SOV – (Small Office Variance) & CSV – (Customer Service Variance) Website
Regeana Arrowood, Atalissa IA 52720 10/27/2011
Each week, print: Small Office Variance Summary, Business SVC (if any), and Delivery Admin pages.  

Keep on file until after the end of each FY in case numbers change during the FY. 
CSV/SOV office explanation: 

CSV (Customer Service Variance) – CAG A-G offices. Generally offices Level 18 & above. Generally have clerks ie: function 4 hrs & budget.
SOV (Small Office Variance) – CAG H-L offices. Generally offices Level 16 & below. Generally have PMRs.
To be exact & find your office status, follow this path: On Blue or Hawkeye pg, in address line, type: variance. > CSV or SOV 

> (4E.  Choose Scope: > ((down arrow) > Hawkeye > (your MPOO) > (your office) 
If your office does not appear, go to the other (CSV or SOV) & repeat. Your office should be in one or the other.
Check WebCOINS for employee verification.

 – On Hawkeye pg, type: variance Press: Enter (on keyboard)

> CSV or > SOV (right)
 > (4E 
 Choose Scope (  > ( (down arrow) > HAWKEYE PFC 
> (your MPOO)
> (your office)
> ( Canned Reports.
> ( Current WK
> Submit Query
On “Small Office Variance Summary” pg:

> (your office - PO) (left)
Your office SOV report appears.
> (floating computer icon) (right)
> Business SVC (LDC 42) Print: Ctrl P. > Print
>  ( Back
> (floating computer icon) (right)
> Delivery Admin (LDC 48) Print: Ctrl P. > Print 
The (pink) section is pulled from WebCOINS.

The (orange) Unit Route & Deliveries are pulled from AMS & WebBATS. 
You need to verify all BOLD elements. 

On “SOV Data Elements Verification” sheet (provided in email), if correct, type an X in “correct” box. 
If incorrect, type an X in “Incorrect” box.  If Incorrect, enter comments to explain corrections.
Collections: This needs to be timed (the time to make collection(s)) & enter exact time on comments line.

Type your name, title, & date on page.  
Send “SOV Data Elements Verification” to Amy Ward.
AMS – IMAQ
On Hawkeye pg, in address line, type: IMAQ Press: Enter
> Delivery Statistics (left)
> I have read & understand…….

Fiscal Year:           (
Area: 4E Western (
Period: Current wk (
District: 500 HAWKEYE (
On right, scroll & > (your office)
> Submit
