PAQ/MAQ INPUT INSTRUCTIONS
Plant Arrival Quality – Monitors collection mail prep from the stations arriving at plant.

 Mail Arrival Quality – Monitors processed mail from the plant to your office. 
PAQ/MAQ comments must be entered into website by 9AM daily. 
PAQ comments must be replied to by noon on the day the e-mail notification is received.

PAQ/MAQ is not an eAccess application. To get access for PMRs (Hawkeye District users) contact Kelly McKee (Des Moines) by email
Questions concerning input of PAQ/MAQ, contact Stan Jacobs 515-251-2160
Regeana Arrowood – Atalissa IA 52720 – 11/15/2010

1. From Blue pg., in address line, type “Hawkeye” > enter.
2. On Hawkeye pg., left side, > PAQ/MAQ
To input a MAQ problem: 
3. (Middle of page) > Input PAQ/MAQ Problem
4. In columns: Change ( > Add; Poom ( > Poom # or > Plants (if problem originated at plant); Offending Office ( > (select office or Plant name); From date( > Select correct month/yr. (Submitted By) Record Key ( > New; > Select.   Loading… Please wait
5. This info should be filled in: Submitted By: Name (your name); Reporting Finance (Office) 
      (your finance #); Offending Finance (Office) (their finance #); Reporting Date Click in space.            Calendar on left. Click correct date (it will appear in text box); MailType Click ( (down arrow) 
      & click type of mail in which mistake was made.
6. In “Choose Comment Categories,” Click in appropriate box or boxes.
7. Click in “Additional Comments” space and type any comments about problem and label info.
8. > Upload Files: Step 2>  (bottom of page)

9. Labels: If you scanned a photo to send (.jpg or .gif) > Browse.  A window will open to select your file. Dbl.Click your file name. 

10. > Final: Step 3> Screen appears that file & comments were sent.

11.  Click X to exit.
      To reply to a problem in which your office was the offending office: 
3. (Middle of page) > Reply to PAQ/MAQ Problem
4. In columns: Poom ( > Poom _; Office ( (your office); Scheduled Date( (Scroll to date you want); Type ( (Scroll to type of response. The “All-No Response” will show all that haven’t 
      been replied to yet) > Select.
5. Plant Arrival Quality Report appears. Click on report to which you are replying. (Under “Offending Office” column, click on your underlined Finance # & office name.)
6. If a picture was submitted, click on camera (located under “Problem” column.)

7. Under “Corrective Action,” click in text box & type correction action you took to solve the problem.

8. Under “Reply by,” click in text box & type your name.

9. > Submit Reply.  Successful reply page appears.

10. If you need more information about the problem, > Request Additional Info.  
      Screen appears: email was sent to office.

11. Click X to exit.

To view a Summary Report: 
      3. (Middle of page) > PAQ/MAQ Reports
4. In columns: Report Type ( All Combined; Poom ( POOM _; Office ( (your office or 
    offending office); Scheduled Date ( (All or scroll to date); > Select
     (If you choose PAQ or MAQ in Report type, choose date > Select)
5. To view details, click on any of number links in columns. Summary Report Details page appears.
To view your reply from offending office:
On Hawkeye pg > PAQ/MAQ > Reporting Office Report

POOM _ - (your office) – Scheduled Date – All or actual date, Type – All > Select
If problem is due to HCR driver, fill out PS Form 5500
Examples of PS 5500 chargeable irregularities (Fill out a PS 5500)

1. Safety violations

2. Late arrival or departure (not Postal caused)

3. Mis-deliveries

4. Disorderly conduct

5. Dirty, unkempt appearance

6. Under the influence of drugs or alcohol

7. Vehicle breakdowns

8. Vehicle does not meet required specifications

9. Vehicle appearance does not give a positive image of USPS

10. Inadequate / no insurance

11. Unauthorized passengers

12. Failure to keep mail secured

13. Failure to sign for Registered mail or failure to sign dispatch logs as required

14. Failure to follow a reasonable operational instruction of the Administrative Official within the scope 
       of the contract

Examples of  Non- chargeable irregularities (Do Not fill out PS 5500)

1. Bridge out

2. Road closure

3. Late departure due to Postal-caused delay

4. Extreme weather conditions

5. Acts of God
Send PS Form 5500 to your plant address below:

Burlington Plant (526 offices)
Michael Strickland – OIC

201 Broadway ST

PO Box 9998

West Burlington IA 52655-9998

Cedar Rapids Plant

Ron Ralph- Plant Manager

615 6th Ave SE

Cedar Rapids IA 52401-9997

Des Moines Plant

Jim Herrmann - Plant Manager

1165 2nd Ave, Room 301

Des Moines IA 50318-9997
Quad City P & D – Milan (527, 528, 612 offices)
Steven R Droz – Plant Manager

7700 68th ST Room 185 

Milan IL 61264-9997

Sioux City Plant

Rick Bulman - Plant Manager

2901 Murphy DR

Sioux City IA 51111-9997

Waterloo Plant

Lee Moser – Plant Manager

300 Sycamore ST

Waterloo IA 50701-9998
