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Submitting an Incentive Permit Request provides Portal Users the ability to apply earned Postage 
Credit for a Mail Owner or on behalf of a Mail Service Provider (MSP) via their approval based on 
Postage Credit available on an Incentive Service Request that exceed their Fiscal Year Baseline 
Volume. Prior to submitting an Incentive Permit Request, the Incentive Registration Request must 
be in the Baseline Confirmed, Registration needs Review, or Approved Status to submit and 
claim credit for a Permit.

To submit a Mail Owner Permit Request, Portal Users will: 
1. Log into the Mailing Promotions Portal and select the My Promotions/Incentives tab to 

submit a Permit request. 

How to Submit an Incentive Permit Request

2. Select the Incentive Credit Dashboard tab then select the SR# that has Credit information 
available to submit a Permit.

2

1

2

USPS Mailing Promotions Portal
Incentive Permit Request Submission Process



USPS Mailing Promotions Portal
Incentive Permit Request Submission Process

3

3. From the Service Request Details page, select the Claim Credit tab and button.
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4. Enter the Permit Number and Finance Number in the Permit Search fields, then select the 
Add Permit button.

a. If a finance number does not have six digits, add zeros to the beginning until it equals 
six digits (i.e. Finance Number = 4839, add two zeros to the beginning 004839).

b. A confirmation message will appear when the Permit is successfully added to the list.

Note: Portal Users can add multiple Permits to the Permit list.
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5. Once added, Portal Users can:
a. Select the pencil icon and enter the Amount of Credit needing to be applied to the 

Permit, then select the Save button.
b. Or select the X button to remove the Permit from the Credit Claim Request. 
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6. A green banner message will appear stating the Permit was successfully updated.
7. Once all Permits are updated, select the Submit button and confirm the list of Permits being 

submitted is accurate.
a. If Yes is selected, the list of Permits will be submitted for approval.
b. If No is selected, Portal Users will have the chance to add or delete Permits.

Note: If more credit than available is submitted an error message will inform the Portal User to 
update their Credit Amount.
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8. Once successfully submitted, navigate to the Related tab of the Service Request and select the 
Permit record in the Incentive Permits Pane to view the details.
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10. Portal Users will also have the ability to Edit the Permit record prior to approval, Clone the 
Permit record, or Change the Record Type prior to being approved.

9. The Permit Status will show as Pending Program Reg Review with auto-populated fields.
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11. Once the submitted Permit record is reviewed, the Permits status will show as Approved by 
Program Office or Rejected by Program Office.
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Note: If the Permit Status is Rejected by Program Office, submit a New Permit Request with 
updated details.
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To submit an MSP Permit Request, Portal Users will: 
1. Log into the Mailing Promotions Portal and select the My Promotions/Incentives tab to 

submit a Permit request. 

2. Select the Incentive Credit Dashboard tab then select the SR# that has Credit information 
available to create the Permit.
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3. From the Service Request Details page, select the Claim Credit tab and button.
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4. Enter the Permit Number and Finance Number in the Permit Search fields, then select the 
Add Permit button.

a. If a finance number does not have six digits, add zeros to the beginning until it equals 
six digits (i.e. Finance Number = 4839, add two zeros to the beginning 004839).

Note: Portal Users can add multiple Permits to the Permit list.
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5. An acknowledgement message will appear requesting the Mail Service Providers point of 
contact email so the Permit request can be sent for their approval.

6. Once their email is entered, select the Confirm button and a confirmation message will appear 
when the Permit is successfully created and added to the list.
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7. Once the message is acknowledged, Portal Users can:
a. Select the pencil icon and enter the Amount of Credit needing to be applied to the 

Permit, then select the Save button.
b. Or select the X button to remove the Permit from the Credit Claim Request. 
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8. A green banner message will appear stating the Permit was successful updated.
9. Once all Permits are updated, select the Submit button and confirm the list of Permits being 

submitted is accurate.
a. If Yes is selected, the list of Permits will be submitted to the MSP for approval.
b. If No is selected, Portal Users will have the chance to add or delete Permits.

Note: If more credit than available is submitted an error message will inform the Portal User to 
update their Credit Amount.
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10. Once successfully submitted, navigate to the Related tab of the Service Request and select the 
Permit record in the Incentive Permits Pane to view the details 
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12. Portal Users will also have the ability to Edit the Permit record prior to approval, Clone the 
Permit record, or Change the Record Type prior to being approved.

11. The Permit Status will show as Submitted for Approval with auto-populated fields.
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13. Once the submitted Permit record is reviewed by the MSP, the Permits status will show as 
Approved by MSP or Rejected by MSP.
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Note: If the Permit Status is Rejected by the MSP, submit a New Permit Request with updated details.

Approved by MSP 13

MSP.POC@email.com
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