                                          AM - PM Reporting Login   DAILY: AM & PM
Regeana Arrowood, Atalissa IA 52720 6/15/2011
If the website is down, & you cannot access the AM/PM report: > AM/PM Reporting Irregularities > Respond to this survey. Enter zip code                   > Next Enter POOM Area         > Next Did you complete…..? ( > Finish
If the computer or electricity is down, weather problems, mail late, etc. – Notify your MPOO by phone or email.
Cc: Ray Ramirez. State that you have completed all AM/PM duties & are unable to complete report.
Keep documentation in your office. MPOO Name: _________________Tel: _ _ _-_ _ _-_ _ _ _
If problems with this site, contact Hawkeye District Coordinator OSS – Ray Ramirez 515-251-2391

SMEs: June Martindale, A/Mgr. Pleasant Hill 515-299-9275; Jennifer Olinger, OIC Libertyville IA 641-693-4451; 

Deb Kramer, Templeton IA 712-669-3340; William Boram, (Area 8) Tampico IL 815-438-7222
DAILY – by 12:00 noon or when all AM tasks have been performed:

On Hawkeye District Blue Share pg: > ( AM/PM Reporting Login (left) 
> ( Click here to be directed to AM PM Reporting (center pg)
To access for an office other than your own, near bottom of pg: Not your office, click here: > Remove.  Select other office.
(Also, 1st time or after clearing cookies & deleting temporary files)
Please select an Area: Western (                                                                                
Please select a District: Hawkeye (
Please select an Office: (your Office) (
> AM (If inputting AM & PM at the same time, AM must be posted first)……... After clicking, it turns to: AM                               
AM Tasks to be completed
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________--
AM walk through

* UNIT IS FREE OF ALL OUTGOING MAIL (ALL AREAS WERE REVIEWED) (IF NOT FOLLOW LOCAL/AREA SOP)

Hot case throwback case cleared of all committed mail
CURTAILED MAIL (ESPECIALLY FLATS) VERIFIED AS STANDARD

NON-AUTOMATED MAIL RECORDED IN INCHES/PIECES

CARRIER CASES FREE OF INIDENTIFIED MAIL AND SLEEEPERS

ALL MAIL PROPERLY COLOR CODED

TIMECARDS WERE SECURED 5-MINUTES PRIOR TO & AFTER CLERKS & CARRIERS REPORTING TIMES
If all of the above tasks (that pertain to your office) have been completed: 
> Complete     Message: You have successfully submitted your AM verification for ______PO. 

                                                    Please don’t forget to return at the end of the day to complete the PM verification process.                           
> X (to exit) OR > (Home icon) to return to Hawkeye pg.
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
​​
DAILY - before end of day:

On Hawkeye District Blue Share pg: > ( AM/PM Reporting Login (left) > ( Click here to be directed to AM PM Reporting (center pg)
To access for an office other than your own, near bottom of pg: Not your office, click here: > Remove.  Select other office.
(Also, 1st time or after clearing cookies & deleting temporary files)
Please select an Area: Western (
Please select a District: Hawkeye (
Please select an Office: (other Office) (
> PM …… After clicking, it turns to: PM                                                                                            
PM Tasks to be Completed
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
UNIT IS FREE OF ALL OUTGOING MAIL (ALL AREAS WERE REVIEWED)

* LOBBY, LOBBY DROP(S) & apc

* WINDOW SCREEN LINE & BOX SECTION

* CASES F4 & F2

* STAGING & BREAK DOWN AREAS

* VESTIBULE, DOCKS, ELEVATORS, & SWING ROOMS

* EMPTY EQUIPMENT (TRAYS, APCs, BMCs, TUBs, U-CARTS….)

ALL COLLECTION POINTS COLLECTED AND CPMS VERIFIED

COLLECTION MAIL PREPPED & PLACARDED IN ACCORDANCE WITH

ALL MAIL DISPATCHED ON TIME (IF NOT FOLLOW LOCAL/AREA SOP)

VIDEOTAPE TAPE REPLACED FOR NEXT DAYS OPERATION (IF APPLICABLE)

ALL DOORS, WINDOWS, SAFES ARE LOCKED & BUILDING IS SECURE

REGISTRY DISPATCHES CONFIRMED AND DISPATCHED TIMELY
If all of the above tasks (that pertain to your office) have been completed: 
> Complete Message: You have successfully submitted your PM verification for _____________PO
District & MPOO Verification Report: 
> Verification Report (top right) > (date to view) (top left) 

> WESTERN (or your area) > HAWKEYE PFC (or your District) > (your MPOO area). Scroll to your office.
Check to make sure that your office has completed both AM & PM reporting. 
> X (to exit) OR > (Home icon) to return to Hawkeye pg.
