
WebEES 

Quick and Easy
LOG ON:  Use FAVORITES or Double-Click ICON, enter Log-On ID, enter Password (case sensitive)
IMPORTANT:  Do NOT exit abruptly by clicking the “X” in the upper right-hand corner of any screen.  An abrupt exit will lock user out of carrier or zone for one-half hour.  

EXIT:  WARNING:  Do NOT click on BACK button in upper left-hand corner of screen to return to previous screens.  Use buttons provided in program to navigate between screens.
LOG OFF:  Navigate out of screens until you see LOG OFF at top of screen.  Click on LOG OFF to exit WebEES.   
IMPORT:  click DPF IMPORT (located in upper right corner) to import new files.  New files should be imported each week after the refresh has been loaded. To return to route level, Click Zone/Carrier button in upper right corner.  
Maintenance- Station Input/Edit Sheet:  Click Plus Sign (+) in front of Zone to display all carrier routes in the ZIP Code, select an individual carrier route by clicking on carrier route number.  Click EXIT Button at bottom of screen to return to route list.   
HOLDOUTS:  click on record (street address) under “HOLDOUTS” column. Holdouts are located on the left-hand of screen.

· Bundle Split:  click to check; click again to un-check.  Breaker card will immediately precede the base address.  
· Window Call:  Click to check; click NONE to remove.
· Non Delivery Day:  Click in NDD/TND circle.  Click to check Non Delivery Day(s); click again to un-check.  Click NONE to remove.
· Temporary Non Delivery:  Click in NDD/TND circle.  Click to check; click again to un-check.  Click drop-down arrow to pop calendar up.  Click pointer on date to set start/end dates. (maximum = one year)
· PO Box Throwback:  Click in circle to set; click NONE to remove.  Click ‘Modify Destination’ button to view Box Sections.  Click plus sign (+) to view individual boxes.  Click in box to select PO Box.  Click OK to set.  

· P001:  Click in P001 to hold mail out of DPS, but not link to specific PO Box.  (Ex:  street address not in same ZIP Code as Box Section.)
· DPS:  Click in DPS to mark “B” on Edit Sheet but will continue to sort mail to DPS.  (Ex:  Half addresses or Alpha-numeric addresses that co-mingle with whole address.)
· Change of Address:  Click to set holdout; click NONE to remove.  Click drop-down arrow to set Start/End dates.  Click “OK” to save; click CANCEL to start over. (30 day max hold) 
1621 – Route Listing (Edit Sheet) Information:  click on record (street address) under “HOLDOUTS” column. 1621 changes are located on the right-hand side of screen.

· Relay Data:  Click to check; click again to un-check. (MSP must be set in DOIS.) 
· Drop/CMRA (Commercial Mail Receiving Agency):  Click to select; click “NONE” to remove.  Use drop-down arrow to set service count (up to 999).
· Case Configuration:  (Flat is disabled for One-Bundle routes.)  Click “ROW” to select address to start next row of case labels.  Click “BLANK” to insert blank cells after address.  Use drop-down arrow to select how many (1 – 9).  Click again to remove.  
· Case Label:  Click in field to activate curser and type.  There is a maximum of 30 characters.  Fewer are better.  The program will adjust to a smaller font to fit the letters within the cell-size. 
· 1621 Code Info:  1621 information is now divided into three columns:  Usage, Type, and No-Stats.  New symbols have been assigned to each category.  The combination of three symbols will give more detailed information about each delivery point.   Route Listing Reports (Edit Sheets) printed after April 10, 2006 will display the 1621 information as three columns with the new symbols.  
· Usage:  Is the address for Residential, Business, combination, or none?




Blank = None (used for Hi-Rise default records)



A = Residential



B = Business



C = Mixed, Primarily Residential



D = Mixed, Primarily Business



G = General Delivery

· Type:  What is the mode of Delivery; Centralized, Curb-line, Cluster Box, or Other?


Type:  (Second Column)







Blank = None 







A = Curb-line (Delivered as a mounted delivery) 




B = NDCBU (Cluster Box Unit)






C = Centralized (Ex: arrow-lock)






D = Other (usually a walking route) 

 



Q = General Delivery 







X = No Stats (used for Hi-Rise default records)


PO Box Type:  (Second Column)
 








Blank = None 





 

E = Facility Box (at a Post Office facility)



F = Contract Box (at a Contract Station)



G = Detached Box (at a detached unit)

 

H = NPU Box 

 

Q = General Delivery



X = No-Stats
· No-Stats:  Is the delivery Stats, No-Stats, or a CDS No-Stat?


No Stats:  (Third Column)


Blank = None



Y = No Stats (Is it a No Stat?  YES, it is a No Stat!)



N = Stats 



C = CDS (a No Stats for statistical purposes, but communicates to Mailers that they may 


address mail to this address.  Ex:  Drop situation, No-Stat on Rural Routes, and PO Box

                        Throwback.)   Except R777 is Y No-Stat)                                                                    
· Label Cell-Size:  Use drop-down arrow to select Letter Cell-Size (0 – 10).  (80 – 89 ranges may be available on the January release.)
· Address Sort code:  (Grayed out) Field will populate automatically (after save) when Window Call or PO Box Throw options are entered.  
· Cong District:  Congressional District must be entered by AMS.  Viewing is provided for your information.  Please report any errors to AMS for correction.  
· Occupancy:  Click in circle to set; click another circle or “NONE” to remove.  
· Vacant:  Use V for City Carriers ONLY!  Click in circle to enter V on Edit Sheet.  All deliveries which have been inactive for over 90 days (+90) MUST be marked with V on City Carrier’s Edit Sheet.  Deliveries inactive for less than 90 days (-90) MAY also be marked with V.  V MUST be removed immediately when the delivery becomes active again.  Temporary Holds and Temporary Forwards should not be flagged vacant on the Edit Sheet. 
· Seasonal:  The Seasonal indicator is intended for use on Dedicated Seasonal routes ONLY.  (Ex:  Vacation homes)  Deliveries marked with the Seasonal indicator do not have to be monitored for occupancy.  Leave them “active” all the time.  (Ex:  Snow Birds)

· Educational:  The Educational indicator is primarily for student housing and is intended for use on all routes.  Deliveries marked with the Educational Indicator do not have to be monitored for occupancy.  Leave them “active” all the time.  Educational deliveries may be either University or privately owned.  They will primarily be residential type addresses, but Businesses may also qualify when occupied in accordance with the school year.  
NEW DELIVERIES :  Button located at bottom of screen.  Click to check box of base (existing) record.  Click “ADD” button.  Select Type of Add.  Select Add position.  Click NEXT button.   
· Details Screen:  Select type of Add.  ‘Based on New Street’ means new block or new street name. ‘Based on Existing Street’ means on same block. ‘New Building’ will add a high-rise record.  Select Add position.  Enter address information by clicking in field and typing or use drop-down arrows to select. 
· 1621 Info:  Edit Sheet information and Holdouts.  (Reference 1621 – Edit Sheet Info above)   
· Mass Addition:  Click to check; click again to remove check.   Enter number of records to be added (1-999).  Enter increment of increase for address number, Apt number or Box number. Click ADD button to process.  Click CANCEL to exit without changes.  Adds will be red until approved by AMS and returned on refresh.  If adds are correct, click appropriate SAVE or EXIT WITHOUT SAVING button.  
ADDING PO BOXES:  Click to select base (existing) PO Box number.  Click ADD button.  Select Type and Add Position.  Click NEXT button.  Enter new Box number by clicking in Details Field and typing.  Enter 1621 info on right-hand side of screen (see 1621 – Edit Sheet Info above).  DO NOT APPLY HOLDOUTS OR STATION INPUT TO PO BOXES.  
· Mass Addition:  Click to check; click again to remove check.  Enter number of records to add (1-999).  Enter increment of increase for new box numbers.  Enter 1621 info.  Click ADD button at bottom of screen to process.  
RESEQUENCE:  Button located at bottom of carrier route screen.
· Reverse:  Click in boxes to tag beginning and ending addresses to be reversed.  Click REVERSE button.  Save and Exit.
· Move:  Click in boxes to tag beginning and ending addresses to be moved.  Click on Carrier ID box.  Enter same route in field.  (CAUTION:  DO NOT MOVE DELIVERIES TO OTHER CARRIERS!)  Click MOVE button.  Program will show the same route on a split screen.  Using the right-hand screen, click on the address that the segment to be moved should follow.  Click Move again.  Click Save and Exit.  

FIND:   Click in field and enter partial address.  Click FIND button.  

Advanced Find:  Click ADVANCED FIND.  Select ADDRESS, +4, or FIRM.  Enter house number or street name.  Click FIND button.  Program will show the record(s) at the top of the screen.  Cancel to exit Advanced Find.   
REPORTS:  Click on REPORT.  Select type of report.  Select CURRENT CARRIER or ENTIRE ZONE.  Different reports are available to you from different screens, depending upon which part of the application you are in.  Always click BACK button (upper left-hand corner) to return to application.  
HAWKEYE District Operations Support
Pat McDaniel, AMS Mgr = 515-251-2380

Judy Kanis, AMS Spec = 515-251-2382                         
Sharon Schaffer, AMS Spec = 515-251-2383                 Bill Schaffer, OSS = 515-251-2282
Sandy Perez, AMS Spec = 515-251-2385

Pat Feuling, A/AMS Spec = 515-251-2386

Stephanie Brant, AMS Spec = 515-251-2384
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