COARS
Change of Address Records System
Log in every 2 weeks
Regeana Arrowood – Atalissa IA 52720 11/16/10
COARS helpful hints:

Hawkeye District, email Debbie Buntz if you need access.
If you are an existing COARS user & need access to more than 1 zip code, send your name, zip code(s) needed, & 
ACE ID to Debbie Buntz via email or call 515-251-2371.

If you need access to COARS, request approval in eAccess for “COARS Supervisor.”

You must access COARS at least once every 30 days or you will be suspended from the program & must re-request access through eAccess even though it shows you have access to the program.
After 6 failed attempts to log into COARS, the user will be locked out for password violations & will need to call the USPS Help Desk (1-800-877-7435) to get their password unlocked. The DOIS coordinator, Debbie Buntz, is unable to help. Be persistent with the Help Desk that they need to help you. 

__________________________________________________________________________________________

COARS – (Change of Address Records System) http://56.106.131.202/pls/usps/coars  
OR From Blue pg: > My Work. Under Customer Contact Tools: > COARS.

OR on ACE II computer: > ( (green folder) > COARS
__________________________________________________________________________________________
To reset password - Skip this section if not a first time user or do not need to reset password. First time users must reset password. 
> Password Reset Click Here (bottom of screen) > Yes (to security Alert) You will be directed to ePassword Reset. > Enter Application. Enter ACE ID & Password. > COARS Unit Supervisor > Continue > OK (to continue) Enter a new password. (Must be 8 characters with at least 1 Capital & 1 small letter & 1 number) > Continue > OK > Finished > X to exit ePassword Reset. 
You will receive an email confirmation. 

(Changing the password on COARS does not change your computer logon password. You must access COARS at least once every 30 days or you will be dropped from the program. You will have to reapply on eAccess even though eAccess shows you already have access. COARS will sometime  ask you to change your password more often than every 30 days.  
____________________________________________________________________________________________________________
On login screen, enter ACE logon & password > Enter or Login > OK (on Microsoft Internet Explorer pop-up pg.)
To Search for an Individual COA: Under Search by – Name and Address (> Continue.  
Enter zip code & last name of person you are searching for. > Search all address types.  
On COA Forms Summary pg., Dbl. click the address line (in blue).

To get 3982 report – Active COAs:
For route only. After entering COARS, > Continue (under 3982 Report) Enter Carrier Route ID (CRID) in “From” & “To” boxes. (Example: Rural Route = R001; City Route = C001; Box Sec. =B001; Highway Contract = H001; General Delivery = G001) Enter 5-digit zip code. Select Date Range (Effective date): Leave “Start” & “End” dates blank for an 18 month spreadsheet. 
Rows per page: Click ( arrow & click “All.” > Create HTML Table.
For entire city report: Enter zip code only. Do not enter anything in “From” or “To” boxes. 

Choose dates or leave blank for past 18 months & “All” (in Rows per page) > Create HTML Table.
To alphabetize, click on small box after “Individual/Firm Name”

To view a list of Snowbird or Temporary end dates, click small box after “End Date”
To change text size: >View. (mouse over) Text Size. Slide mouse over & click on size desired. (smaller is best size)
To save to your documents: > File > Save as. Save in: My Documents. File name: (expl: COA Report R001 8-1-08) 
> Save 

To print: (change text size using above instructions for a better report) > File >Page Setup > Landscape >OK. 
Press Ctrl P. > Print. Depending on the size of your COA report, it could take 30 sec. or more for printing to begin.
