WebEES
Regeana Arrowood, Atalissa IA 52720 - 6/30/2011
The WebEES program is not an option. You must access & make changes at least once every 6o days 
on each route unless there are no changes on the route.   
Date WebEES accessed: ______________      Next Due Date: _____________ 
For access instructions & instructions to set up WebEES icon on desktop, see pg 2.
Beginning 5/31/11, we no longer send Edit Books to AMS in the blue bags. WebEES must be used. 

The only reasons where AMS will accept Edit Book hardcopy is: 
1. Route Adjustments – Any territory changes between routes.
2. E911 Address Changes - Any local changes including house or Street names (send documentation from local municipality) 
3. New growth – City Delivery Units (MOU required documentation – plat maps, builder site plans, etc)
4. Address Deletions

5. Major route realignments
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
If there are no changes on a route within the 60 day period, follow these instructions:

On Hawkeye District Blue Share pg: > Operations Program Support (left) > AMS (top tab) 

> ( No Change Edit Survey (left-under Surveys) > Respond to this Survey (middle). 

Type zip code & route # for each route that has no changes in the past 60 days. Today’s Date: (type today’s date) > Finish
To verify: > Show all responses (middle) Scroll to your name & date. > (home icon) to exit.

____________________________________________________________________________________________________________________________________________________________________________________

Offices with City or Rural delivery or a Phantom box section (R777) must use WebEES.

Offices with only a box section do not need access to WebEES.
Do NOT use the “back” or “Refresh” buttons with this program.

Do NOT click X in upper right corner of any screen or you will be locked out for ½ hour.
Use All CAPS when entering names or any words in the case Label box. If caps are not used, info will be deleted.
____________________________________________________________________________________________________________________________________________________________________________________
START HERE after WebEES icon is on desktop:
Dbl. click WebEES on desktop. Message: Your session has expired. To continue, log on again > log on
Enter Ace ID & password. > Log On
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Skip this section if password change is not needed. To change password: 
On left, > Change Password. Type old & new password > Change Password To maximize pg: > ( (upper right corner)
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Your station & zip codes are listed. >  + (your zip code) > (route you want to edit)
To find an address or street name: (Lower right side) Type the # or name in box. > Find 

To find another record with same text - > Find again. Repeat as necessary.

To make changes to an address or PO Box: Click on  `` (under Hold Outs) across from address to edit.

When finished editing: > OK
To exit program & save entries: > Save and Exit
To exit program & not save entries: > Exit without Saving
To Move a delivery address: > ( in front of address to be moved. In “to carrier”: > ( (down arrow) & 

> (correct route) > Move. Address screen comes up on right. Scroll to address in which you want to move address after.  > (  in front of address. > Move 2nd screen disappears. Address is now moved.
See “WebEES Quick & Easy” for more instructions.
R077 Holdouts Report in WebEES
> Reports (top right) > Holdouts.  To print: > To Excel > Open
With mouse, highlight only the information needed. Press: Ctrl P > ( Selection > OK > (Back

To exit WebEES program: > Log off (top right)
New Edit Book sheets and/or case labels (specify slide-in paper or sticky), email your AMS Specialist.
Once received, destroy the old Edit Book sheets. Do Not keep the old Edit Book sheets.
Pat McDaniel, AMS Manager (515-251-2380) zips: 500, 50309, 50325/50266, 520, 524, 50310, 50311, 50312, 50314, 50324, 511
Sandy Perez (515-251-2385)/ Judy Kanis (515-251-2382) zips: 50265, 50315/20/21, 50322/23, 506-507, 510, 514, 508, 521-523
Jody McCune (515-251-2373) zips: 501-502, 504-505, 512-513, 50313/16/17/27, 525-528, 612
Edit Book training: http://imaq/ams/ams.cfm
For WebEES help, contact: Marilyn Karwowski 703-280-7995 – marilyn.karwowski@usps.gov
OR Meeifang Wu 703-280-7637 – meeifang.wu@usps.gov 
To get WebEES Quick & Easy Instructions: email - Bill Schaffer, Pat McDaniels, or Regeana Arrowood.
IMAQ Report (to print last pg of Edit bk): http://imaq.usps.gov/usdf_index.cfm > I have read.......
Period: current week (  Area: 4E – Western (  District:  500 HAWKEYE ( > (your fin # & office) 

Click one: ( Rural ( City (HCR (PO Box (All; > Submit. To print: Press Ctrl P (Landscape) > Print  

To get access (for a new user): Fill out PS 1357 online. Save to your “My Documents”. Email as an attachment to your MPOO & he/she will approve & forward to Jody McCune, Des Moines, IA. You will receive an email with a temporary password to access program. 

Change password to your ACE password the 1st time you enter program.

If you have access & need a password reset, email Jody A McCune.

On Blue pg, in address line: enter your plant address code.  (Quad City P & D offices, enter – 56.196.219.11)

Hit “Enter” on keyboard. > To login to WebEES. Enter Ace user name & WebEES password. > Log On
(If you don’t know your WebEES Plant address code: From Hawkeye pg: > Operations Program Support > AMS > WebEES Site and Login Info – Download > Open). 
Under “AMS” & “WebEES”, > (your plant)
To save this website to your desktop for easy access: If page is taking up the full screen, minimize it by clicking ( in upper right corner. In upper left corner, click & hold mouse on e in blue border & drag to your desktop. Let up on mouse. The WebEES icon is now on your desktop.

WebEES hints:
1. WebEES users are Not allowed to move territory between routes.
1. When linking a Rural Route address to a PO Box, mark it as NSTATS. 
2. City routes do not use the CDS with a PO Box holdout.

3. NEVER use the “Vacant” toggle button on a Rural Route (if used, the route gets delivery credit) Use CDS. 

4. City routes are allowed to use the “Vacant” toggle button.

5. When removing a PO Box link on a Rural Route, Check NONE in place of T (PO Box throwback) in Addr Srt Code.

Mark with STAT
5. When adding an address, use “Advanced Find” to make sure the block does not exist in the database. If you need to add the address & it already exists on another route, contact your AMS specialist.
6. R777 route - All addresses must be marked with NSTAT, PO Box holdout, & PO Box # in Case Label text area. Addr Srt Code: T (PO Box throwback). 

If address is currently vacant, the address must be linked to PO Box 9998 & have NSTAT & PO Box holdout marked. If no deliveries on that street, mark with C
> L of address to correct

> Modify Destination
> + B (?) of box section in which PO Box # is located.
> ( (PO Box ?) – (If vacant: > + B000 > ( PO Box 9998)

> OK
> OK
