DOIS

DELIVERY OPERATIONS
INFORMATION SYSTEM

United States Postal Service

Delivery Operations Information System (DOIS)

Minor Route Adjustments - Job Aid

925 JuneMay20050¢ctober 24 2005September 20, 2006




DELIVERY OPERATIONS
INFORMATION SYSTEM

United States Postal Service

Job Aid

Revision History

Date Author Description

5/25/2005 Jack Sheridan/Naomi Rook Initial creation

8/9/2005 Rick Helser Minor changes to text

10/24/2005 Chatrlie Fisher Minor changes to text

8/24/2006 Naomi Rook Addition of MSP instructions

09/08/2006 Naomi Rook/David Fontanez Minor changes to text/Post Adj. Checklist

09/20/2006 Naomi Rook Additions to Initial Prep and Common
Issues

| "254 MayOctober 2005

Page 2 of 28




INFORMATION SYSTEA
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United States Postal Service

1.0 Overview
This document describes the steps to perform a minor adjustment in DOIS.

1.1 Definition

There are two types of minor adjustments in DOIS:

1.1.1 Normal minor adjustment i Routes are adjusted by transferring territory
between routes, using current route data in DOIS.

1.1.2 Restricted minor adjustment i Restricted adjustments are sSolely for the
purpose of adjusting route base information such as base office and street time.
No territory can be transferred between any routes._Router time can not be
edited in a Restricted Minor. If Router time will be involved in the adjustment,
leave the Restricted Minor Adjustment box un-checked.

1.2 Initial Preparation
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1.2.1 Ensure that Address Management Systems (AMS) has been notified and there
are no Electronic Edit Sheet (EES/WinSSl) transactions pending AMS approval.
Pending EES transactions will prevent a successful database lock.

1.2.2 Ensure that there is not an existing effective date in AMS for any ZIP Codes
involved in the adjustment. If an effective date already exists in AMS, it will need
to beremoved usingthe A Acti vate Currento function wit
effective date is removed from AMS, DOIS will then lock overnight. However,
the Select Method for Transfer button will not be available until the Monday
following the lock date.

1.2.11.2.3Ensure that each route that will be involved in the adjustment has a Full PS
Form 3999 on the Mainframe, and that each 3999 has been properly edited.
You can not adjust any route that does not have a 3999. Nor can you add a
3999 once the adjustment has been defined.

1.2.21.2.4Plan to define the Minor Route Adjustment in DOIS on a Friday. The default
lock date for a Minor will be the Friday of the following week. However, you may
re-set the lock date for the current Friday. This will allow you to begin the
adjustment the following Monday. DOIS assumes that you have conducted
carrier consultations before defining the adjustment.

1.2.31.2.5Identify office/street times and manual office factors for each route.

1.3 Common Issues

Current 3999s for routes to be adjusted must existbe on the Mainframe in DOIS before
the minor adjustment is defined. _Adding one after an adjustment is defined will not be
possiblerecoghized byin DOIS. You must first cancel the adjustment, then add the 3999
(on the office side) and save to the mainframe, then define a new adjustment.

Route IDs in DOIS must match those in AMS before route adjustments can be
implemented successfully. Contact AMS prior to implementation to ensure that they
have not changed any route numbers, or that no extra route numbers exist in AMS that
do not exist in DOIS. E v e n AMSronfe 1Dg idvolving no sector segment or
delivery point information will create a problem for the DOIS implementation process.
Route numbers may only be changed in AMS after the status of the route adjustment is
changed in DOIS from fin Progressoto implementeda

Constant communication with AMS is necessary for a smooth route adjustment
process.
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2.0 Procedures

2.1 Define New Adjustment

Go to the application tab on the DOIS Menu bar and select the Route option. (NOTE: If
your DOIS profile is Route Inspector, you will automatically come to this screen when
you log in to DOIS). This will take you to the Route Inspections and Adjustments
window. Click on the Deflne New Ad|ustment button —NOTE—You-make-thissound-as

_ o] x|

— Adjustrent Criteria

Adiustrment: MINOR Adjustrment Details
Status: Implemented __| Edit Adjustment

__| Change Status
Start Date: 7T

__ | Define Mew Adjustment
End D ate: 0B/23/2003 __| Select Adjustment
A4S Lock Date: 07/04/2002 __| Change Delivery Facility

: _| Facility Inzpections and

AMS Planned Implementation:  08/07/2003 Adiustments Status
Maote - There are no territary moves allowed in thiz Bestricted Minor Adjustment.

Current Facility: 98671 WwWisSHOLGAL

Wwiorkbench LCloze

Figure 1

2.2 Adjustment Type

See figure 2. Select the type of adjustment by toggling to Minor Adjustment. Select
your Start Date by toggling up or down on the boxes next to the date. The Lock date
will automatically default to the following Friday. The Planned Implemetation date will
automatically default to 45 days for Minor Route Adjustments, however AMS will select
an effective date. If your Minor Adjustment is for the purpose of editing office and
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| street times only, and will not require territory moves_or router time, --check the
Restricted Minor Adjustment box.

Note: Once the Lock Date is reached, AMS-and-the Delivery-Unitare-no-longer
able-toprocess-Edit Book-changes—Edit book changes or EES/WINSSI

transactions can be submitted to AMS for processing, however, these
transaactions will not process until the adjustment is implemented.

efine New Adjustment x|
r—Adjustment Type Toggle to "‘T Lock date may be
Tope: |MINOR ADJUSTMENT E o changed to the
, Toggle to Minor current Friday on
Define New Adjustment — x|
. chanz,.u 1o the
~ Adjustment Type [ fiandom Lot Selection current Friday on
. [MINOR ADJUSTMENT N Minor route -
Type: | Rotate t¢ Rotate to - Only c€heck this
properd proper date. | Only cCheck this box Minor
| -~ Adjustment Date — your Minor It does
. [12nezzo0 = : 12/26/2003 - ) 3
. : Start Date: | Lock Date: j r Adjustment does not
Click here End Date;  12/19/2003 Planned Implementation: 02/02/2004 | include territory oves
to select : _ moves_or router time.-
- Define Routes to Adjust
routes.
2IP Code: 98671 =]
. | Routes InZIP Code Routes To Adjust
Click here " |Route |Reqgular Carrier # Route |Regular Carrier
to select » |71002 |ME CUSTER Move i ) [71001 |C & MARPLE
rOUteS rniitoac Nuar > | 71003 |K L TOWNSEND
c 71004 |AUXILIARY
Move |
routes over
with these < |
buttons.
Help I oK Cancel
Figure 2

2.3 Define Routes to Adjust

The next step is to select the routes that will be involved in the adjustment. The top
double arrow will automatically move over all routes. The single arrow will move over
routes one at a time. To move routes individually, click in the gray area to the left of
each route desired and then use the single arrow to move each route to the Routes to
Adjust screen. Click OK, and you will be automatically returned to the Route
Inspections and Adjustments window as shown in Figure 1. Click on the Workbench
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button to open the Inspections and Adjustments Workbench window. Since all Routes
Lock in AMS, all routes should be selected for part of the adjustment. You cannot add
routes once you start.

2.4 Select/Edit Office and Street Times

Selecting/editing office and street times are the last steps DOIS will allow you to

complete before the lock date.
oute Inspections and Adjustments Workbench - |EI|5|

Selected Adjustment
Adustment: MINOR Start Date: 1:2/19/2003 A4S Lock Date: 1242642003
Status: In Progress End Date: 12/19/2003  AMS Planned Implementation;  02/02/2004

Click here to Select/Edit
Office Time. A new I

Fleports/Farms Menu

ind il — Conduct Inzpection — Data Transfer
window will appear. .
. _ | 1838C Data Capture and Maintenance | Configure Workstation
Frdrigunn rnsgig HI'ICII_‘,'S|S _I 3999 Data Eap[u[efSumma[y
OCD Transf
_| Examiner Dbservations and Comments — e
; _ ] 1838-C/0bservations and
. wze Data takedmplement &djustments [ Comments Data Transfer
_ | Select Method for Transfer =
it Office Ti 3939 Data Transfer
| Select/Edi Difice Time _ | Create Adjustment Scenarios
|__Select/Edit Street Time |__Boute Base [nfomation Maintenance L_OBS Tranatar
elect / Edit Office Time - |EI|1|I
Rioute Murnber: I 'I Dizplay | =

Edit Line ltems
Line | Std | DOl |&wW 01| Rep Justification

Wiew Dbzenations =
and Comments... -

Wiew kel Yolumes...

Display route

— Office Times

X Justification
1840 Awg MNet Time Used:

1840 Awg Standard Time:

Selected Office Time:

Line ltem Time Adjuztments:

| 254 " Maodified Office Time: M = g—e 7 of 28
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| Once you have the desired Office Time, click on the Save button and then click on the
Close button. Follow these steps for each of the routes in the adjustment.

- Route Inspections and Adjustments Workbench

Select/Edit Street Time

Route Number: ID?UU3 vl Display I Display route

Justification:

In accordance with the M-39, the updated time is
more representative of the actual street time as
recorded in the Summary of Minor Adjustments

€ 1B40E Time 00 Ve

Adjustu. min . _
. : ; Adjust the spin box to edit
1840-B Time Including St. Aux. 00 . L

ettt editbase su. o se street ime. Press B

Presstabto er '+ enter a justification .
justification in t

in the box provided. £

~ Street Time Selection

Lif
€ WIE[ 1840 Time

Street Time for Adjustment

1> provided. Da
’ Adjust the spin box to edit
base street time. Press fre
tab to enter a justification
in the box provided. tF
Save Close

Once you have the desired street time, click on the Save button and then click on the
Close button. Follow these steps for each of the routes in the adjustment.
(Justification comments are required before you can save)

Note: The remaining route adjustment steps may not be
completed until the Monday following the lock date.
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2.5 Select Method for Transfer

On Monday following the lock date open the View Transfer Method window by clicking
on Select Method for Transfer from the Workbench window. This enables you to

| determine the method of transferring office-and-street times. Clicking on the Edit
button, will enable you to put in office factors for the movement of office time. There
sheuld-already—must be a current PS Form 3999 on record which will be used to
calculate and move al-efthe-street time.

Check ZIP code,

and click to
T2 Vew Transtr Method DY OUES 1o)X
ZIP Code: |__535;a1 v[ Ul '|
Wil w0l Wil WOl 3933/ | W0l 1340/
Route Eurrentf—‘«jssigned 2999 | w0l 3999 Carer 3939 1880 | WOl 1840 Carier Same Carer | 5ame Camier | Office Factor Method for | Office
Carrier ] IEARER e Current Data| Curent Data Transfer Factor
[ndicatar .~ | Indicator : :
[huration Indicator | Indicator

71001 | MARFLE C & i i N M 0.00

71002 | CUSTER M E i f i fi 0.00

1003 TOWHSEND KL | M f i fi 0.00

71004 | aLILIARY ROUT) M f i fi 0.00
Office factors are
required for all routes
shewing-0-00in the zone.
Factors may be present
from previous adjustment.
To edit office factors, click
on the Edit button below.
The Edit Transfer Method

Clear Al | Frint Cloze
| N |
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2.6 Edit Transfer Method

Edit Transfer Method

Route Mumber: I;--||:||:|-| vI Display |

i Select Street Transfer Method——— — Select Office Transfer Method

=101 %]

£ W01 399975 ame Carrier [ w0l 1840/5 ame Carrier
&+ Current 3999:Time By Segment " Percent of Total Factar |0
Drate of Current 3333; Igﬂ 1,/2003
f* tanual Office Factar 23
on the

button. The date of the ration Office Justification

most current 3999 will
appear in the box. If no
date appears, you are
missing a 3999 for this
route and you will not

be able to

the adiustment.

19 on mainframe. Office factar chozen for adjustrment

proceed with

Save Clogze I

Display the route number, and click on Current 3999. The 3999 will be used to
calculate your street time. The office factor is calculated by taking the number of office
minutes minus the fixed office minutes, divided by the number of deliveries. Input the
office factor and save for each route. When finished, close this window and print the
entire zone for future reference in the adjustment by clicking on the Print button from
the View Transfer Method window.

Note: You must enter the manual office factor for each route in the Zone, even if
all of the routes are not included in the adjustment.

Comments are required to be able to save.
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2.7 Create Adjustment Scenarios

The next step is to Create New Scenario. By clicking on this, the following window will
appear. This window displays the office and street times chosen by Management to be
used in making the territorial changes. Make sure the Zip Code field is displayed and

then click on the Display button.

I Create Adjustment Scenarios

ZIP Code: |93'3?'1 :I'

Dizplay |

=101

Scenarios

Mew Scenario...

Edit Scenaria..

[Delete Seenanio

Linked A dustments

Erint 1840-Heverse

Select For Implementation

Totals

Route | Ofice Time | Stieet Time | Tota Time | Alied Time | PDs | 262 | Reseqng Submit ForAppoval |
71001 271 e 200 0.00 B7a 0.2
71002 215 545 &0 000 784 023 . o |
71003 210 ) 500 000 g8 023 LEieE ETEe It
71004 153 251 544 0.00 W5 023
Submit Ta s |
Click here.
Totals: 8:39 21:05 29:44 0:00 2834

I Clear A1 |

Cloze |
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By clicking on the New Scenario button, the following window will appear.

If it is necessary to edit
times after you have

moved territory, you must
provide a justification for

doing so in the

ACAMMmant e A h ¢ ﬂ
Scenano 02
Total . _ ';;l?mm vl Diisci Trdl | Total | Office | Stest | Ofc [ Res «
Route Tine 39937 . : &l Block Murnber / Street Name Pat | Tine | Te | Time | Fact | Cther—
7001 g00fy _val Adi Bouter b [1-33 1BTHST 0 | om| ooo) 00043 023 0
1002 &:00)Y Office;: 221 |2:21 :II 0:00 :|| 200-298 BTHST E 02 0000 GoZ2m| 023 a
1003 &:00)Y s e BOO-638 C5T E 003 001 002150 023 1]
71004 E44)Y sfieet 533 533 = 201-239 7THET 0 | oo o0 o003 023 0
. 77 - 757 BST a 005 003 07148 023 a
Allied:  0:00 IEI:EID
i 236-236 FTHET E 003 002 o012 023 0=
Toias 800 800 000 4] | o
Highlight sector segments and use these Find stest: | Totalselected value
arrows to transfer territory between routes.
[T Displ | Trel | Total | Office | Steet | Ofc | Res <
Floute: | A : i Elook Mistezrs e s Pat [ Time | Time | Time | Fact |Other™ |
Eval Adi Houter B |1601-1693 EST a 001 0:00) 00450 023 07
Office: 215 |2:15 :II |E|:EIE| :II 1601 -1539 E ST d 001 0:00) 000350 023 a
. 1401 - 1433 E 5T 0 01| 000 000450 023 0
Sheet %43 %45 1301-1393 E5T 0 | w02 wot] ootoof 023 O
: 12011299 EST a 000 0:00) 00250 023 a
Alled: 00 [0 1107 - 1199 E 5T 0 | 003 oo ootsE 07 o
Tods 800 500 om0 (4] | °
Create New Paute | Find street: I Total selected value:
Help | Justify changes to office Commerts Save | Close |

or street times.

This window is where the adjustments to the routes will be completed. The current
3999 is displayed on the right side of the screen with times that will be used for the
adjustment. As you move sector segments from one route to another, the office and
street times automatically increase and decrease reflecting the changes. When you
have completed the transfer of territory, you will have an opportunity to make a final
modification to office or street times. However, it is preferrable to set these during the
Select/Edit office and street phase of the adjustment. You must justifiy any changes to
the DOIS computed times by clicking on the Comments button and typing in your

| "254 MayOctober 2005
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justification. When you have finalized the territory movement and are satisfied with the
office and street times, click Save. Click the Close button to return to the Create
Adjustment Scenarios window. You may create up to five adjustment scenarios.

2.8 Select for Implementation

The next step is to review each scenario and determine which scenario to implement.
To select a scenario for implementation, highlight the scenario and click Select for
Implementation. When the DOIS message box appears, click YES. Notice thata 'Y
appears next to the scenario selected for implementation. After you have selected a
scenario for implementation, the next step is to create the appropriate summary and
adjustment reports, such as PS Form 1840-Reverse and PS Form 3998-Unit Summary.
Click the Print 1840-Reverse button. After printing out your 1840-Reverse forms, click
the Close button to return to the Route Inspections and Adjustments Workbench.

Delivery Operations Information System (DDIS)
File Application Cptions  Window  Help

Create Adjustment Scenarios

ZIP Code: ISBETI "'l Dizplay |

Scenarios Route | Dffice Time | Stieet Time | Total Time | Alisd Time | PDs | 915" [ Reseqind | Submit For Appraval |

Evaluated Factar
> 71001 215 B4l 755 0:00 a7z 023 hs

71002 215 545 801 0:00 785 0z3] v . - |
71003 210 B0 &:00 0:00 B2E| 0.23 LS SEMIEIEE e
71004 1:54 %F 545 0:00 48] 023

Gubmit ToAbs |

Mew Scenario...

Edit Scenario...

Edit existing scenarios.

Delete Scenario

Linked Adjustments

Print 1840-Reverse 1840-Reverse

Select For Implementation

Totals: 834 21:.07 2341 000 2834

Clear Al | LCloze |

Highlight the scenario you
choose to implement, and
click here.
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2.9 Reports and Forms

Print an updated PS Form 3998 by accessing the Reports/Forms Menu.

Click here to
Route Inspections and Adjustments Yorkbench access PS
Form .
— Selected Adjustment 0 hie
Adiustment; MINOR Start Date; 12/13/2003 AMS Lock Date:  12/413/2003
__| RepartzdFams Menu
Statuz: In Progress EndDate: 12/13/2003  AMS Planned Implementation:  02/02/2004

—Adjustment Functions

~Advance Preparation———————— - Conduct Inspection ~ D'ata Transfer
_| 1838-C Data Capture and Maintenance | Configure Workstation
_| PRandom Timecard Analysis | 3993 Data Capture/Summary
_ | Esaminer Dbservations and Comments HLD T
1838-C/0bservations and

—Analyze Data ~ Makedmplement Adustments

_ | Select Method for Transter

Camments Data Transfer

[N U R (W R

o] sesdilidtize ins Create Adjustment Scenarnios S e
_ | Select/Edit Street Time _| Route Base Infarmation Maintenance DRS Transfer
| DPS Volume Impact _ | Mon-Delivery Paint Maintenance
_ | MSP Baze Information Maintenance
. _ x|
Current Facility: 98671 wWASHOUGAL ~Reparts Cloze |
| FRoute Pefamance Non-Delivery Point Changes
| Route lnspection Summary | 52 DayImplementation Plar

2| UnitRecsp | Adjustment Analysis

| Route Delivery Point Sequence

- Forms |
| 1838 - Camier's Count of Mail __| 1840-Reverse 1840-Reverse
3998 RepOI’t ~ _I 3998-Unit Suramary ’

Help I Close I
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PS Form 3998

United States Postal Service

Unit Summary of City Delivery Assignments

City and State: AP + 4 Code Date
WASHOUGRL WA, 93671-3993 01022004
Delivery Unit Countz and Inspedions Made Fram To
93671 12192003 12192003
Section 1 - Letter Carmiers Before Adjustments Proposed Changes After Adjustments Total Mam be 1ot o ntes Ink: ek by Penceytor
Wwmberot | MetTom! | Mamberof| Mimber | Mamberot| Toml Exceeding the HJ?:" P"Ec'l::':"'r
Ssrigeme v | Tme Uzed | sszigement| ofHones | Aszime k|  Hoaos M m am Dnued@
DAILY | WEEKLY DALY oA LY DALY | WEE KLY OTE: Time Allowed e
@ o o0 @ © @ o
1. Full-Time Regular Routes 3 144 00 i} 0.0o 3 14400 ]
2. 2udlisry Routes 1 3440 1] 0.0 1 34.50
- Dalky g,
3. Routers Ass:gnm ents i} 0.0o i} 0.0o 0.0o o ]
4. Totals 4 178.40 0 0.0z 4 178 50 298 100%
5. Describe adion takenta eliminste excess office time.
i Bebre sdEmert it ATE FAdNETe 1t @ tLpaRd e o
Bvghess | Resiewtml | Bugless | Resdentdl | Buzhesz [ Restertal
Ter Tier Tier
i e a5 I a5 I 1} 1}
6. Total P oesible Deiveries DJD CI!D DI!D
o5 | 17ee o5 | 17ee 0] o
HOCED HOCED HOCHD
15 | 646 15 | 648 0] o
Te Tz it Te riz it T rent
0] 0w N T
7. Totals EIE e Anidpaed
T4 34 i)
5. Delivery Yolumes letes @ | DPZ M FoE =4, i Torlvolime &
- Before Adjustrments Aher Adjustments
Section 2 -_Pal_‘cel Post Total TollHowre eekly | Proposed | Total Total How & Lk ek by
and Comrbination Routes R':Eénjeg T T e il_!nEDJ'DLEEGS H:.(gges ek |
] © 1dy u]
1. Full-Time Regular Routes
2. Audliary Roues
3. Ausdliary Assistance to Complete Deliveries
Mon | Tue | Wed | Thur Fri Sat

After printing the 3998, select Next to close this form and return to the Route
Inspections and Adjustments Workbench. You can add or edit data by clicking in one of the

boxes
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2.10 Maintain MSP Information

MSP Scan points associated with territory that was moved in the Create

Adjustment Scenarios are automatically deleted. In some cases, this will cause the

number of scan points to fall below the minimum required 4 street scans. (This is only

possible during the adjustment process.) Click on MSP Base Information Maintenance

from the Route Inspections and Adjustments Workbench, or MSP Maintenance from the

Route Re-sequencing window to review the status of remaining scan points and add

new points as necessary. The scheduled scan time will remain 12:00 AM until a new

pivot plan is created after the adjustment has been implemented.

Route Inspections and Adjustments Workbench

=0 x

— Selected Adjustment
Adiugtment; MINOR

Statug: In Progress

Start Date: 1241942003 A5 Lock Date:
End Date: 12113/2003  AMS Planned Implementation:  02/02/2004

1241942003
__| Reparts/Farms Menu

— Adjustment Functions
—Advance Preparation

_ 1| FRandom Timecard &nalvsis

— Conduct [ngpection

_| 1838-C Data Capture and Maintenance
_ | 3999 Data Capture/Summarny

_ | Examiner Observations and Camments

—Analyze D ata

_ | Select/Edit Office Time
_ | Select/Edit Street Time

_ | DPS¥olume Impact

— M akedmplerment Adjustrments

Click here to maintain il

— Data Transfer

_| Configurs 'Warkstatian

_| CCD Transfer

« 1838-C/0bzervation: and

_ | Select Method for Transher MSP points. MSP can

Create Adiustment Scenaio:— alSO be maintained in the

Route Re-sequencing

Mon-Deliven Point Maintenance

_ | PRoute Baze Information Mainten
M
|

window.

MSF B aze Information taintenance | ‘

Current Facility; 98671 WASHOUGAL

Cloze |
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Note: If MSP scan points are not maintained during the route adjustment
process,therouted s cont ai ni n gstréeesewanmpoiritshvallncominue to
do so after implementation. Consequently, the next time MSP Base Information
Maintenance is accessed, users will be required to add scan points as necessary
to bring the routes back up to a minimum of 4 street scans. If the user exits out
of the window without doing so, ALL of that routed s s po@ts (office and
street) will be deleted. Until the scan points are added back in the route will be
considered AdndepMBReidn WebEI S.

Route Murmber: | 22007 - g

tdahaged Service Points

=]

Sched
Interval
0:00

Saturday
Mon-Delivern

Sched Time
12:00 AM

Address Label Location

[ Hot Caze

Diepart to Route Ot Dioor 12:00 Akd .00
Address 52w SPRING 5T Box Lid 12:00 Ak 0:00 M
Address Fioz L - : !

Address
Rietum to Office

This rouke does nok meet minimum MSP data requirements, Closing this window wil
. result in all data For this route being lost, Are vou sure vou wish ta close this window?

2.11 Submit for Approval

After you have inted
reportsmaintained MSP scan pomts and—yeuhaveueleerded—t&submlt the selected
scenario for the area/district approval. (Remember, you will have an additional
opportunity to Maintain MSP at the route re-sequencing stage.) Then, return to the You
must-elick-the-Create Adjustment Scenarios window to Submit for Approval. butten

and-click-Submit forapproval: hwould-delete-highlyrecommended-to-if the-adijustment

is-approved-you-cannotre-sequence-theroute(s)

Delivery Operations Information System {DOIS) Jﬂ
File Application Options Window Help

Route Inspections and Adjustments Workbench

|fSelecled Adjustment



DELIVERY OPERATIONS
INFORMATION SYSTEM

United States Postal Service Minor Route Adjustments - Job Aid

elivery Operations Information System (DOIS)
application Options  Window Help

File

oute Inspections and Adjustments Workbench ={0) x|
— Selected Adjustment

Adjustment: MINOR Start Date: 12/19/2003 AMS Lock Date:  12/19/2003

Repe-'s/Forms Menu
Status: In Progress End Date: 12/19/2003 AMS Planned Implementation:  02/02/2004

— Adjustment Functions
—Advance Preparation——————— [ Conduct Inspection

| 1838-C Data Capture anc Click here when you are
ready to submit for approval.
Note: Once the adjustment
is approved, you will no
—Analyze Data — Make/lmplement Adjustments — Ionqer be able to edit the
Select Methadfor Transt  scenario nor resequence

Create Adjustment Scere the rou te‘ S ) .

| Select/Edit Street Time Route Base Information Mantenance | DRS Transfer

= & arcl & s
1 Random Timecard Analysis | 3999 Data Capure/Sur

| Exammnet Observations al

| Select/Edit Office Time

Non-Delivery Point Maintenance

| DPS ¥olume Impact

MSP Base Information Maintenance

Current Facility: 98671 WASHOUGAL

reate Adjustment Scenarios ) ] 4|

ZIP Code: ISSE?'I "I Display |

Scenarios || Route |Office Time | Stiest Time | Total Time | Alied Tme | PDs | 02® [ eseqing EubmitForﬁDDrwal|
Evaluated Factor
y 100 775 540 TG T T2 023 7
71002 215 545 £ 00D 76 023 ¥ T
71003 210 550 800 .00 g8 023 —l— i
71004 154 351 545 000 43 023

Subrmit Tim AR S |

MNew Scenaria...

Edit Scenario...

Delete Seenario

Linked ddiustments

Frint 12340-Reverzse

Select For Implementation

Totals: a:34 21.07 2941 0.00 2834

I Clear Al | Close |

2112.12 Re-sequence Routes
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| You will-netice the The Re-sequence Route button is now enabled. Any routes
included in the territorial adjustment will be marked with a Y in the re-sequence
indicator column to indicate that their route structure has not yet been reviewed. Click
the Re-sequence Route button and the following screen will appear.

‘ Re-sequence indicator of
Y means you have not yet

A blnim e bm I=il e

=10]x]

: Create Adjustment Scenatios

!
ZIP Cade: |9357"1 - Display |

Scenarios Route | Offce Time | Stest Time | Totel Tine | Alisd Time | PDs | OM%% [ Rassqind | Submit For bppioval |
Evaluated Factar
» 100 215 540 Fitala] 0:00 are 0.23 Y
700z 215 T B:01 0:00 e 023 Y | o — |
71003 210 550 500 0:00 828 023 DE-SEquEnce NoLTe...
1004 1:54 251 ] .00 243 d
Once you click 0O SubmitTosMS |
. Appr ov al 0;sequehce iF
MewS N .
L Jtanar | Routeo button is
B e | here to begin the re-sequencing
process.
[Je|ete Scenario |
Linked Adjustments |
Frint 1840-Reverse |
Select For [mplementation |
Tokalz: 034 21:07 23:41 0:00 2834

| Clearl | Closs |

Note: If ¥you may-choose not to use the re-sequencing function in DOIS-,
Hhowever;-you will still need to display and save each route in the re-sequencing
window below and submit to AMS._Re-seqguencing can wil-then be done by AMS
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INFORMATION SYSTEM

United States Postal Service Use this button to  1OF Route Adjustments - Job Aid

return to original
sequence.

Route Re-sequencing

Route Hurmber: I?mm T| Display | Refiesh I

— Route Stucture —Elementz to Re-sequence

fl-- ] g8 200-298 BTH ST j
-] %8 EO0-698CST

[188 201-299 7TH ST
[Iss 757-757E 5T j

-] 48 236-236 7TH 5T
e [ 88 200-298 7TH ST j

&8 300-333 6TH 5T
%8 G00-635D ST
-~ []88 301-3997TH ST
%8 700-793CST
&8 200-293 FTHCT
~[]%8 700-733C ST Use the buttons below
~[]88 200-2338TH &T to print Delivery Point
~[] 88 203-2038TH 5T Sequence Reports
o ]88 207207 8TH 5T before and after re-
%Hg 31 1531; gm g sequencing. If territorial
errors are encountered,

you may edit the
scenario as long as it

Feme o | uppamige | has not been approved. Remove NDOP | MDP atribute..

Up | g Beverse lp | ] Feverse

Help | MSP Maintenance Brint DF Sequence Print DP Changes | Save Cloge

| First-selectthe correct—Select the route number from the drop down list box. Next,
click the Display button to display the most recent route structure. You will now be
able to expand and contract sector segments in order to view the delivery points.
Users may reverse the order of all delivery points within a sector segment by clicking
the Reverse button in either the Route Structure or Elements to Re-sequence grid. Use
the Up and Down buttons to change sector segment and delivery point order.

Note: Users must display the current route structure in the Route Re-sequencing
window and click Save for every route even if no changes are made to the
delivery pattern. This will ensure a complete data transfer to AMS.
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Expand the sector segment by checking the check box to the left of that sector
segment. Notice that the sector segment has now expanded to show its exact
components. In order to focus on the elements within this sector segment, click the >
button.

oute Re-sequencing

Foute Murnber; |?1 ooz vl [Dizplay | Refresh
—Route Stucture ~ Elements to Re-zequence
- []88 GO0GIBH 5T ﬂ = 13001398 G 5T
- (]88 FO0798H 5T el
o (188 TAETAEH ST o asT
- []88 700798 H 8T . o IGST
- (]88 S00-898H 5T Click here j
[ []§8 701-7999TH 5T
[ — DH, 900993 G 5T
[ %8 10001098 G ST j
[ ]88 11001198 G 5T
- []§8 B01-63912TH 5T
- ]88 11011193 E 5T
[ [] 88 500598 12TH 5T
[ [] 88 BO0-G38 12TH ST
- [ 48 12001298 G 5T
[ ] 4 1400-1498 G 5T
[ ] 88 15001598 G 5T
[ %8 1600-1698 G ST J
- []§8 B01-63917TH 5T
[+ 1 %8 1601-1693 F 5T j
Up | Down|  evere = J|Be )
Remaye MO | WOE Stibute.. Remove HOE | WMOE &ttitute...
Edit or add Non-Delivery
Help | k5P Maintenance | Br Point informatio.n here_, save e
— such as Collection Point
and Relay.

If you did not maintain MSP
from the Workbench, you will
need to do so now.

Upon completion of re-sequencing, ensure that all MSP maintenance is completed.
Please refer to section 2.10 Maintain MSP Information found on page 15 of this
document. Ssave the new route structures and then elick-on-Close.
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2122.13 Submit to AMS

Once the route adjustment process is completed and all re-sequencing is completed,

notify the District Area Approver-thatit-is-hew-safe-to-approve-yourroute-adjustment—

Fthat the adjustment is ready for approval.

Remember: Once your route adjustment is approved, you will no longer be able
to edit the scenario.

You may check the approval status by clicking on Facility Inspections and Adjustments
Status from the Route Inspections and Adjustments main window shown in Figure 1.

| Follewingapproval-Once the route adjustment is approved, yeu-rew-mustclick on

Submit to AMS.

eate Adjustment Scenarios

ZIP Code: |5'35?"1 :|*

[izmlay |

=10] %]

Scenarnios

Evaluated
} h

Subrmit For Approsal |

Re-zequence Route... |

[ew Scenaria.,

Edit Scenarna..

[Ielete Scenario

Linked Sdjiustments

Erint 1840-F everse

Select For [mplementation

Submit Ta AMS |

e || e el S T | el | aee e s FE';f:"f; s e
71001 15 B4l 755 T a2 0z 7
71002 215 E46 &0l 000 7 0z Y
71003 210 550 &0l 000 628 023
71004 154 351 £45 000 M3 02

Submit to AMS

Totals: 23 21:07 29:41 00 2834

| Clezr & |

Cloze |
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2-132.14 Implementation

Following approval and submission to AMS, you must select and implement the route
| adjustment the night-day befereprior to the scheduled effective date. Click on Select
Adjustment and Change Status from the Route Inspections and Adjustments window.

| Delivery-Unit-In Plant Support must update sort plans the day prior to the
adjustment effective date.

ute Inspections and Adjustments - II:Ilil

—Adjustment Criteria

Adiustment: MIMORE Adjuztment Details
S I “mted __ | Edit Adjustment

2. Change status to 0 __| Change Status
T o § __| Define Mew Adjustment
End Crate: ]’:JS‘GJ?‘C-I—‘ __| Select Adjustment
AMS Lack Date: 070442007 __| Change Delivery Facility
AkS Planned Implementation: 08/07/2003 — Eﬂgﬁlmlgﬁiegt:;ﬂz ane

Mote - There are no teritory moves allowed in thiz Bestricted Minor Adjustment.

Current Facility: 98671 WaSHOUGAL

Wwhorkbench Cloze
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2142.15 Route Base Information Maintenance

Update Base Information

Update route base
schedules prior to
updating pivot plans.
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