BUSINESS CONNECT
Conduct 2 or more Business Connects a month
Regeana Arrowood, Atalissa IA 52720 1/21/2011
Business Connect questions or sales leads, contact your “Business Development Team” associate: 

Daniel Doyle, Mgr. Business Development Team: 515-251-2472 Daniel.A.Doyle@usps.gov
Bill Langebartels , Sr. Small Business Specialist: 515-251-2402 William.D.Langebartels@usps.gov 
Mike Hummel, MPOO Area 4, 7, & 5 (506/507): 515-251-2268 Robert.M.Hummel@usps.gov
Laurie Bribriesco, MPOO Area 6, 8, & 5 (521): 309-799-4127 laurie.l.bribriesco@usps.gov 

Jason Krommenhoek, MPOO Area 1, 2, & 5 (504): 515-251-2094 Jason.W.Krommenhoek@usps.gov 
__________________________________________________________________________________________
To enter Business Connect: 

From Blue pg: > Inside USPS (scroll down) > Business Connect (under Mailing & Shipping Services) 

 > ( Go to Business Connect Data Center/Reports (right side) > Enter Application > Enter Application
 OR From Blue pg: > My Work > Business Connect (under Customer Contact Tools) > Enter Application

> Enter Application. 
OR on ACE II computer: > ( green folder (top) > Business Connect > ( Go to Business Connect Data Center/Reports (right side) > Enter Application > Enter Application
__________________________________________________________________________________________

Enter Ace ID & Ace password. > Logon (Scroll to bottom of pg) > Continue to the Business Connect Application       
On “Business Connect Data Center” pg: > Add Individual Activity or > Add Group Activity
To add a company: (You must add the company or person before you can submit a Business Connect meeting for that company or person)  
 > Add New Company Fill in * required fields.
*Company:              (If an individual, use their last name)
*Address 1: __________                                   
*City: ___________
*State:          ( (Click down arrow & click their State)

*Zip Code:            (Type the company’s zip code)
 >Next - Save and Add Company Contact 
Fill out information on “Add Company Contact” pg. 
> Next – Save and Add New Activity
On “Add Individual Activity” pg:  (Company name is at top of page)
BC User: This is YOU. If your name not there, Highlight with mouse Last name, First name & type your name using this format every time: Last name, First name
BC User Title:          ( Click down arrow & click on your position.

BC user Zip Code:          Your office zip code.

Date of Activity:          Click calendar box (to right) & click date.

Product:         (  Select from down arrow list.
Brief Details of Activity: Type details of your meeting. 

> Save without Revenue or > Save and Add New Revenue
SUBMIT A LEAD for Customer Connect or Rural Reach:
From a home computer: www.liteblue.usps.gov > Submit a Lead (left side)
OR on Blue pg, scroll down to: Connecting with Customers.  > Customer Connect or Rural Reach, 

On right, > ( Access Rural Reach Lead Entry Site or > ( Access Customer Connect Lead Entry Site > Enter a New Lead
Fill out information on page. When completed: > Submit Lead
To view a list of your Business Connect meetings:
> Activity Listing. Zip code:         (  Click down arrow & click your zip code.
View:          (  > All Activities 

Order by:         (  > Activity Owner (or zip code) – Ascending > Get Activities  
Message appears: “No Date criteria is selected” > OK. Click + by your zip code or name for list.
To edit activity: (you can edit only until the Friday of the week of the activity)

Click + by name > Edit. Change the incorrect information > Save
To order supplies:  > Order Supplies (above “Home”) > POSTMASTER/OIC MATERIAL OR SBS/BDT MATERIAL. Click blue SKU number (on right) to view item. > ( (to exit)
> ( Add to cart (across from supplies you wish to order)
> Order selected items 

Fill out order information. > Submit order
To exit: Click (House) icon
Weekly Lead Carrier Status Report
On Business Connect pg: http://eagnmnsxe3a.usps.gov/bcInformation.do# (save as favorite)
> Reports > Customer Connect Reports or Rural Reach Reports > Weekly Carrier Lead Status Reports
Enter zip code. > Submit
There are many other “routes” to navigate through this site. When you feel comfortable with it, investigate other paths to get the same results of entering your Business Connect meetings.
To see how you are ranked in the District:
Log into Business Connect. > Reports (top left) > Business Connect Summary Report
Report Level: District (   

Area ID: Western (
District ID: Hawkeye (
Date range:            (      Insert dates: mm/dd/yyyy or click calendar & dbl click date.                           
> To Excel > Open

Place cursor on top of any zip code. Together, press: Ctrl F
A box will pop up. Enter your zip code. > Find Next > Close.
1st column: Activities- Month to Date. 2nd column: Activities- Yr. to Date. 3rd column: # of Businesses contacted YTD.
____________________________________________________________________________________________________________________________________________________________________________________  
To print a Business Connect Profile sheet to record meetings – http://hawkeyeintranet.usps.gov/index.cfm?treeID=8798  or From Hawkeye pg: > Business Development Team
> Business Connect > BC Contact Profile Sheet - Download > Open. To print: Press: Ctrl P > OK
Package Opportunity List – to assist Post Offices in identifying package opportunities in their area.  From Blue pg, under “Hot Topics” > Business Connect > Package Opportunity List (under “News”) Enter zip code.
 > Submit
Business Connect Direct Mail Tools & Support – A resource tool for direct mail opportunities listed by 
5 digit zip code. http://blue.usps.gov/marketing/businessconnect/welcome.htm  Click on “Opportunity Toolkit.”

______________________________________________________________________________________

GLOBAL BUSINESS CONNECT KITS. USPS is offering free Global Business Connect Kits to its business customers to help them succeed in international trade. The kits highlight convenient access to shipping supplies, online postage payment, Carrier Pickup and the newly redesigned International Click-N-Ship feature that combines address and customs declaration forms into one label for documentation. The kits are available at 28,000 Post Offices. Additional information about global shipping can be found at www.usps.com/global.

