MY POST OFFICE PORTAL QUICK REFERENCE GUIDE

 Regeana Arrowood, Atalissa IA 52720 4/15/2011
District Coordinators: Terri Sinn 515-251-2370; Ray Ramirez 515-251-2391
NOTE:  YOU MUST LOG INTO MY POST OFFICE PRIOR TO 9:00 AM DAILY.

IF YOU CANNOT LOG IN, YOU MUST CALL A NEIGHBORING OFFICE WITH ACCESS TO YOUR My PO OR CALL THE HELP DESK ASAP: 1-800-877-7435
Logging Into My Post Office:    MANDATORY: LOG IN BEFORE 9AM
                                                          2ND LOG IN – BETWEEN 12NOON – 1:30PM
1. On desktop >> Internet Explorer: > USPS Blue Page ( upper tab)
2. On USPS Blue Page, > Log On”(left)
3. Enter your Ace User ID & password again. > Log On
4. > Yes (to Security Alert) > Yes (webpage trying to close)
5. > My Work (blue tab).  My Post Office box comes up. Your office, along with any “buddy” offices are listed.
6. If no tasks listed, you are done. (You can click on “buddy” office to see if they have tasks)
7. If you have tasks listed: > ( (task with a number) 
8. > Carrier Manifest > Print Form. > Exit page (top right). Documents are sorted by Facility (if more than 1), then zip/Carrier. This provides the carrier a consolidated print out of all My PO tasks by route & a “barcoded”  manifest that carrier must scan after picking up customer’s packages.

9. Click on any of the tasks to open the existing My PO application and follow instructions below for each task.  To view Alerts: > ( Alerts. (bottom left).. > ( Show All Alerts.
To print: Click in box to right of alert message. > Print Selected. Or to remove: > Remove Selected. > Back
Today’s Pickups:

1. > (Today’s Pickups 
2. > (Customer name)
3. > Carrier Manifest
4.    Once you’re in the manifest, > (Printer icon).  > OK. This will print the Manifest and the 2 required forms:
      “Delivery Unit” & “Carrier Pickup” notifications.  > Save Open (bottom) > X (to exit)                                                                                                                                                                                                                                            

· The carrier completes the “Pickup Status” portion on the “Delivery Unit Notification” 
· Scans the barcode on the bottom of the work order. Message: Was the pickup successful? 
· If answered “Yes” the pickup will close automatically.
· The “Carrier Pickup Notification” is to be completed by the carrier and left at the pickup location.
· The carrier returns the form to the supervisor at the end of the day.  
· If the pickup was not successful or if barcode was not scanned, the pickup must be closed manually by the PM /Supervisor in My PO once the carrier returns.
1. If the pickup was not successful or the barcode was not scanned, the PM/Supervisor logs into MYPO, retrieves the corresponding “Carrier Pickup Request”, enters the Carrier “Pickup Status” information and closes the Carrier Pickup Request. 

2. To close a “Carrier Pickup Request” > Today’s Pickups or > Previous Pickups to retrieve appropriate Carrier Pickup Request.  
1. Type in the Actual Pickup Date using mm/dd/yyyy.
2. Type the Number of Packages Picked Up.

3. If only a portion of the packages were picked up OR if no packages were collected, click on the appropriate button and type a comment in the “Explanation Box”.  Scroll down. > Save Closed. 
Carrier Pickup transactions must be closed at the end of each day for an automatic email to be sent to the customer about the results of the carrier pickup.
Hold Mail Orders:
1. > ( Hold Mail to view your new Hold Mail Requests.
2. > Carrier Manifest
3. > Printer icon > OK > X 
4. Note:  If you wish to enter comments on Hold Mail requests or Redeliveries, type your comments and 

      > Save Open  PRIOR TO clicking on “Save Closed” or your comments will not be saved. 
5. To print ALL Hold Mail Issues for the day:  > Print page > Print > Print > Close. 
      Scroll to bottom of Hold request  
6. > Save Closed to close ONE Hold Mail Request at a time, OR > Close All Hold Mail Requests to close ALL Hold Mails for the day. 
      THIS MUST BE DONE BEFORE 10AM ON THE SAME DAY YOU RECEIVE THE HOLD ORDER.
NOTE: You must click “Save Closed” each day to delete requests from My PO.
Resume Holds:

1.  > Resume Holds.

2.  To print ALL Redeliveries for distribution, scroll to the bottom of the Redelivery Issues and > (Printer icon)                                                                                                                                                           
3.  Resume holds will close at the end of day. No action is needed to close them.. 
ECC Service Issues:

1.  > ECC Case. > View ECC Cases > (Case ID # (right)  After clicking on the ECC folder, you must click on either an individual service issue (in blue) OR “Show First Ten” to view or to print.  HOWEVER, ECCs must be “closed” individually. 
2.  After printing ECC, > Save Working.
ECCs received by noon: Customer must be contacted the same day.

ECCs received after Noon: Customer must be contacted the following morning.
If unable to contact customer by phone, send a “No Contact Letter” which should be saved in 
“My Documents.” Calling the customer and receiving no answer is not acceptable.

3.  When the issue has been resolved, you will need to close the ECC. In the “Comments Section” enter the following information: a. your name or initials; b. Time and date of customer contact 
c. resolution/actions taken.  Before you exit, > Save Closed. 
THIS MUST BE DONE WITHIN 48 hrs OF RECEIVING SERVICE ISSUE. 
If for any reason you are unable to resolve & close on time, call Consumer Affairs with an explanation. 515-251-2330                            
Locating Previous ECC Issues:
If you would like to locate a previous service issue, > Find and then > Service Issue.
> Search for this Facility Service Issues Only and enter any known search criteria such as date range. 

> Submit Query                                                                                                                                            
