WebBATS
PO Box rents & verifications are put in boxes on the  1st of each month - 2nd notices on the 20th
Regeana K Arrowood – Atalissa IA 52720 – 7/13/2011
If not paid or verified by the end of the month, on the 1st: block or plug box & continue to place mail in their box.

WebBATS will close the box on the 10th of the delinquent month. For No-fee boxes:Change the lock,  enter new lock # in WebBATS, & fill out PS 3575-Z to return customer’s mail.  A $15 re-activation fee, plus $6 key deposit is due from customer before re-activation occurs. If paid, cancel COA.  You may hold off changing the lock during the next 30 days (reactivation period) if you believe customer will pay, but $15 fee is still due if box is reactivated, whether lock was changed or not.
For “paid” boxes: See flow chart for lock change instructions.
(If customer pays or renews online & decides to close box, offices do not refund the cost. Customer must call 1-800-344-7779 or email customercare@usps.com     
Brenda K Gibbs, Garnavillo IA 52049 – Hawkeye WebBATS Coordinator (563-964-2318)
For WebBATS help, contact your SME: Area 1 – Wendy Maas, Deloit IA 712-263-3239; Joan Eslick, Scranton IA 712-652-3852

Area 5 – Terrie Allen, Lansing IA 563-538-4767; Area 6: Cindy Recker, Olin IA 319-484-2311

Area 8: Christy Hutchcroft, Carbon Cliff IL 309-792-3163; Tracy Harris, Eldridge IA 563-285-9625; 
Ellen Opperman, Blue Grass IA 563-381-1321
To Enter WebBATS:
On ACE II computer, click ((green folder) on top toolbar > WebBATS 

OR from Blue pg: > My Work (top tab) Under “Moving the Mail Tools, > ( WebBATS 

> Enter Application. Enter Ace ID & Ace Password > Login. 
Enter box payments:

> Payments > Post Payment.  Enter the box #              > Search.  On “Post Payment” pg. (tab through each entry after entering information)

Payment type:              (Click down arrow & click best fit.   Received by - (enter initials)

Receipt Number - (enter receipt #)   Receipt date – (enter date or if today, Tab.)  

Payment term – click ( (down arrow) and click on correct one.  
Key deposit – Did they pay a key deposit?  Enter number of keys.  Additional keys – Did they purchase any additional keys?  If so, enter number of extra keys purchased.  Lock fee – Check here if they purchased a lock change. If amount listed is correct > Save.  
* To stay in WebBATS, click another tab at the top.  To leave WebBATS > Exit.  
Verification for No-fee (group E) boxes: Enter WebBATS with above instructions.
> Customer > Edit 1093.  Enter box number.  > Search > Renew E Box (click in box.)  
Change the verification date to current date. In “Last verified,” enter your initials.  > Save. 
Issue a 1093 to a new customer: Enter WebBATS with above instructions.
> Customer > Issue 1093.  Enter customer information.  (If a no-fee box, enter No Delivery in “Eligibility for Carrier Delivery. Click on: (Group E Box)
When finished > Save & post Payment.  If it is a paid box, fill out payment information > Save 

Close a PO Box: Enter WebBATS with above instructions.
> Customer > Close.  Enter box #. > Search.  If customer closed box, “Customer Decision” is chosen.  Enter closed date if different than today. > Save & Refund.
Refund type: (choose which refund).  Refunded by: (enter initials).  Refund date: (Enter date if different than today). 
Under “Keys Returned” enter how many keys returned. (Tab) 

Under “Key Number” enter serial # on the key(s). > Save
Locks must be changed before box can be rented again.  To do this:

> Utility > Key/Combo.  Enter box #.  In “New Number,” enter new lock #.  > Save
Change Lock Serial # and/or combinations of boxes: Enter WebBATS with above instructions.
> Locks > Change Lock/Combination.  In “Box Number” – enter the box number.  In “Key/Combo Number” – enter the new serial number or combination (see instructions at top of pg).  > Save 
Add or delete Additional Names on a 1093: Enter WebBATS with above instructions.

To add: > Customer > Names. Enter box #. > Search. Add first & last name (or names). > Save 
To delete: > Customer > Names. Enter box #. > Search. Click in “Delete” box next to name. > Save 
“Need Lock Change” Report - This report should be viewed monthly (Seen by District) On Blue pg: > Inside USPS

> Retail Products & Services (under Mailing & Shipping Services) > Information Systems (left). On right, under WebBATS Reports: > Report-Need Lock Change > Yes. Scroll to your Area, District, & office.  
If your office is listed, in WebBATS, look up boxes that need locks changed & do so immediately.

In WebBATS: > reports > Key/Combo Change Required (left)
Duplicate Key Purchase (by customer)
> Payments > Post Payment. Enter PO Box #. > Search or Enter (on keyboard). Enter payment information & number of “Additional” keys purchased. Amount auto-populates. > Save
WebBATS will automatically place an order for keys to existing locks if the key supply is depleted. 

Exception - Not for Armor (ASC) or Royal (RL) locks.
MDC does not supply replacement keys for Armor (ASC) & Royal (RL) locks. Send these non-functioning and/or keyless locks to the COMPX address listed below for recycling.
Order keys for Spare Locks (if less than 2 keys available): > Utility > key/Combo. Scroll down. > Manage Spare Locks. Under “Order keys” column, ( across from lock #.
Order Spare Locks: > Utility > key/Combo. Scroll down. > Add/Order Spare Locks. Under “Order Spare Lock” 
click ( model # of lock needed. Enter “Number of Locks” needed.            > Save Order or > Save Order & Return.

Add spare locks to inventory: > Utility > key/Combo. Scroll down. > Add/Order Spare Locks. Enter serial # of lock & number of Available keys. Using ((down arrow), select Model #.

Key Order Received:
In WebBATS, on main pg: > View Order Status. Look at Key/Lock Number & if  keys were received for that #, 
> Received (on right) > OK. Repeat until all keys received are marked as “Received.”
Reactivate or open a box that WebBATS closed for non-payment:

> Customer > Reactivate.  “Reactivate – Basic Search” page appears.  

Type in box number. > Advanced Search.  Type in box # > Search. The original 1093 should appear. 
If none of the information has changed: > Save & Post Payment.  Enter payment information. > Save
If you forget to check “E box” when issuing a 1093 & WebBATS closed box for non-payment:

> Utility > key/combo.  Enter box # & change serial # to the same # > Save.
To reopen box: > Customer > Issue 1093. Type in customer’s box # > Advanced Search.  Their original 1093 should appear.  Type in their box # again in “PO Box.” Click in square of “Group E” box  > Save & Post Payment.
On payment pg enter the original receipt # for the key deposit & original date paid > Save.  
Message will appear asking if this is correct > Yes (or OK)? 
Payment Due labels & letters:
Labels: > Reports > Labels for Notice 32s (to print labels for Notice 32-B / PO Box fee payment envelopes)
In “Print” box: Page scaling > ( (down arrow) > None > ( Auto-Rotate and Center > OK > Print
Letters: > Reminder Letters (to print a letter of payment due) > Run Report > (printer icon)
Names & box numbers for no-fee verification, you must print labels of all boxes due payment or verification for the month. (You don’t actually have to print labels – print on paper to view a list)
> Reports > Labels for Notice 32s (In transaction column, under Payment Due.)  > Run Report
To print: Click printer icon or > File > Print.  Click ( (Back button) or another WebBATS tab to stay in WebBATS.

Rented box section & customer names list.

> Reports.  Under Boxes/Services – Boxes >All. To print: > (Printer icon) When finished, click ( (Back)

Additional Names list for all PO boxes 
> Reports. Under “Names,” > Additional Names. In “Box Number,” type ALL. > Run Report
Key serial numbers list: 
> Reports. Under Boxes/Services – Locks > By Box Number (This will print a list in numerical PO Box order) 
OR > By Key/Combo Number (This will print a numerical list according to serial numbers.)
The following instructions are for offices that forgot to check e-boxes & have not certified their WebBATS program yet:
Close the box. Change key/lock combo to the same serial number. Issue the 1093 again.

Click “Advanced search.”  Type old name or box number.

The original 1093 should come up.  Enter “No-delivery” & check group E box.
Enter begin date – Press tab.  Type in next due date. > Save

If an office has certified & found mistakes that can’t be corrected without de-certifying, they must e-mail David Cowles in San Mateo & tell him the problem & ask him to de-certify the office. Cowles, David P – San Mateo, CA or call (650) 377-1341
Return Lock Program

MDC no longer supplies replacement keys for Armor (ASC) & Royal (RL) locks. Send these non-functioning and/or keyless locks to the COMPX address listed below for recycling.
Send the following broken/Non-functioning PO Box locks, keys, & parts to COMPX address below for repair or recycling: 
(306A1, (306A2, (306B, (306D, (306P, (308, & keyless locks for Armor (ASC), & Royal (RL). 
P.O. BOX LOCK RETURN PROGRAM

COMPX SECURITY PRODUCTS, 
PO BOX 200 
MAULDIN SC 29662-0200
Send the following locks and/or keys to Mail Equipment Shop address below for destruction or reclaim: 
Keys received that do Not work (Return keys & a copy of the invoice. New ones will be sent out-Do Not reorder); 

Arrow, Medeco, Serial, MV, Metro, & Rotary locks & keys to:
Mail Equipment Shop, 
2135 5th ST NE, 
Washington, DC 20260-6224. 
Offices with excess locks not being used should offer them to offices within their district.
Questions about this program, contact:

Karen Kim, Purchasing & Supply Mgmt Specialist, Greensboro, NC – 1-336-665-2807 

or email: Karen.m.kim@usps.gov
OR

Pamela Scharffbillig, Purchasing & Supply Mgmt Specialist – 1-336-665-2859

Or email: Pamela.l.scharffbillig@usps.gov 

