EMERGENCY CARRIER ROUTE INFORMATION  (ECRI)
Regeana Arrowood, Atalissa IA 52720 7/11/11

ECRI allows users to print case labels, route listing reports, & carrier equipment lists anywhere, on any printer, using ordinary letter or legal size paper when AMS is unavailable during emergency situations.

To request access: In eAccess, request access for: IMAQ Portal
Ace ID: _____________ (your ACE ID)
Application Role: > ( (down arrow) > Emergency Carrier Route Information
Application Group: > ( (down arrow) > Address Management
Role: > Click Here to make Selection > Finance Number > Select
Finance Area: > Western (or your area) > Select
Finance District: > Click Here to make Selection  > Hawkeye (or your District) > Select
Finance Number: > Select Values. Scroll & > (your Fin # or numbers) > >> > Select
Date needed: > (calendar box) Dbl click (today’s date)
If Manager listed is correct: > Next
If correct: > Submit Request
Message: Request Submitted > Close
Problems logging in, call: 1-800-331-5747. Technical Support, contact National Customer Support Center: 1-800-331-5747

To enter ECRI website: http://imaq.usps.gov/ecl 
> ACCEPT
Enter Ace ID & password. > Login
Area, District, & Zip Code are pre-populated.

CRID: > ( (down arrow) > (route #). Report: > ( (down arrow) > Case Labels, Route Listing, or Equipment
Size: > ( (down arrow) > Letter or Legal (paper size) > Submit
________________________________________________________________________________________________
Page setup for Route Listing:
> File > Page Setup > ( Landscape

Margins: Left - .25      Right - .25      Top - .46      Bottom – 0
Header/Footer: Leave Blank
> OK
Margins will reset to minimum values allowed. 
Press: Ctrl P > Print
Be patient…….It takes a while to download document.
________________________________________________________________________________________________
Page setup for Case Labels:
> File > Page Setup > ( Landscape

Margins: Left - .25      Right – 0.0     Top - .25      Bottom – 0
Header/Footer: Leave Blank

> OK
Margins will reset to minimum values allowed. 
Press: Ctrl P > Print
Be patient…….It takes a while to download document.
________________________________________________________________________________________________

When finished: > X  

> Log Out > X
