SPMS - Scan Point Management System
Retain for 2 full Quarters (6 months) Scan & Print Daily
Regeana Arrowood, Atalissa IA 52720 – 1/26/2011
For technical support, call IVR system at 1-800-USPSHELP (1-800-877-74357).  At the prompt, say: SPMS
For additional SPMS PO Box Uptime access, send email to AMS Manager, Pat A McDaniel – Des Moines, IA
SME list: MPOO1 – Deb Kramer, Templeton IA 712-669-3340: 
MPOO 2- Jessica Borkowski, Luther IA 515-795-3672; Laurie Jones, Fort Dodge IA 515-573-4130: 
MPOO 4 – Jim McConkey, Atlantic IA 712-243-1208; Madeline Boblett, Bayard IA 712-651-2323: 
MPOO 5 – Sheila Harms, Wellsburg IA 641-869-5255; Jeanne Steckelberg, Fayette IA 563-425-3626; Sharon Hahn, Swisher IA 319-857-4194; MPOO 6 – Georgia Hunt, Earlville IA 563-923-4155; Lee Ann Cusick, Walker IA 319-448-4126: 
MPOO 7 – Penny Houghtaling, Sheldahl IA 515-685-2837; Johanna Hill, Beaver IA 515-275-2799 
MPOO 8 – 526-Carl Wolfe, Fruitland, IA; 527-Tami S Sabin, Pilot Grove, IA; 612-Jennifer M Clark, Aledo, IL 309-582-7113  

1. Before scanning SPMS barcode, check Red Law “Box Up Time” Log to see if someone from your office has already logged the scan time. If logged, do NOT scan again.
2. Scan DISTRIBUTION Barcode when finished separating Rural and/or City Carrier mail from PO Box mail.
3. Scan SPMS Box Up Time Barcode IMMEDIATELY when all available committed mail is boxed. 
This includes: 1st class Letters & Flats, Periodicals, Standard (color coded for delivery that day), 
Packages – Priority, 1st class, & Standard. All accountable mail, including Business Reply Mail (BRM) & postage due.
4. Look at time on scanner. Write it on Red Law “Box Up Time” Log.
5. Verify scan is present before cradling. On scanner, Press: ESC. Press: 2. Review Entries. Press: 3. CPMS. 
(SPMS & CPMS share same server) 
6. If scan is present, write “Y” (for Yes) next to time on Red Law Log. If not present, scan again.
7. Cradle scanner IMMEDIATELY or ASAP, but no later than 1 hr after scheduled UP time
8. View & Print SPMS report. It should state Early, On-time, or Late – NOT MISSING.
( DAILY - view report: On Hawkeye pg - In address line, type: spms.usps.gov 

OR on Ace II computer: > ( (green folder – top Toolbar) Scroll down. > SPMS > Enter Application. 
Enter your Logon ID & Password.  > Log On or Press “Enter” on keyboard. 

“Security Alert” message appears. > Yes. Verify your “Actual Up Time” for accuracy. 

It should state “On Time” or “Late”, NOT Missing.

( DAILY - PRINT REPORT:  Press: Ctrl P 

To save ink: > Preferences > ( Draft > Color (top tab) ( Print in Grayscale > OK > Print.

To save ink: (HP M1522MS) : > Print > Properties > Paper/Quality > Econo mode > OK (Thanks to Grayson Smith, Zwingle IA)

To save paper: Print 2 reports on back of a used sheet or print 4 reports on a clean sheet by turning paper in printer. 
To exit: > LOGOFF > (Home icon)
9. Contact Stephanie A Brant 515-251-2384 or Jody McCune 515-251-2343, District SPMS Coordinators about Late or Missing scans. email your SME: ________________________________________________
10. Note reason for Late or Missing scans on your printed SPMS Report.

11. File & retain printed reports in Red Law Book for 6 months (2 full Quarters).
Late Truck:
Call Plant & ask why HCR – Highway Contract Route is late & when to expect it. Plant Tel #: __-__ __ __-__ __ __ - __ __ __ __
If truck has NOT arrived by scheduled “Box Up” time: 
Scan both barcodes at normally scheduled times, since no mail was available to you.  When truck does arrive, box all available mail. Do NOT scan SPMS barcode again, since it will erase the on time scan. Document explanation on SPMS printed report for future reference.
Notify your MPOO & SME of late truck. MPOO name & email: __________________________SME: _________________________
If truck arrives late, but Before “Box Up” time:

Scan SPMS Distribution barcode when you’ve completed separating the mail & SPMS Box Up barcode when you’ve completed boxing all preferential box section mail.

Notify your MPOO & SME of late truck. MPOO name & email: __________________________SME: _________________________
Document explanation of late scan & time the late truck arrived on SPMS printed report for future reference.
PAQ/MAQ the late truck arrival – how it impacted your office. Record the actual “Box Up” time on sheet for Red Law accuracy. 
Quad City P & D offices – Do not PAQ MAQ. Fill out 4 copies of PS 5500. Copies 1 & 2 - send to HCR Contractor. 
Copy 3 – Send to Plant Manager. Copy 4 – File in your office.  

For examples of PS 5500 Chargeable Irregularities & plant addresses, see Pg 2.

To Print or View past reports:
> Reports > PO Box Reports > Box Up Time Report OR > Distribution Reports 

> ( (down arrow) for Beginning Day (Detail) & Ending Day (Detail)

For weekly reports: > ( Summary > ( (down arrow) > (week) of Beginning Week & Ending Week.

> Run Report
For a weekly summary: > Excel Report > X (to exit) > Back > LOGOFF
SPMS SOP: On Hawkeye pg, in address line, type: westernarea/wad/wp2wp_index.cfm 

> CRITICAL STANDARD OPERATING INSTRUCTIONS (middle) 

Category:               ( > SERVICE   CSOI/SOI:               ( > SOI Service SPMS > Submit > Open
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

Ceadar 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 – 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
