SPMS 
Scan Point Management System
Print Daily 
Retain in Red Law Book for 2 full Quarters (6 months)
Regeana Arrowood, Atalissa IA 52720 – 4/1/09
For additional SPMS PO Box Uptime access, send email to AMS Manager, Pat A McDaniel – Des Moines, IA

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.
To print today’s report:  Press: Ctrl P 

To save ink: > Preferences > ( Draft > Color (top tab) ( Print in Grayscale > OK > Print
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)
Late Truck:
Call Plant & ask why HCR is late & when to expect it. Tel: _________________

If truck has NOT arrived by scheduled “Box Up” time:

Scan barcode by “cut off” time, since no mail was available to you.

When truck does arrive, box all available mail. Do NOT scan SPMS barcode again.

Document explanation on SPMS print off for future reference.

If truck arrives late, but Before “Box Up” time:

Scan SPMS barcode when you’ve completed sorting all Preferential box section mail.

Notify your MPOO of late truck. Email: __________________________

Document explanation of late scan on SPMS print off for future reference.
PAQ/MAQ the late truck arrival – how it impacted your office operations.

Record the actual “Box Up” time on sheet for Red Law accuracy. 
For technical support, call IVR system at 1-800-USPSHELP (1-800-877-74357)                     At the prompt, say: SPMS
