CSDRS – CUSTOMER SERVICES DAILY REPORTING SYSTEM
Print Daily, file, & retain reports for 1 YR.   Report Daily by 10:00AM
If unable to report or have questions: Contact your SME & Terri Sinn (515-251-2370) or Ray Ramirez (515-251-2391)
Regeana Arrowood, Atalissa IA 52720 - 6/17/2011
To request access or view Setup instructions - see page 2.
Offices with no City routes, Rural Route (head out or intermediate) & no PO Box section: Do NOT enter data in CSDRS.

You can make entries more than once on the same day & for the previous 3 days.  There is a 3 day window to make corrections in CSDRS.

CSDRS guidelines & definitions manual – http://blue.usps.gov/delret/_doc/csdrs_user_guide.doc
On Hawkeye or Blue pg, in address line, type: CSDRS (or on Blue pg: > My Work. Dbl click: CSDRS (under Moving the Mail Tools).  Save CSDRS to your “Favorites” list -( 

Partner offices that have access for your office & you have access for their office (Insure that PM, PMR, clerks all have access): 

_________________________; _________________________; _________________________; ______________________________                _________________________; _________________________; _________________________; ______________________________                              
To enter CSDRS:

In Favorites list -(: > CSDRS > Enter Application. Enter your ACE Logon ID & Password. Enter zip code: _______          
> START > Customer Service (tab-top left). Hover your mouse over the line to read information pertaining to each line.
In the correct section - Report any missent (mail dispatched to wrong zip code from the plant), delayed or curtailed mail (does not include dated standard mail waiting for delivery date). All mail is reported in pieces, not inches or feet. 

To convert to pieces: Letters in inches x 18.9 = Total pieces. Flats in inches x 9.6 = Total pieces.

(Or enter inches in correct column (letters or flats) of a blank Daily eFlash sheet to convert to pieces)

Report Daily in Free Form Comments Section:

> Add. In Free Form Comment Section, click in text box & type information wanted:
1. If hot case was clear of flats & letters. If not, record reason why. Explain how mail was treated & delivered.
2. If PO Box section made cut-off time. If not, reason why.
3. Report mail not in boxes by “Box Up” time.

4. Report late HCR transportation in Free Form Comments.
5. Missent Priority Mail –Also report on Customer Service tab – Missent Priority. (Also enter in PAQ/MAQ program)
If any missent Priority Mail was received, list the intended destination office & comment as to whether it was rescued & delivered to the correct office. If not, explain the reason why. Enter complete container label information. 

Call or email your MPOO: ___________________________________________
Area 8 - email Nancy Sorrell before 10AM of the following (email sent by Wendy Berg on 2/18/10): 

a. Missent Priority – how many & if rescued; 2. Any delayed mail in your office; 3. Any curtailed mail (ltrs or flats); 
b. Any mail in hot case after 10:30 & how you handled it.   
6. Report total missent mail pieces you received (all classes) – Customer Service tab. Enter in PAQ/MAQ also.
7. Report label info in Free Form Comments for any container that contained 6 or more missent letters.

8. Report label info in Free Form Comments from the container that contained any missent flats.

List plant info taken from labels – date, time, sort plan #, machine type (all located above bar code)

Comments are mandatory (in Comments section)

9. Report the number DPS missent, mis-sorted, mis-sequenced on Options tab – Area

10. Report any issue that delayed the processing & delivery of your mail. 
( Comments that pertain to your situation. > Enter > Submit
All offices: > Options (top tab, left) > Area: Total number scheduled inbound trips from MPC _____
(Enter total number of star route trips to your office from your Mail Processing Center-usually 1) > Submit 
> National. Del/CS: COA forms rec’d in your working mail (PCS) __              
(How many COA (Change of Address) cards did you receive in today’s working mail? – not the collection box) > Submit
For “City” and/or “Rural Route” offices: > Delivery (top tab)Enter information in correct section. Enter all volume fields in pieces. Head out offices will report Rural Routes that leave and/or return late (within 20 min. of scheduled times) for the previous day. If entries are made in: Routes leaving late, Routes returning late, or Routes/Carriers returning after 17:00 (for previous day); Comments are mandatory (in “Free-Form” Comments section – time they left & returned, etc.). > Add
Type any additional comments. > Enter. When finished: > Submit
To view & print your report: > Report (upper right). To print: Ctrl P > Preferences or Properties > Finishing 
> ( (down arrow) > 2 pages per sheet > Paper/Quality > ( EconoMode (right)-(to save ink) > OK > Print. If printing 2 pages, use 1 sheet of paper. > X to exit report. > “Home” icon for Hawkeye pg or > X to exit
To request in eAccess: Request access to CSDRS with role of Supervisor & use your office zip code. Access is limited to: PMs, PMRs, & career craft employees. Craft employees must list a detail end date up to 2 yrs or it will be denied.
“Floating” employees needing access to more than 1 zip, email Terri Sinn – Subject line: ADDITIONAL ZIP ACCESS. 
Include city & zip of office you need access for.
If your office delivers for another zip code or you are requesting access for a “buddy” office(s) in case of power outage, email Terri Sinn, who will update your mapping in CSDRS. Include the names of all employees in you office that will be accessing CSDRS.  Subject line: ADDITIONAL ZIP ACCESS. Include city & zip of office you need access for.

If your office doesn’t receive mail until after 10:00am or office opens later in the morning, enter CSDRS as soon as distribution & box section is completed. Email your office name & time your mail arrives to Terri Sinn – Subject line: MAIL AFTER 10:00

Setup: To enter office information: > Setup (tab). 
Type of CSDRS Site: 

Customer Service ( (if you have just a PO Box section, no head out or Intermediate Rural Route); 

Delivery ( (if you have a PO Box section, a head out or Intermediate Rural Route). 
Number of Routes: Enter the number of City and/or Rural Routes you have. (Intermediate RRs do not count)
Number of DPS Routes: Enter the number of City and/or Rural Routes that get DPS mail. (Intermediate RRs do not count)
Other ZIP Codes……: Enter other zips in your delivery reporting. 

Enter total “Possible City Deliveries” and/or total “Possible Rural/HCR Boxes” (Offices with intermediate RR count RR deliveries here)
Enter “PO Boxes Installed,” “PO Boxes Rented,” & “Box Up Time” (You can get this info from Facility Data Base or WebBATS)
Last unit route inspection date: (City delivery offices only) 
DPS Processing Method: Most offices click: ( DBCS / (508 & 514 offices, click: ( CSBCS)
DPS plan: 90%
Flats Processing Method: (check with your MPOO /Area 8 – AFSM 100). Flats Processed On Site? -  ( NO
Total number of inbound transportation trips daily: (If the Star Route truck delivers just once a day) – 1 > Submit
CSDRS Subject Matter Experts (SME)

Area 1:

Cindy Finley, Auburn – 712-688-7715

Kathy Weenink, Ireton – 712-278-2591

Deb Michael, Glidden – 712-659-2141

Deb Kramer, Templeton – 712-669-3340

Area 2:

Tina Goodale, Clarion – 515-532-3182

Area 4:

Madelyn Boblett, Bayard – 712-651-2323

Area 5:

Deb Larson, Cresco – 563-547-3780

Angela Casey, Jesup – 319-827-1215

Area 6:

Jeff Reichel, LaMotte – 563-773-8850

Gae Walton, Kalona, IA – 319-656-2422

Area 7:

Jacque Crouse, Packwood – 319-695-5141

Paul Haselhuhn, Bussey – 641-944-5332

Area 8:

Darla Fowler, Denmark, IA – 319-528-6213

Julie Gray, Rapid City, IL – 309-496-2593

Kerry Nichols, Lynn Center, IL – 309-476-8646

