                            CPMS Scan Report                    Daily
This is MANDATORY every night, except for Saturday if HCR driver picks up 
outside collection box mail & DAP card is used.
Magnets & placards are no longer used if CPMS report is printed same day as collection. 

Dap card is to be used on Saturday if HCR driver collects mail & reports printed on Monday.
Place scanner in cradle immediately after collection scanning. Perform other close out office duties while scanner is uploading in cradle. This could take 10 min.
On Hawkeye pg, in address line, type: cpms > Go or press “Enter” on keyboard.

OR from Blue pg: > My Work (blue tab across top) > CPMS (under My Life)
OR on ACE II computer: > ( (green folder) (top) > CPMS
> Enter Application Enter Computer logon ID & password.
Skip orange section if no names need to be added.
To add Postmaster, PMR, or carrier names to report: 

> Facilities (top blue tab) > Carrier (bottom) >Add. Enter employee last name, 1st name initial & last 4 digits of SS#. > Save. 

To enter another: > Add. Enter information. > Save. > Home icon (to exit)
> Reports (top blue tab) > ( Exception Report by ZIP Code (1st report)

Beginning ZIP Code: _ _ _ _ _    Ending ZIP Code: _ _ _ _ _ 

> Run Scanner Exception Zip Report If it adds to 100% - print report: > Print (bottom of report) 
(You can save paper by printing 4 days on 1 sheet of paper by turning paper & save ink by:

>Preferences (on print pg) > Draft > OK > Print. > ( Back (top left) > Reports (top blue tab)
> ( Scanner Reports by Route (2nd report). Make sure today’s date is listed.
Enter Beginning Route: _ _ _ _ _ _ _ _ _ (Mon – Fri) / _ _ _ _ _ _ _ _ _ (Saturday only)
Enter Ending Route:      _ _ _ _ _ _ _ _ _ (Mon – Fri) / _ _ _ _ _ _ _ _ _ (Saturday only)
> Run Scanner Report
If all outside & inside collection boxes are listed on time with 100% scan: Print report: > (Printer icon) 
If any scan shows Early, No Data, or Missing; exit CPMS. 
Collect Mail (if collection missed) & redo scans. Access CPMS again & print reports.

E-mail Paul Pickart - Paul.L.Pickart@usps.gov - stating what corrective action was made for Early, No Data – Missed collection scan.

If instance occurs that include: Scanner equipment failure, power outage, and/or CPMS issues that cause information to not upload – Same day, you MUST email:
1. Your SMO (MPOO) _________________________,
2. CPMS HAWKEYE (type this in address line)
Subject Line: (your zip) CPMS ISSUE   example: ______________________________
If email is down, CALL your SOM (MPOO) __________________________
Tel: _ _ _ - _ _ _ - _ _ _ _; Cell phone: _ _ _ - _ _ _ - _ _ _ _ 
Questions, call: Paul L Pickart, CPMS Coordinator (1-800-877-7364 ext. 2375, or 

Bradley J Schetzsle, Mgr, Operations Programs Support (515-251-2111)
If any collection mail missed dispatch, refer to complete instructions sent out by Brad Schetzsle: 

1. Notify your plant by telephone: ______________________ Tel #:  _ _ _ - _ _ _ - _ _ _ _

Tour Manager/Supervisor will give precise instructions as to where to bring the mail & appropriate procedures.

2. Hand mail to a supervisor at the plant & write down their name.

3. Notify MPOO by email: your office, your name, name of supervisor at plant to whom you handed mail. 
Keep reports for current & past Postal Quarter (6 mon.) in Red Law Book.
For additional access to CPMS for another city or zip, email Paul L Pickart, Des Moines, IA

                                                                                                                   Regeana Arrowood – Atalissa, IA 52720 3/5/2010
