WebCOINS
Regeana Arrowood, Atalissa IA 52720 

6/26/09
Request access through eAccess.
Organization: Field

User Type (Field): Office User

Cluster (Office User): 500-HAWKEYE PFC

Finance (Office User): (your finance #) > Select Values. Scroll to your finance #.  Click on your finance #.
Click >> to move your finance # to the right box. > Select
Date: > ( (calendar box) on right. Click on date.
__________________________________________________________________________________
To enter WebCOINS:
On Postal Intranet, in address line: Type – http://webcoins  > Enter WebCOINS. 

Enter Ace ID & password. > I agree….
__________________________________________________________________________________

1st Time Users must change password

(Generic password issued to all (W3bcoins) must be changed)
When finished - > Continue. Message – “Password successfully changed. > Continue.
Log in with new password. > I agree with these conditions.
__________________________________________________________________________________
This information is confidential. If you must leave your computer or need to exit quickly to keep other employees from viewing the information: Press ((windows key) + L to lock computer.

To get back in: Press Ctrl – Alt – Delete

> Employee/Job List

> (your office) Scroll down. > Execute.
To find information about an employee: 

> (their name) > Details
After viewing > Close
To find Position hiring #:
> Employee/Job List > (your office) > Additional Criteria.

Under “Job Title,” write down # of position to hire.
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