1st OF EACH MONTH
Regeana Arrowood, Atalissa IA 52720 - 1/7/2011
1. On the 1st of the month (after the due date), before plugging boxes for non-payment, run a “Delinquent Report” in WebBATS to see if customers paid online. In WebBATS: > Reports > Delinquent (under Payment).
For payments received between the 1st & 10th of the month, run a “Receipt by Date Report” daily to see if new payments were received. In WebBATS: > Reports > By Date (under Receipt). Change date to end date of last month.
2. Put “PAST DUE” notice in unpaid PO Boxes (and ones that didn’t fill out verification forms). 
Place “Past Due” label on envelopes & forms & place in boxes. 
3. Access your monthly Financial Checklist to see if there are financial items to be reconciled each month.
On Hawkeye Blue Share pg, in address line, type: Westernarea/Fin
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
To set up office: > (your District) > Select District. 

(Near top of pg) – Select office:               (  > ( (down arrow) Scroll & > (your office) > Setup My Office

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
If you have any financial discrepancies, it first needs to be fixed & offset on 1412 & eMOVES (IRT, POS). 
It may take a couple days for the offset to appear on the 247/647 log.
When 1412 & eMOVES (IRT, POS) are completed, On Hawkeye Blue Share pg, in address line, type: Westernarea/Fin > 247/647 log (left side) > Find Possible Offsetting Entries for FY 20_ _. (Current FY) 
Complete pg with written explanation of how you resolved the mistake & AIC used. > Submit Entry   
> Financial Snapshot for (your office) 

Check to see what your Quarterly maximum stamp stock on hand should be & if you have excess stock. 
Never go over your maximum stock allowance. 
Financial SMEs: Valerie Chandler, Coal Valley 309-799-5357; Bill Borum, Tampico 815-438-7222; 
Pam Green, Andalusia 309-798-2110  
4. Defrag Computer: Your computer will run more efficiently and faster if this is done on a regular basis.

From desktop: Dbl click “Defragment C Drive” icon. Page turns blue. > Yes. 
(This can take a few minutes if done monthly or up to an hour if not done regularly)
5. Delete Cookies & Temporary Files: These are unnecessary temporary files downloaded by your computer.  They take up memory space & slow down your computer. Every employee with computer access needs to do this.  This action is needed to keep current access to MY PO.
From desktop: Right click “Internet Explorer” icon > Properties. OR on Hawkeye pg: > Tools (top tool bar) 
> Internet Options

Browsing History: > Delete.… 
Temporary Internet Files: > Delete files…  Message: Are you sure you want to delete…….? > Yes
Cookies: > Delete cookies…  Message: Are you sure you want to delete…….? > Yes
History: > Delete history…  Message: Are you sure you want to delete…….? > Yes
Delete Browsing History                                                                                  > X   

> OK    Shut down & restart your computer.
6. Check Fire Extinguisher. Initial & date Inspection tag, PS form 4705.

7. Change Furnace Filter (if necessary)

__________________________________________________________________________________________

8. ________________________________________________________________________________________
9. ________________________________________________________________________________________
10. _________________________________________________________________________________________________________
