                                                           eMOVES                                              DAILY
Sam Bilsing, eMOVES Coordinator – 515-251-2265

For eMOVES financial problems, contact the Accounting Help Desk: 1-866-974-2733. See pg 2 for more instructions. 

OR email: helpdeskaccounting-st.louismo@usps.gov  

In email, supply: 1st & last name, office name, 10 digit fin. #, detailed financial problem

Regeana Arrowood – Atalissa IA 52720 – 5/31/2011
Do not deposit less than $100 – Exceptions: check items (money orders, checks, travelers checks, etc) should be deposited within 5 business days even if deposit is less than $100.

1. On Blue pg., in address line; type “emoves.” > Enter (on keyboard) OR > Go.
OR on ACE II computer: > ( (green folder – top toolbar) > eMoves
2. > OK to Security Alert (You are about to view pg...)(These security alerts don’t always appear.)

3. > Yes to Security Alert (Information you exchange…)

4. > View major changes to see if there are changes. Click ( Back.

5. > Enter eMOVES Application

6. Enter Ace Login ID & Password > Log On
7. Form 1412 screen should appear.  If not, > Form 1412 link (in menu bar)                                                    It will say - Status: Out of Balance
First time users must enter date (mm/dd/yy) & amounts in AIC 840 & 353 and set up new money order voucher blocks. (See pg. 2) 
(If previous 1412 was out of balance, message says, “The business date has been set to mm/dd/yy (yesterday’s date) due to an out of balance status > OK. (You must redo previous 1412.)

(If previous 1412 was correct & uploaded, message says, “The business date has been set to mm/dd/yy which is the next scheduled business date that the unit is open.” > OK
8. Cursor is in AIC entry number.  Enter the AIC #.  (Tab)  Enter amount-using a decimal point. (No decimal needed for whole amounts)  Tab. Enter all AICs & amounts in receipt side first, then disbursements.                                                                                                            (To adjust an incorrect entry, re-enter AIC # & correct amount.  Message will appear-“Already exists..”
      Click “OK” to change amount.  To delete an incorrect AIC # & amount, click in AIC # field, enter the AIC # 
      > Delete.  Message appears, “Are you sure you want to delete?” > OK.)
9. Enter AIC 853 (Closing Balance)(If you have no business for the day, only entry needed is AIC 853 – (previous day’s amount)
10. If you have AICs associated with receipts or disbursements of money, follow instructions a – e:

a. > Enter Receipts/Disbursements for Money

b. Enter receipt # & select AIC from dropdown list.

c. Enter the receipt/disbursement details in appropriate fields, using Tab button.  
For more instructions or information needed for these AIC numbers, see pages 29 – 32 in eMOVES manual.
d. > Add/Update

e. When finished, > Return to 1412. 

11. If you have money orders…. See page 2.
12. If you received or returned stamp stock…. See page 3.
13. When finished with 1412 entries, > Save. Please certify…. > OK > Certify and Submit Final 1412. 
( I certify that all entries on this financial statement PS Form 1412 are correct. > I certify. 
Changes can no longer be made. 
14.  If out of balance, message will appear & data will not upload.  Out of balance amounts are in yellow.  Recheck AIC entries, receipt entries, money orders, or stamp stock received/returned
15. If in balance: > Print1412. Screen appears: > Open > (Printer Icon) > OK. To exit printer screen: > X
      To print additional reports:  (See list in drop down menu)
a. > Reports
b. In drop down list, click on the report you want.
c. Select a District & unit from drop down lists (if more than one is available to you.)
d. Enter a “Business From Date” (today’s date.)  You can print reports for other dates by entering the date you want. To request reports for a range of dates, enter a starting date in “Business From Date” and an ending date in “Business to Date.”
e. Tab or Enter (on keyboard)
f. > Print Report. Report will display.
g. In top left corner, > File > Print                                                                                                
Repeat above instructions for all reports that you want to print.

        16. When finished with all 1412 instructions > Logout
To enter Domestic or International Money orders
1.   > Enter Domestic Money Orders OR > Enter International Money Orders
2. Verify the date & unit before entering vouchers. (If either is incorrect, > Return to 1412 & correct them.) 

3. In “Next # to Use” box on right, click on the voucher number that you are entering.
4. Cursor should be in “amount” box.  Type in dollar amount. (If whole amount, no decimal or zeros needed.) Tab. Voucher fee will be entered automatically. 
      To enter a “Missing” money order: Click on voucher # in “Next # to use” list.  In Amount field, enter 0. Click ( in Status column, > Missing or type “M” in Status column.                                                  (If missing money order is found, click the voucher # from “Missing Vouchers” column. Tab.     Type in amount. Tab or Enter.
      To enter a “Void” money order. Click on voucher # from “Next # to use” list. Type 0 in amount column. Tab. In “Status” column, type “V” or > Void from drop down list. Tab or Enter. 

      To enter a “No-fee” money order: Click on voucher # from “Next # to use” list. Type in dollar amount. Tab or Enter. Click ( in Status column, > No fee or type “N” in Status column. 
RC column: If for refund of box rent, keys, etc - 035 

      To correct a wrong amount:  Click the wrong amount & re-enter the correct amount. Enter.

      To correct a wrong status:  Click in the incorrect status box & enter first letter of correct status or click ( & select correct status. >Enter.                                                                                                                                                         6.  Next voucher # will automatically display.  Continue to enter amounts. Tab. (If you have a large number of vouchers or must leave, click “Save” often so as not to lose data.)
7. When finished, > Block Finished/Save 
8. In pop-up screen, enter last voucher # used for this block. > OK
                        If you have vouchers from a different block, repeat instructions 3 – 6 above.
9. When finished, > Print Vouchers (optional) Screen appears. > Open > (Printer Icon) >OK.  

10. (To exit printer screen) >X > Return to 1412.
Setting up new block of money order vouchers:

a.  >Maintain MO Blocks

b. Highlight your office under Units

c. Click in first available “Beginning Voucher #”field

d. Enter the 10-digit money order number. If not the first number in a block, it will say; “The voucher number that you entered is not a beginning block number. Do you want to add a new set of block numbers beginning with it? > OK
e. Tab – Enter ending voucher number. > Add Block
When all blocks of vouchers are entered, > Return to 1412.
Help Desk

For financial issues – call the Accounting Help Desk (AHD) 1-866-974-2733

1. Is this a log-on or change password; say “NO”

2. Say the name of the application or system; say “eMOVES.”

3. Is this an accountability issue; say “YES”.  You will be routed to the Accounting Help Desk.

For eMOVES system issues – call 1-800-USPS-HELP (1-800-877-7435), the IT Help Desk number.

1. Is this a log-on or change password; say “NO.”

2. Say the name of the application or system; say “eMOVES.”

3. Is this an accountability issue; say “NO.”  You will be routed to the Eagan Help Desk.

Procedures for Receiving & Returning Stamp Stock

Effective Oct. 1, 06, eMOVES, IRT, POS ONE, SPORT, & APC offices will be required to record a shipment # & location ID when receiving or returning stamp stock.

Your Post Office receives stamp stock from the SDO, SSC, or another location: 

      eMOVES, IRT, POS ONE, or APC
1. Enter amount in AIC 841, Stamp Stock Received, on PS 1412.

2. > Enter Stock Received Detail (on 1412 pg)

3. Click in “Shipment Number” box. Enter 10-digit shipment # on PS 17 from SDO (found in top middle of invoice as “ship #”)  
4. Received from SDO/SSC: 
a. eMOVES, POS ONE, & APC offices - Click ( (down arrow) > “Receive from SDO/SSC. 
(The unit’s primary SDO/SSC unit finance # will display)   
       b. IRT offices - > Receive from SDO/SSC.  Enter their SDO/SSC unit finance #. 
       (Left side of Stamp Invoice Report) It will automatically display after 1st time.                                                                                                                                                                                                                                                                                

5. Stock received from another location: 
a. eMOVES, IRT, POS ONE, & APC offices: >Received from Post Office. Enter their 10-digit finance #.

       6.    Type in amount from invoice. > Add.
       7.    If more than 1 invoice received, repeat instructions. When finished: > Print Stock Received. > Open                

> (Printer icon) > OK > X (to close pg) > Return to 1412. 
       8.    Continue with instruction # 13 on 1st page.   

Postal Unit Overstates Stamp Stock Received Shipment in AIC 841:

      1.   > Ship to Own Unit
      2.   Enter overstated amount into AIC 848 on 1412.

      3.   Enter original 10-digit numeric shipment # that was used with overstated AIC 841.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
            (The system will display the unit’s own 10-digit finance #)(This is not available for POS or SPORT)

Post Office Ships Stamp Stock (including Migratory Bird Stamps) to SDO,SSC, or Another Location (must have prior approval from District Office): 
      eMOVES offices must: 
       1.   On consolidated 1412: Enter amount in AIC 848. > Enter Stock Returned Detail
       2.   In “Ship to”: click ν (down arrow) & click correct category. (“Ship to SDO” for off-sale stock being returned). 
       3.   Enter amount. > Add > Print Stock Returned > Open > (Printer icon) (2 copies) > OK > ( > Return to 1412.  Complete 1412.
       4.   Prepare original & 3 copies of PS Form 17 (May 2007). Enter the displayed system-generated 10-digit shipment # on the PS 17.

             Revised Form 17 requires SSC (Stamp Service Center) Location ID # - 289995-0000
       5.   Original signature & date stamp required on all 4 copies.                                                                                                                                                     
       6.   Package stock to be returned & Place 2 copies of form 17 in box with stamp stock.   Place original Form 17 with attached
             Stock Returned form in envelope on the outside of the registered package.  Retain 1 copy of PS 17 & Stock Returned forms.
       7.   Adjust stamp stock forms 3295 to reflect the stock being returned.
 SPORT offices must: 
1.   Enter the word “SPORT” in the shipment # on manual PS 17.

2.   When stock is returned to SSC, enter 10-digit finance # of SSC (2899950000) on the manual PS 17.

· eMOVES, POS ONE, IRT & APC offices must select “Ship to SDO/SSC.” The system will display the primary SDO/SSC finance #. (IRT offices only if previously set up)

· SPORT offices must enter 10-digit finance # of the SDO/SSC on the manual PS 17. 

3.   When an office ships stock to another location, enter 10-digit finance # of the other location on manual PS 17.

· eMOVES, IRT, POS ONE, & APC offices must:

· Select “Ship to Post Office.”

· Enter the 10-digit finance # of the other location.

· SPORT offices must enter 10-digit finance # of the other location on the manual PS 17.

4.   Ensure amount shipped is recorded in AIC 848, Stamp Stock Returned, on PS 1412.

5.   Ship stamp stock to the SDO/SSC or other location.
      Your “Returned Stamp Stock” is returned to you by SDO or SSC:
       EMOVES, IRT, POS ONE, or APC offices must:

1.   Report the amount in AIC 841 on PS 1412.

2.   Enter new 10-digit shipment # that is shown on PS 17 from SDO or SSC. (Don’t use original #)

3.   After correction is made, apply new registered # & a new 10-digit shipment # & reship stamp stock to the SDO/SSC.

4.   Follow above instructions to ship stamp stock to SDO or SSC.
Wrong Shipment # or amount is entered in eMoves:
Enter the correct shipment # & amount in eMoves – AIC # 841.

Return incorrect amount or shipment # to your own office ID.
Collection of Custom Fees
Field Accounting Procedures (FAP), Section 702 http://blue.usps.gov/accounting/_pdf/draftFAP.pdf
Customs Collection procedures – http://blue.usps.gov/accounting/_doc/CustomsTipSheet.doc  or from Accounting home page http://blue.usps.gov/wps/portal/accounting > Library > References.
Scroll to Quick References & Tips > Custom Collection & Reporting Tips.
______________________________________________________________________________________________
When amounts are entered for AIC 054, (left side of 1412) the Enter Customs Data Information button is activated & supporting data is required.   

1. > Enter Custom Detail Information

2. Enter the US Customs mail entry # & amount (Deduct $5.35 from total)
3. Tab or > Add/Update

4. Enter any other customs numbers.

5. When finished, > Return to 1412.
To delete a customs form:
1. On right side, under Customs Detail Info, click on line to be deleted.

2. > Delete.  Popup appears: Are you sure you want o delete this receipt? > OK 

To update or change a Customs Entry:

1. On right side, under Customs Detail Info, click on line to be changed.
2. On left side, click on information to be changed & type over the information with correct information. Click “Reset” to clear an incorrect entry before clicking Add/Update.

3. Tab or > Add/Update 

IRT & eMOVES offices:

Collect the total amount listed in POSTMASTER COLLECT field from customer.  

Combine Customs duty amount & processing fee of $5.50 (deduct Postal fee $5.35) – enter in AIC 054. (left side of 1412) This amount is included in your bank deposit.
Postal fee of $5.35 – enter in AIC 148 (left side of 1412)
These AIC #s do not show on 1412 – a 2nd sheet will generate.
 POS offices:

Collect the total amount listed in “POSTMASTER COLLECT” from the customer. Enter only the total of the Customs duty & processing fee into Customs Collection, AIC 054. (Deduct Postal fee)
POS automatically adds Postal fee into AIC 148.
Keep all PS Forms 2944, Receipt for Customs Duty Mail & Customs and Border Protection (CBP) Forms 3419ALT in your office until the end of the month, then send all forms collected to this address. 
Do NOT send custom payment. (It was included in your bank deposit): 
US CUSTOMS & BORDER PROTECTION

MAIL ENTRY
6650 TELECOM DRIVE STE 100
INDIANAPOLIS IN 46278-0001    
Undeliverable, Refused, or Unclaimed Custom Packages  
Scan ME barcode as Undeliverable, Refused, or Unclaimed. 

Detach both copies of the CBP 3419ALT & prepare package to be returned to sender. Dispatch with your mail.
Mark mail entry forms to show reason of non-delivery.

Complete a PS Form 2933, Register of Uncollected Customs Charges. Make copy for office.

At the end of the month, send the original PS 2933 & CBP Forms 3419ALT to US Custom & Border Protection (address above)

File a copy of PS 2933 & CBP 3419ALT in your office.    
(If these procedures are not followed, your office will be charged with the customs payment) 
