 3.4.2 and Table 1 Required Identification 
Documentation for more information. 

Note: You must enter the First and Last Name as shown on the Photo ID, as this 
verifies the identity of the applicant. 
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Figure 55: Customer Photo ID Information 

2. Click the drop-down arrow for item 8e Photo ID type and select the appropriate 
information for the applicant’s Photo ID (Figure 56). 

 
Figure 56: Photo ID Type 

3. The address information for item 8e Photo ID becomes available. Fill in the complete 
address for the Photo ID (Figure 57 below). 
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Figure 57: Photo ID Information for Applicant 

4. Click in each field in items 9a-e (Figure 58) and fill in the applicant’s information as shown 
on the Address ID. 

Note: You must have the applicant’s appropriate Address ID documentation to 
complete this step. See section 3.4.2 and Table 1 Required Identification 
Documentation for more information. 

 
Figure 58: Customer Address ID Information 
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5. If needed, for item 9f Country click the drop-down arrow for the Country to change to 
another country (Figure 58 above). 

6. Click the drop-down arrow for item 9g Address ID type and select the appropriate 
information for the customer’s proof of Address ID (Figure 59). 

 
Figure 59: Address ID Type 

7. Click Save when all information in the Applicant’s Identification Information form is 
complete (Figure 60 below). You will return to the main Application for Delivery of Mail 
Through Agent form. 
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Figure 60: Applicant’s Indention Information 
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8. Relevant customer information for item 4 is filled in from the Applicant’s Identification 
Information form (Figure 62). 

9. Enter the customer’s 10-digit Phone Number in item 4d Telephone Number (Figure 61). 
Click the  icon for information about the phone number format, including international 
phone numbers. 

 
Figure 61: Telephone Number Information 

10. Enter the customer’s complete Email Address in item 4e Email Address (Figure 61). 

 
Figure 62: Applicant Information Updated 
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D. In item 4k Is Individual a court ordered protected individual? click the checkbox if the 
applicant is a court ordered protected individual. You must upload a copy of the court order 
(Figure 63 below) when you upload the other Applicant Documents. When selected, Court 
Order Document is added to the Documents to Upload section (Figure 64 below). 

 
Figure 63: Court Ordered Protect Individual Checkbox 

 

 
Figure 64: Court Order Document Chose File 

E. Proceed to the appropriate section(s) to complete the application. You must upload the 
Applicant/Authorized Individual ID documents before submitting a new user to the USPS. 
1. Authorized Individual – section 3.4.3.2 
2. Transfer PMB Mail to Another Address – section 3.4.3.3  
3. Business/Organization Information – section 3.4.3.4  
4. Additional Mail Recipients – section 3.4.3.5  
5. Documents to Upload – section 3.4.3.7  
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3.4.3.2 Authorized Individual 

Note: Click the  icon for information on this section (Figure 65). 

 
Figure 65: Authorized Individual Note 

A. If you wish to add an Authorized Individual to collect mail from this PMB, click in the Last 
Name field in item 5 Authorized Individual (Figure 66) to bring up the Authorized Individual 
Identification Information form (Figure 67 below). 

 
Figure 66: Authorized Individual Information 
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Figure 67: Authorized Individual Identification Information Form 
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Note: You must have the authorized individual’s appropriate Photo ID and Address 
ID documentation to complete this step. See section 3.4.2 and Table 1 Required 
Identification Documentation for more information. 
B. Click in each field in items 10a-d (Figure 67) and fill in the authorized individual’s information 

as shown on the Photo ID. 
C. Click the drop-down arrow for item 10e Photo ID type and select the appropriate information 

for the authorized individual’s Photo ID (Figure 68). 

Note: You must enter the First and Last Name as shown on the Photo ID, as this 
verifies the identity of the authorized individual. 

 
Figure 68: Photo ID Type 

1. Click in each field in items 11a-e (Figure 67 above) and fill in the authorized individual’s 
information as shown on the Address ID. 

2. If needed, for item 11f click the drop-down arrow for the Country to change to another 
country. 

3. Click the drop-down arrow for item 11g Address Type and select the appropriate 
information for the authorized individual’s proof of Address ID (Figure 69). 

 
Figure 69: Address ID Type 
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4. Click Save when all information in the Authorized Individual Identification Information 
form is complete (Figure 70). You will return to the main Application for Delivery of Mail 
Through Agent form. 

 
Figure 70: Completed Authorized Individual Identification Information Form 
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5. Relevant authorized individual’s information in item 5 is filled in from the Authorized 
Individual Identification Information form (Figure 71). 

6. Enter the authorized individuals’s10-digit Phone Number in 5d Telephone Number and 
complete Email Address in item 5e Email Address (Figure 71). Click the  icon for 
information about the phone number format, including international phone numbers. 

 
Figure 71: Authorized User Information Updated 

D. Proceed to the appropriate section(s) to complete the application. As a minimum, you must 
upload the Applicant/Authorized Individual ID documents before submitting a new user to the 
USPS. 
1. Transfer PMB Mail to Another Address – section 3.4.3.3  
2. Business/Organization Information – section 3.4.3.4  
3. Additional Mail Recipients – section 3.4.3.5  
4. Documents to Upload – section 3.4.3.7  
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3.4.3.3 Transfer PMB Mail to Another Address  
A. For item 6 If Transferring PMB Mail to Another Address, click the checkbox if the mail will be 

transferred to another address (Figure 72). The address information fields for item 6 are 
enabled. 

 
Figure 72: PMB Mail Addressed to This Applicant Transferred to Another Address 

B. Click in item 6a Street Address Mail is Transferred to field (Figure 72) and fill the address 
number, street name, and apartment or suite number. 

C. Complete the remaining address information in items 6b through 6d (Figure 72). 
D. If needed, click the drop-down arrow for item 6e Country to change to another country 

(Figure 72). 
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E. Enter the complete 10-digit Phone Number for this address in 6f Telephone Number and 
Email Address in item 6g Email Address (Figure 73). Click the  icon for information about 
the phone number format, including international phone numbers. 

 
Figure 73: PMB Mail Transferred to Another Address Updated 

F. Proceed to the appropriate section(s) to complete the application. As a minimum, you must 
upload the Applicant/Authorized Individual ID documents before submitting a new user to the 
USPS. 
1. Business/Organization Information – section 3.4.3.4  
2. Additional Mail Recipients – section 3.4.3.5  
3. Documents to Upload – section 3.4.3.7  
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3.4.3.4 Business/Organization Information 
A. Selecting Business/Organization Use in item 3 Applicant (Figure 52 above) enables item 7 

Business/Organization information in the right column (Figure 74). 

 
Figure 74: CMRA User Business/Organization Information Available 

B. Complete items 4 through 6 in the indicated sections as appropriate for the business or 
organization applicant. 
1. Applicant – section 3.4.3.1  
2. Authorized Individual – section 3.4.3.2 
3. Transferring PMB Mail to Another Address – section 3.4.3.3  

C. For item 7a Name of Business/Organization that mail will be addressed, click in the Name of 
Business field (Figure 74) and enter the business or organization name. 

D. Complete the remaining business information in items 7b thorough 7h (Figure 74). 
1. Type of Business  
2. Business Street Address  
3. City  
4. State 
5. Country 
6. Zip+4 
7. Telephone Number  
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E. For item 7i Place of Registration, click in the Place of Registration field (Figure 75) and 
enter the place the business or organization name is registered in. Click the  icon for 
required information about the place of registration for domestic and foreign businesses. 

 
Figure 75: Place of Registration 

F. Proceed to the appropriate section(s) to complete the application. As a minimum, you must 
upload the Applicant/Authorized Individual ID documents before submitting a new user to the 
USPS. 
1. Additional Mail Recipients – section 3.4.3.5  
2. Documents to Upload – section 3.4.3.7  

3.4.3.5 Additional Mail Recipients  
A. For item 12 Exceptions for additional recipients of mail, complete the following as applicable. 

1. For Business/Organization, list members who will be receiving mail at this PMB 
(Figure 76). 

 
Figure 76: Exceptions for Additional Recipients of Mail 

2. For Residential/Personal Use, list parents or guardians who may receive the mail of 
minors (Figure 77). 

 
Figure 77: Parent or Guardian May Receive Minor’s Mail 

B. Proceed to Documents to Upload – section 3.4.3.7 to complete the application. 

3.4.3.6 Identification Information 

Item 8 Identification Information contains text fields which display the Photo ID and Address ID 
information from the Applicant’s Identification Information (Figure 60 above) and Authorized Individual 
Identification Information (Figure 70 above) sub forms. These text fields are initially blank (Figure 78 
below). When all information on the main Application for Delivery of Mail Through Agent form is complete, 
these fields will display the text from the sub forms (Figure 79 below). 

A. 8a-e and 10 a-e. Photo ID Information 
B. 9a-g and 11 a-g. Address ID Information 
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You may expand these fields by clicking on the lower right corner and dragging the field down to see the 
full contents (Figure 78 and Figure 79). These fields only display the text and cannot be edited; you must 
update the 1583 form to update this information (see section 3.4.4 Update an Existing Customer). 

 
Figure 78: Blank Identification Fields 

 
Figure 79: Identification Fields with Application and Authorized User Information 
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3.4.3.7 Documents to Upload 
A. When all information on the main Application for Delivery of Mail Through Agent form is 

complete, upload the relevant documents for the Applicant and Authorized User (Figure 80). 
Refer to Table 1: Required Identification Documentation for more information on document 
file types. 
1. To upload the Applicant’s Photo ID, click the appropriate Choose File in the Documents 

to Upload section (Figure 80). 

  
Figure 80: Upload Documents 
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2. The File Open dialog box displays (Figure 81). Navigate to the ID file location. Select the 
Applicant’s Photo ID file and click Open. 

 
Figure 81: File Open Dialog Box 
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3. The file name displays in the Upload Documents section next to the appropriate Choose 
File button (Figure 82). 

 
Figure 82: Upload Documents List with Selected Files Before Saving Form 

B. Follow steps A.1-3 above to upload the remaining ID and Form 1583 image files. The 
unsaved form displays the file names for selected files to upload (Figure 82). 

Note: Once you have saved the form or submitted it, the file names no longer 
display in the Documents to Upload section. Instead, a notation indicates the 
relevant file has already been saved (Figure 83 below). 
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Figure 83: Upload Documents List After Saving Form 

3.4.3.8 Submit Application  
A. When all information on the Application for Delivery of Mail Through Agent form is complete 

and all files are uploaded, click Submit to USPS on the bottom of the form (Figure 84 or 
Figure 85 below). 
1. Completed Residential/Personal Application (Figure 84)  
2. Completed Business/Organization Application (Figure 85) 

B. To save the information as a draft to complete later, click Save as Draft (sample in 
Figure 84). 

Note: If the system displays a Validation Error message when saving or submitting 
the application (Figure 87 below), refer to 3.4.5. You must correct the information 
on the form before you can submit it. 
C. Once the form is submitted, you may print or save the file by clicking on Generate 1583 pdf 

on the bottom of the form (sample in Figure 85 below). 
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Figure 84: Completed Residential/Personal Application for Delivery of Mail Through Agent Form 
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Figure 85: Completed Business/Organization Application for Delivery of Mail Through Agent Form 
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D. After saving or submitting the form you will return to the 1583 CMRA Location List. 
1. The new user displays with active status if the form was submitted to USPS (Figure 86). 
2. The new user displays with draft status if the form was saved as a draft (Figure 87). 

 
Figure 86: CMRA User Status 

3.4.4 Update an Existing Customer 

To update an existing 1583 (user), either to complete a draft application or change current customer 
information:  

A. Click 1583 on the CMRA Dashboard Toolbar (Figure 37 above). 
B. The 1583 CMRA Location List landing page displays (Figure 46 above). 
C. If you have multiple CMRA Locations, click the location drop-down arrow in the CMRA 

1583A List title bar and select a location from the list (Figure 48 above). The selected 
company location and associated users display. 

D. On the CMRA Location List, click Update to edit the desired user (Figure 87). A new 
applicant’s application may be partially complete and saved as a draft, or an existing 
applicant may have changes or updates for their current information. 

 
Figure 87: CMRA Location – Update Customer 

E. The Application for Delivery of Mail Through Agent form displays (Figure 50 above). Any 
previously saved information for the customer is displayed. 
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F. Proceed to the appropriate section(s) to complete or update the application. You must upload 
the Applicant/Authorized Individual ID documents before submitting a new user to the USPS. 
1. Applicant – section 3.4.3.1 
2. Authorized Individual – section 3.4.3.2 
3. Transfer PMB Mail to Another Address – section 3.4.3.3 
4. Business/Organization Information – section 3.4.3.4 
5. Additional Mail Recipients – section 3.4.3.5  
6. Documents to Upload – section 3.4.3.7  

3.4.5 Error Message 

You may receive the following Validation Error message when saving or submitting the Application for 
Delivery of Mail Through Agent form if one of the required fields (* or **) is missing or incorrectly formatted 
(Figure 88). Correct the information on the form and save or resubmit it. 

 
Figure 88: Missing Customer Information – Validation Error Message 
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3.5 Quarterly Review 
Note: This section will be populated once the first quarter is completed (Figure 89). 

 
Figure 89: CMRA Quarterly Review 

3.6 Procedures 
To view the DMM (Domestic Mail Manual): 

A. Click Procedures on the CMRA Dashboard Toolbar (Figure 90). 
B. The Procedures landing page displays (Figure 90). 
C. Click Link to DMM (Figure 90). The Postal Explorer web page opens to the DMM page on 

USPS.com (Figure 91 below). 

 
Figure 90: CMRA Procedures 
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Figure 91: USPS Domestic Mail Manual Page on USPS.com 

3.7 Dangerous Goods and Export Compliance (DGEC) 
To view your Compliance Training: 

A. Click DGEC Compliance on the CMRA Dashboard Toolbar (Figure 92). 
B. The DGEC Compliance landing page displays (Figure 92). Your company location and 

associated training displays. 

 
Figure 92: DGEC Compliance 
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C. For Training Help or Information, click the  icon above the Action column (Figure 92 
above). The Training Help/Info phone number displays (Figure 93). Click the X to close the 
popup box. 

 
Figure 93: DGEC Training Help/Info 

D. To change locations if you have multiple locations associated with your CMRA account, click 
the location drop-down arrow and select another location from the list (Figure 94). The 
training list for the selected location displays. 

 
Figure 94: Select CMRA Location for Training 

E. Click the radio button for Training or Training Completed to change the training listed by 
status (Figure 92 above) by training required/in process or training completed. The selected 
training list displays. 

To update your DGEC Compliance (Training): 
A. Click the radio button for Training to display the training required or in process (Figure 92). 

The selected Training list selected displays. 
B. To start a training class:  

1. Select Action in the Training list to update the desired training (Figure 92 above). 
2. The Start/Complete DGEC Training popup box displays (Figure 95). 

 
Figure 95: Start/Complete DGEX Training 

3. Click Start to indicate the training is in progress (Figure 95). The popup box closes 
automatically. 

4. Today’s date is entered for the training start date and the Training list display updates 
(Figure 96). 

 
Figure 96: DGEC Training Started 
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C. To complete a training class: 
1. Click Action in the Training list to update the desired training (Figure 96 above). The 

Start/Complete DGEC Training popup box displays (Figure 95 above). 
2. Click Choose File to select a file to upload (Figure 95 above). The File Selection dialog 

box displays (Figure 97). 
3. Navigate to the desired location and select the pdf or jpg training certificate file to 

upload. Click Open to add the file to the popup box (Figure 97). 

 
Figure 97: DGEC Training File Selection 

4. The file name displays in the Start/Complete DGEC Training dialog box. Click Complete 
to upload the file (Figure 98). The popup box closes automatically. 

 
Figure 98: DGEC Training Upload 
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5. The file upload date is automatically entered as the training complete date (Figure 99). 
6. The Training Complete list displays all completed training (Figure 99). 

 
Figure 99: DGEC Training Completed 

3.8 Manage Users 
To view and manage authorized users for your CMRA account: 

A. Click Manage Users on the CMRA Dashboard Toolbar (Figure 100). 

 
Figure 100: CMRA Authorized Users 

B. The Manage Users landing page displays (Figure 100), with your company’s authorized 
users. 

C. To change a user’s account access: 
1. Click the drop-down arrow under Access Level for the user (Figure 101). 

 
Figure 101: Manage Users – Change User Account Access 
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2. Select the desired change from the drop-down list (Figure 101 above). The new access 
level selection displays highlighted in orange (Figure 102). 

 
Figure 102: Manage Users – New User Account Selection 

3. Click Save to update the access level for this user (Figure 102). 
4. The Update User Access Review page displays. Click Submit to send the change to 

USPS or Cancel to revert to the previous access level (Figure 103). 

 
Figure 103: Manage Users – Submit Updated User Account Access 
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5. You will return to the Manage Users page with the updated access levels displayed 
(Figure 104). 

Note: At least one user must have Admin level access for a location. The “* Access 
level change restricted” message will display when there is only one user for a 
location with Admin level access (Figure 104). 

 
Figure 104: Manage Users –User Account Access Updated 

D. To add a user to your account: 
1. Click Add User Access (Figure 100 above). 
2. The Add User Access page displays (Figure 105). 

 
Figure 105: Manage Users – Add User Access 

3. Click the drop-down arrow for CMRA location and select the desired location from the 
list (Figure 105). 

4. Enter the user’s BCG User Login ID and select the desired Access Level for the user 
(Figure 105). 
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5. Click Verify Account to find the user in the BCG system (Figure 106). 

 
Figure 106: Manage Users – Verify New User Account 

6. If the user is found in the BCG system and has access to the CMRA mailing service, the 
Verified and User Name fields will be filled in. Click Submit (Figure 107). 

 
Figure 107: Manage Users – Verify New User Account Successful 
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a) If the user is NOT found in the BCG system, is already in the system for the selected 
location, or does NOT have access to the CMRA mailing service, you will get an error 
message (Figure 108 or Figure 109). 

 
Figure 108: Manage Users – Verify Account Retrieval Error 

 
Figure 109: Manage Users – Already Has Access for Location 

b) Correct the issue: 
1) If the User is already configured for access at this location, change the User 

access in step 3.8.C above (Figure 101). 
2) Otherwise, if the User is not in the system for this location, verify the User Login 

ID is correct. 
3) Verify the User has access to the CMRA mailing service when they log in to the 

BCG. 

Note: Have the User log in to the BCG, select Mailing Services and Go to Service 
for CMRA. Refer to 3.1 Access CMRA Services. The User does not need to claim a 
CMRA location to be added as a User for a location. You may add a User if they 
can access the CMRA mailing service in the BCG. 
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4) Repeat steps 3.8.D.4 and 5 above. 
c) If the User Login ID is verified, proceed to step 6. Otherwise, click Cancel to cancel 

the new user submission (Figure 108 above). 
7. Once successfully submitted, the new user displays on the Manage Users landing page 

(Figure 110). 

 
Figure 110: Manage Users – New User Added 
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4.0 Appendix A – Terms and Abbreviations 

4.1 Terms 
Table 2: Terms and Definitions 

Term Definition 

1583 
PS Form 1583 Application for Delivery of Mail Through Agent 
or 
List of users (customers) for a CMRA location 

1583-A 
PS Form 1583a Application to Act as a Commercial Mail Receiving Agency  
or 
Commercial Mail Receiving Agency Location 

JPEG, JPG, PNG, 
GIF, PDF, RAW Electronic file format types 

Postal Service United States Postal Service 

 

4.2 Acronyms and Abbreviations 
Table 3: Acronyms and Abbreviations 

Acronym / 
Abbreviation Acronym / Abbreviation Expanded 

BCG Business Customer Gateway 
CAC Common Access Card 
CMRA Commercial Mail Receiving Agency 
CRID Customer Registration ID 
DGEC Dangerous Goods and Export Compliance 
DMM Domestic Mail Manual 
DOB Date of Birth 
DOD Department of Defense 
ID Identification 
PIV Personal Identity Verification 
PMB Private Mailbox 
U.S. United States 
USPS United States Postal Service 
ZIP CodeTM Zone Improvement Plan Code 

 

5.0 Appendix B – References  

5.1 Postal Service Websites 
 

Postal Service Home www.usps.com 
DMM Domestic Mail Manual | Postal Explorer (usps.com) 
Website for Business Customer Gateway https://gateway.usps.com/eAdmin/view/signin 
Website for Postal Service forms https://about.usps.com/resources/forms.htm 
Website for Postal Service publications http://about.usps.com/publications/welcome.htm 

 
  

https://pe.usps.com/text/dmm300/dmm300_landing.htm?_gl=1*1k8qpz2*_ga*OTIyNDcyMzgxLjE2NjU0OTg0MjM.*_ga_3NXP3C8S9V*MTY3NzYwNDExNS4yMS4xLjE2Nzc2MDQyODEuMC4wLjA.
https://gateway.usps.com/eAdmin/view/signin
https://about.usps.com/resources/forms.htm
http://about.usps.com/publications/welcome.htm
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6.0 Appendix C – Forms 

 
Figure 111: PS Form 1583-A - Application to Act as a Commercial Mail Receiving Agency 
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Figure 112: PS Form 1583 - Application for Delivery of Mail Through Agent 
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