ADM & Financial Reports 
Regeana Arrowood – Atalissa IA 52720 – 5/24/2010
For a quick & easy 247/647 Financial report, see pg. 3 or a quick & easy Excess Stock Report, see pg. 2
Link for ADM reports video – http://adm.usps.gov/index.cfm?job=menu3 

ADM reports – On Blue or Hawkeye pg, in address line – type adm >Go. On right side > Log in to the EDW (Enterprise Data Warehouse) >Enter the EDW. Enter ACE ID & password. > Login. (EDW Notification message appears) 
> Close window 

To access the following reports, follow this path, then start at the instructions of the report you want to view:  

Dbl click - Accounting > Shared Reports > Postmaster (follow path below for each individual report)

Reconciliation Exceptions by Site – This will show your AIC 247/647 charges from Eagan ASC to your office for bank, credit/debit card differences.  You will have to make an adjustment if report generates an amount in last column.  
 > Reconciliation Exceptions by Site.

1. Beginning Date* (Required) – Click calendar grid (on right) & date you want to start. > Next.
2. Ending Date* (Required) – Click calendar grid (on right) & date you want to end. > Next.
3. Unit Finance Number* (Required) – Enter 10-digit finance number. > Run Report.  
If you get message “Page cannot be displayed” > Back > Check Status again.
If it says, “No data returned for this page…..”  It’s a good thing!!! (
To view a different report, > Shared Reports (at top) > Postmaster & then follow path for another report.
Master Trust – Customer – This report will allow you to take your Form 3083 & compare the numbers to what should be in ADM. Balance the trust funds.  
> Master Trust Customer
1. Select Location* (Required) In “Attribute” click down arrow & click on “Unit Finance Number.” > Go.
In “Search for,” enter 10-digit finance number > Magnifying glass. Your office should be highlighted & appear under “Available.” Click ((to move your office to the right) > Next 
2.  Beginning GL Post Date* (Required) Click calendar grid (on right) & date you want to start. > Next. 
3.  Ending GL Post Date* (Required) Click calendar grid (on right) & date you want to end. > Run Report
If you get message “Page cannot be displayed” > Back > Check Status again.
To view a different report, > Shared Reports (at top) > Postmaster & then follow path for another report.
Stock Ledger Balances (Very important report) – This will allow you to compare the AIC 853 from your 1412 and the ADM AIC 853.  These should match.  If they don’t, an adjustment will have to be made. 
> Stock Ledger Reports > Stock Ledger Balances
To view a single date:

1. Select Time Period* (Required) Under Attribute: If “Date” is not in box, > (down arrow) > Date. 
Under “Available,” click on the date you want to view, Click (  > Next.

2. Select Location * (Required)  Under “Attribute:” If “Cost Center” is not in box, > (down arrow) > Cost Center

Under “Search for:” Enter your 10 digit Finance # (no hyphens) > Magnifying glass.  
Under “Available:”(Your office should be displayed & highlighted) Click ( > Run Report  
The amount in “Stock on Hand” should agree with AIC 853 from 1412 on that date.

To view an entire month:

Under “Attribute:” > (down arrow) > Month > Go.  Under “Available:” Click the month you want to view. Click ( > Next
In “Search for” box: Enter 10 digit finance # (no hyphens) > Magnifying glass.
Under “Available:” (Your office should be displayed & highlighted) Click ( > Run Report 
To view a different report, > Shared Reports (at top) > Postmaster & then follow path for another report.

      FPR Net Financial Differences (AIC 247(credit) / 647(expense) to the office – 
        > FPR Net Financial Differences (AIC 247/647 – Line Detail                     
      1.  Beginning GL Post Date* (Required). Click calendar box on right & click date. > Next
      2.  Ending GL Post Date* (Required). Click calendar box on right & click date. > Next
      3.  Select Location* (Required). Under “Attribute,” click down arrow. > Finance Number > Go.
           Search for: Enter 6 digit finance #. > (magnifying glass). Your office appears in box below. Click ( > Next.
      4.  Select optional location column headings. Click “Finance Unit Type. Click ( > Next.
      5.  Absolute Net Expend. (No answer is required) > Run Report.
To check the payment status of your bills: On Blue or Hawkeye pg, in address line, type: adm > Go (or Enter on keyboard)

> Login to the EDW Go > Enter the EDW. Enter ACE ID & password. > Login. > Close window (Enterprise Data Warehouse) 
> Accounting > Shared Reports > *Postmaster* > Accounts Payable Activity (One Finance Number)
1. Select Period *(Required): > (desired month) >  (  > Next
2. Enter Finance Number (6 digits) *(Required):                            Enter 6 digit finance #. > Run Report
The ledger will show payment activity such as rent & utilities, date paid & check #.
_____________________________________________________________________________________________________________________________________________________________________________________________
To access the next 3 reports, follow this path, then start at the instructions of the report you want to view:
> Accounting > Shared Reports > SAFR
___________________________________________________________________________________________
 Excess Stock (This will show the maximum amount of stock your office should have & any excess amount. 
The calculation is 3 times same period last year)
 > Stock Ledger Reports > Excess Stock 
1. Month * (Required) Click most recent month in left column. Click ( > Next.  Under Attribute: Click ((down arrow) > Cost Center > Go.
     In “Search for:” Type in 10-digit finance number. > Magnifying glass.  
     Your office should be highlighted in blue under “Available.” Click ( > Run Report.  
     If you get message “Page cannot be displayed” > Back > Check Status again.

     To view a different report, > SAFR or > Shared Reports > Postmaster  (at top) & then follow path for another report.
To manage stock accountability: Utilize return cycles. Modify your automatic shipments by emailing Dennis.J.Michel@usps.gov 

with this information. Site: 10 digit Unit ID; Stop all automatics: Y or N; Reduce # of stamps to: _____ (<200 in multiples of 20; >2000 in multiples of 2000); Reduce # of books to: _____ (1-25, multiples of 5; 200 or more, multiples of 100)

For a quick & easy Excess Stock report: From Hawkeye pg. (mouse over) Finance > Finance Home 

> 12 month Excess Stock Calculation. Click in Finance #. In yellow box, type: 10 digit finance #  Press: Enter

 Money Orders (Shows the money order number, amount issued for & fee paid) 
Use this report to ensure money orders have been accounted for correctly.  
> Unreconciled Transmission Reports > Money Orders > Money Order Detail by Cost Center  
       1. Select Time Period * (Required): Under Attribute: Click ((down arrow) & click Date or Month > Go
           In “Available” box: Click the dates or months that you need to investigate. Click ( > Next.  

       2. Select Location * (Required): Search for:                  Enter your 10 digit finance #. > Magnifying glass.

            Your office is displayed & highlighted.   Click ( > Next. 

       3.  Money Order Type. (Leave blank for both domestic & international) > Next.   
         4.  Money Order Status. Click “Issued, Void, Missing (MOVES), or No Fee. Click ( > Run Report.  
(If you get message “Page cannot be displayed” > Back > Check Status again.)
To view a different report, > SAFR or > Shared Reports > Postmaster (at top) & then follow path for another report.
Stock Ledger Detail Report (Provides information of stock enroute to your office, correct shipment numbers & amounts, & stock shipment expensed to your office)
> Stock Ledger Reports > Stock Ledger Detail 

   1. Select Date * (Required) > Next
   2. Select Location *(Required) In “Attributes” > ((down arrow) > Unit Finance number > Go 
       Click in “Search for” box & type 10 digit finance #. > (magnifying glass) 

        Your office is listed & highlighted below. > ( (right side arrow) > Run Report
1. Beginning SAFR Business Date * (Required) > ( (calendar down arrow). 

Click beginning month & date to view. > Next

2. Ending SAFR Business Date * (Required) > ( (calendar down arrow) 

Click ending month & date to view. > Run Report
This is not the same path as the items above – See the full path below.

Follow initial instructions on 1st page to enter ADM.

Financial Performance Report – FPR (Use this to look at your monthly FPR & FY budget)

 > Accounting > Shared Reports > GL (eagle) > Financial Reports > 1. Financial Performance
 > 1. Financial Performance Report –Summary.

1. Select Period * (Required) > (month that you want to view.) Click(  > Next
2. Select Organization filtering criteria * (Required) Under Attribute: Click ((down arrow) 
> Finance number > Go

In “Search for:” Enter 6 digit finance number. > Magnifying glass.
Under “Available:” Your office is displayed & highlighted. Click ( > Next.
3. Select Metric calculations * (Required) Under “Available:” (If you want a different report than what is in “Selected,” you must highlight the ones on the right side & click( (to remove them from “Selected”). 
Then highlight the ones you want. (FPR reports only need: Actual, Adjustments, & YTD – Actual) 
Click (> Run Report
To see a detailed breakdown of each Summary expense, click on the FPR line that you want to view. 
A report will generate with the breakdown expenses for that line. 
Click ( (Back button) to return to main report.
To view a different report in FPR: > 1. Financial Performance (at top) > 1. Financial performance Report – Summary. Follow above instructions starting with 1. Select Period* (Required)
To exit: > Logout: > (Home icon)

______________________________________________________________________________________________

Office Finance Report (your office or others) – From Blue pg > Inside USPS > Field-Area and District Links. 

> Western. (mouse over) Finance > Accounting. Skip blue section if not needed.
To get a list of office procedures & Tools: > eMOVES Offices (or POS, whatever fits). Click information you need.
> Monthly Financial Snapshot Download (file) > Open > Enable Macros > Hawkeye. In MPOO column, 

click (down arrow & click your MPOO area. Click down arrow in “Office” column. Find & click your office. 

> Prepare Office Report
Fiscal Management Report – (To see how many bank related differences your office has)
http://hawkeyeintranet.usps.gov/index.cfm?treeID=8035 or from Hawkeye pg: (mouse over) Post Office Operations

> Post Office Operations Home > Fiscal Management Report. Follow the prompts.
______________________________________________________________________________________________
​RDM Retail Performance Scorecard – From Blue pg: > EDW > Retail > Shared Reports > Key Performance Indicators (KPI) > Retail Performance Scorecard.
For a quick & easy 247/647 financial report: From Hawkeye pg. (mouse over) Finance > Finance Home 

> FY 10 AIC 247.647 Report Download > Open > Enable Macros. 

In yellow box, type: (10 digit finance #) Press “Enter” on keyboard. > Get Data (on right) 
A PS form 1908 – Financial Adjustment Memorandum - is required. File with 1412 to indicate discrepancy & adjustment entry.
AIC 247/647 Log – (must be used to support entries)

From Hawkeye pg – (mouse over) Finance > Finance Home. > AIC 247/647 Log. 
To resolve financial discrepancies: email – Help Desk, Accounting – St. Louis, MO

Include this information: 1. District name, 2. Office name, 3.Unit Finance #, 4. Contact name & Tel. #, 
5. Type of expense (Banking, stock ledger, sales audit, etc), 6. Date & Amount of expense, 7. Transmitted 1412 date or transaction date.
Financial Discrepancy of $100 or more, must fill out PS Form 571 & send to: USPS-OIG

                                                                                                                                           PO Box 189300

                                                                                                                                           Des Moines IA 50318-9300
