eFlash
All volumes will be reported to eFlash no later than 11:00 every Friday 
Steve Breman, Des Moines Mgr. Budget & Finance Analysis, Steve.J.Breman@usps.gov or call: 515-251-2271
If incorrect numbers were submitted in eFlash & you are unable to correct, email: Carl McReynolds

Regeana Arrowood, Atalissa, IA 52720 - 1/28/11
To download eFlash Daily Volume sheet & save to Shared Local Data folder, see pg 2.
Enter daily PO Box and Unit Distribution letters & flats (in inches), EOR DPS (pieces), & parcels (pieces) on daily volume sheet located on your computer. It will add your weekly parcels & DPS & convert the letter & flat inches into pieces. 
Hold tray at 45-degree angle with all mail at one end to measure letters:
On Friday, enter the totals from daily sheet, Column “Week total Report to Flash” to appropriate columns on eFlash report. 
Before starting this program, get your box section DPS EOR (end of run): http://cpc.usps.gov/cpcWeb/ 

Or On Hawkeye pg: > Ops Program Support > Operations Support Specialist > EOR Volume CPC Page 

(Add to your Favorites for future use) 
Once added to your favorites: On “Favorite” list: > CPC-EOR Report Welcome
In “Mail Processing Facility, click down arrow > (your plant). Zone – (your zip code) > Enter Application. 
Write down Box section DPS. On eFlash, this goes in column HLBD –Box Distribution DPS Letters-EOR
(If you have no City or Rural Routes, this data may not be available to you – measure DPS in inches)
To enter eFlash:  (This program can only be accessed from 6AM on Friday until noon on Monday)
On an ACE II computer, in top grey toolbar, click (green folder. Scroll down > eFlash > OK (Security Alert)
OR On Blue pg: > My Work > eFlash (under General Tools)
> Enter eFlash Application. Enter your Ace Login ID & Password. > Log On > eFlash NP Data Entry (left)
Finance: ​​​________ (enter your finance #, no dash) (Do not enter pay location unless you have special instructions) > Get Data
Split week – Month ends in the middle of a week. Days in previous month = Week A. Days in new month = Week B
Make entries in correct “week” column & on correct volume line using the totals from your Daily eFlash Volume Sheet.
 Use Tab on you keyboard to navigate.

HLUF – Unit Distribution Flats – Rural & City routes + PO Box Section that was manually sorted into a case – no by-pass, 
no Carrier Route pre-sort bundles, no full coverage or box holder mailings. 
HLUL – Unit Distribution Letters - Rural & City routes + PO Box Section that was manually sorted into a case – no by-pass, 
no Carrier Route presort bundles, no full coverage or box holder mailings.
If the carrier hands back any presort volume not his, measure & credit to both Unit Distribution & Box Section volumes.
HLUP – Unit Distribution Packages – All parcels & SPRs sorted to carriers & PO Box section.

SPRs are counted as parcels if mixed with parcels in sack, but if received separately by themselves, they are counted as flats.
If you have no City or Rural Routes, you have no unit distribution mail, start here.

HLBD – Box Distribution DPS Letters – from EOR (end-of run report)
HLBF – Box Distribution Flats – All flats placed in PO Boxes including presort, box holders, & full coverage. EOR or actual piece count used when available.
HLBM – Box Distribution Manual Letters – PO Box Letters cased in distribution case.

HLBP – Box Distribution Packages – All parcels & SPRs for the PO Box section.

SPRs are counted as parcels if mixed with parcels in sack, but if received separately by themselves, they are counted as flats.
When finished: > Save.  Message: Data has been saved. > OK (Must click OK to save data)
If you get this screen, check your entries:” Volume data entered is out of range. To save data anyway click the “Save Out of Range” button.”
Correct any wrong entries or if all correct: > Save Out of Range
To print: > Print (Bottom right) > Preferences > ( Landscape. To save ink:  > ( Draft. > OK > Print. 
Click X (top right) to exit print screen. When done: > Log Out (top left) > X (top right)
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Need CSAW access?  http://variance.usps.gov > CSAW > C.S.A.W. Request Program Access. Send an email to Terri Sinn & 

Susan Van Der Molen for ASAP approval.
CSAW – Customer Service Adjust Workload – gives you the tools needed to adjust Function 4 scheduling & balance actual work hours to actual workload.  http://variance.usps.gov > CSAW > C.S.A.W. Reports. 
Area Select: Click ( (down arrow) & > Western Area > Western C.S.A.W. to EFlash Volume Input Reports. 

Under (choose an Area) > Western > Hawkeye PFC > ( Current Week > View C.S.A.W. Volumes

Scroll to your office or Finance #. Gray area indicates linear volume. Number below is the piece count.

The eFlash Daily Volume Sheet should be saved to your “Shared Local Data Not Backed Up” folder so clerks, PMRs, or OICs have access to it & everyone can input data into the same file.
To download “eFlash Daily Volume Sheet”: 
On Hawkeye pg: > Ops Program Support > Operations Program Support Home > Function 4 

> Volume Recording Worksheet-Download (file) > Open.

To save the “eFlash Daily Volume Sheet” to the “Shared Local Data Not Backed Up” folder:
Thanks to Phyllis Chantos – Grand Mound for these instructions
The eFlash Daily Volume Sheet is open & in front of you. > File > Save As
At top, in “Save in:” Click ( (down arrow) > Desktop > #Shared Local Data Not Backed Up

In file name (at bottom), type: eFlash Daily Volume Sheet
> Save
Now clerks, PMRs, & OICs in the office can open & work on the same folder, so they have the data that has previously been input.

To open this report & add daily data from now on: On your desktop: Dbl click “Shared Local Data Not B…” 
> eFlash Daily Volume Sheet. Enter daily data. To save: Ctrl S
On Friday, enter the totals from the daily sheet, Column “Week total Report to Flash” to the appropriate columns 
on eFlash report.
SMEs
Area 8 - Christopher Klossing, Winfield IA 52659 – 319-257-3307

