EXPRESS MAIL LABEL ENTRY
                                                                                                         Starting Oct 1st, 2008 DAILY (If any Express mail accepted)
Express Mail Transition Coordinator – Jesse Borkowski, Luther, IA 50152: 515-795-3672

For accurate delivery commitment, use Postage Price Calculator on www.usps.com 

All manual offices (non IRT or POS) must enter Express Mail labels, including manual, Click-N-Ship, & PC generated, 
into this program by Close of Day, the day Express Mail item is accepted. Do not scan as Accepted.
Retain all labels (Finance & Delivery including Corporate & Federal) in your office for the length of their retention period, then dispose.
Label 11-A, 11-B, 11-E, 11-F = 6 month retention; Corporate Accounts = 1 yr retention

Regeana Arrowood, Atalissa IA 2/3/2011
On desktop, >> Internet Explorer (for Hawkeye pg) > USPS Blue Page (top tab) > My Work 
> ( Product Tracking System (under Moving The Mail Tools) > OK (to Security Alert) > Enter Application 
> (Express Mail Label Entry (left side under Label Data Entry)
Enter ACE username & password > Submit 
> Express Mail Acceptance Entry
Enter all information:

Label number – Enter entire Express Mail # including letters & numbers. (no spaces)
Origin Zip Code – your zip code:  _ _ _ _ _  

Office zip + 4 – _ _ _ _ (This is needed for accurate delivery commitment. Use zip+4 found in Facility Data Base)
Destination Zip Code – US Domestic Zip Codes (+4 optional)

Destination Country – International Express Mail only. Enter country alpha code or use drop down menu.

Postal Code – Foreign Postal Codes (optional)

Date Accepted – Enter 2 numbers for month & day. (Example: 0601 = June 1st) The 2nd box is for year. Or click calendar to right & click on today’s date.
Time Accepted – 24 hr time. Example: 1:30PM = 1330
Flat Rate – Yes or No
Weight – Enter pounds & ounces in their fields.  Round fraction ounces up to whole ounce.
Sunday/Holiday Premium – Select if appropriate & extra fee paid.
PO Box – Yes or No 
Signature Waiver – Yes or No.  If “Yes,” customer must have checked & signed waiver box.
Delivery Option – Click down arrow & click correct option. Customer must have checked & signed no Weekend or Holiday delivery box if this is selected.
Contact Waiver – Select “Yes” if customer has not entered addressee’s phone # when using a Hold For Pickup label. “No” if they did enter a #. 
Enter the phone # to right.
Contact Number – A contact # for customers using Hold For Pickup label to contact addressee when article arrives at delivery office.

Payment Method – Select payment used. For Express Mail Corporate Accounts (EMCA) or Federal Agency numbers, enter # to right. 
 For Postal sent Express mail: Payment method: Federal Agency. Federal Agency #- 1st box: 40 plus 1st # of your finance number. 2nd box: the remaining numbers of your finance #. Example: Finance # is 123456. 1st box – 401; 2nd box - 23456 
 For Corporate Accounts bearing a unique identifier code (example: 503012-12345, the 1st set of numbers is the Corporate Acct. #; the 2nd set is the unique identifier code); the Product Tracking System will not accept the 2nd part of the account. Just select EMCA & enter 1st set of numbers which is the Corporate Account #.
Special Services – If any special services sold and paid for, select box & enter amount to right (if applicable).
> Submit
Check postage amount on right & compare to postage affixed on Express Mail. If not the same, check & correct your weight entry.
Check for accuracy of information & if correct: > Confirm. If done: > Exit                                                            
EXPRESS MAIL CORPORATE ACCOUNT (EMCA) VALIDATION
Non-Pos Offices

Starting 12/16/09

                                                DAILY if any Express Mail Corporate Account mail was accepted

Regeana Arrowood, Atalissa IA 52720 2/8/2010
On USPS Blue pg or http://blue.usps.gov/wps/portal 

> My Work

> Product Tracking System (under “Moving the Mail Tools”)
> Enter Application

> Valid EMCAs (bottom, right side)
Enter ACE Logon ID & Password

> Submit

There are 3 choices to validate the EMCA Account. Enter information for at least 1 of the choices.
EMCA Number:                                             This tool will allow you to view the EMCA Account Holder.
Account Holder Name:                                   This tool will allow you to view the EMCA Account Holder.
Account Holder Zip Code:                             This tool will allow you to view all EMCA Account holders in zip area.
If the EMCA is “Invalid”, zero records will be found. Do not accept the EMCA Express Mail item. 
Have the customer use another payment method. If the customer is not present, the item should be “Returned to Sender.”

Before returning to sender, double check the EMCA Account for validation.

If account is valid, dispatch the Express Mail item in orange Express Mail bag to your plant.

For offices without ACE access, contact another Postmaster with ACE access to validate the EMCA number.
