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A COMMITMENT TO DIVERSITY 

 
The Postal Service is committed to fostering and achieving a work and learning environment that 
respects and values a diverse workforce.  Valuing and managing diversity in the Postal Service 
means that we will build an inclusive environment that respects the uniqueness of every individual and 
encourages the contributions, experiences, and perspectives of all people.   
 
It is essential that our work and learning environments be free from discrimination and harassment on 
any basis. 
 
In our classrooms, on the workroom floor, in casual conversation, and in formal meetings, employees 
and faculty are asked to encourage an open learning environment that is supportive to everyone. 
 
Course materials and lectures, classroom debates, and casual conversation should always reflect the 
commitment to safety and freedom from discrimination, sexual harassment, and harassment on any 
prohibited basis. 
 
Instructors have a professional obligation to provide a safe, discrimination free, and sexual 
harassment free learning environment. 
 
Class participants are asked to support zero tolerance of behavior that violates these commitments. 
 
If you find course material that is presented in the classroom, or in self-instructional format that does 
not follow these guidelines, please let an instructor know immediately. 
 
If classroom discussions do not support these principles, please point that out to the instructor as well. 
 
Diversity is a source of strength for our organization.  Diversity promotes innovation, creativity, 
productivity, and growth, and enables a broadening of existing concepts. 
 
The Postal Serviceôs policy is to value the diversity of our employees, customers, and suppliers; to do 
what is right for our employees and the communities we serve, thereby ensuring a competitive 
advantage in the global marketplace. 
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Route Inspections and  
Adjustments Reference 

1 Formal/Special Route  
Inspections & Adjustments 

 Introduction  

 There are two different ways to access formal route adjustment 
functionality when logging on: DOIS and DOIS-Laptop. 

 The following lists the attributes of both: 

 
 DOIS   DOIS-Laptop 

- Accessed to conduct - Accessed to conduct 
 both formal/special  formal/special  
 and minor adjustments  adjustments ONLY 
 
- Does NOT run in - Runs in standalone  
 standalone mode *  mode 
 
- Must be connected - Can be connected  
 to the mainframe  to the mainframe 
 via Associate Office  via Associate Office 
 Infrastructure (AOI)   Infrastructure (AOI) 
 or dial-up   or dial-up 
 
- Provides access to - Provides access to  
 ALL route inspection  LIMITED functionality 
 and adjustment functionality      (only functions  
   associated with week of  
                                                          inspection activities) 
 
- Runs on a PC or a Laptop - Runs on a PC or a Laptop 
 
*Standalone mode:  Laptop or PC does not need to be connected to the 
mainframe.  
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DOIS 

 

 Users should be logged on to DOIS as a route inspector.  This will 
give them access to route functionality for all facilities in the district.   

 Most of the steps involved in the adjustment process must be 
performed by accessing the route side of DOIS via normal logon with 
mainframe access.   

 Laptops and PCôs can be connected to the mainframe via AOI 
connection or by dialing into the LAN. 

 When logged-on normally, users will utilize the Route Inspections and 
Adjustments Workbench as shown below. 

 

DOIS ï Laptop / Standalone 

 

 Certain functions associated with week of inspection activities 
(e.g. loading/editing 3999 data and entering/editing 1838-C data) 
can be performed by logging on to DOIS-Laptop.   

 Once the necessary data has been transferred from the 
mainframe to the computer (see data transfer processes) these 
functions can be performed without having to be connected to the 
mainframe.  This is known as standalone mode. 

 
 
 
 
 
 
 
 

Note: 
Supervisors can 
only access route 
adjustment 
functionality for 
their specific unit.   
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 In order to access standalone mode, when logging on to DOIS 
users will select the DOIS-Laptop option and check the 
Standalone checkbox. 

 

 When logged on to DOIS-Laptop, users will utilize the Route 
Inspections and Adjustments Laptop Workbench as shown below. 
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Data Transfer Processes 

 

 An extremely high volume of data is involved in a route inspection.  If 
the mainframe is utilized to execute each function the application 
would run very slowly.  Therefore, functionality exists in DOIS to 
transfer the data necessary to a Microsoft Access database on the 
hard drive of the route inspectorôs laptop / PC (known as the 
ñworkstationò).  Apart from dramatically enhancing response time, this 
process also facilitates the ability to operate DOIS in standalone 
mode.  

 

Mainframe

DB2 Database

Workstation

Data download

from mainframe

to workstation

Data upload

from workstation

to mainframe

 

 The following functions are used to transfer data to and from the 
mainframe and the workstation: Configure Workstation, 3999 Data 
Transfer and 1838-C / Examiner Observations and Comments Data 
Transfer. 

 
Configure Workstation 
 

 This process is executed before the week of inspection and transfers 
all the data necessary to conduct the inspection to the workstation.   

 This must be performed before the user can utilize the 1838-C, 3999 
and Examiner Observations and Comments functions. 

 This process only has to be performed once.   
 
 
 
 
 
 

Note: If multiple 

computers are 
being utilized to 
conduct the 
inspection, the 
configure 
workstation 
process must be 
performed on 
each computer. 
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1838-C/Examiner Observations and Comments and 3999 Data 
Transfers 

 

 Data entered for the 1838-C, Examiner Observations and Comments 
and 3999 functions is saved to the workstation.   

 At the end of the week of inspection the data must be transferred 
from the workstation to the mainframe using the 3999 Data Transfer 
function and the 1838-C/Examiners Observations and Comments 
Data Transfer function. 

 This must be performed before the user can view and edit the 
evaluated office and street times. 

 If a user wishes to make further edits to this information, the data 
must be transferred back to the workstation. 
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 Process for Conducting a Formal Route Adjustment 

Unit Recap

Define

Adjustment

Random

Timecard

Analysis

1838-C Data

Capture and

Maintenance

 Examiners

Comments

and

Observations

DCD Transfer

- Upload

DCD Transfer

Download

Edit Office

Time

Select/Edit

Street TIme

Create

Adjustment

Scenarios

Route Base

Information

Maintenance

Non-Delivery

Point

Maintenance

DRS Transfer

- Download

DRS Transfer

- Upload

1840-B

1838

Route

Inspection

Summary

Route

Performance

Route

Information

Cards

3998

Examiners

Comments &

Observations

52-Day Impl.

Plan

Non-Del Pt

Changes

Unit Recap

Change

Status

Unit Recap

Non-Del Pt

Changes

Advance Preparation Conduct Inspection Analyze

Findings
Make Adjustments Implement Adjustments

1840-

Reverse

1840

Configure

Workstation

3999

DataTransfer

1838-C/EOC

Data Transfer

New/Edit

Scenario

Additional Reports

3999 Data

Capture and

Maintenance

3999

3999 Audit

Trail

DOIS

DOIS-Laptop

Route Base

Info

DCD Transfer

Download

Configure

Workstation

3999 Data

Capture and

Maintenance

DCD Transfer

- Upload

3999

3999 Audit

Trail

3999

DataTransfer

Conduct Inspection

1838-C Data

Capture and

Maintenance

 Examiners

Comments

and

Observations

1838

Route

Inspection

Summary

Examiners

Comments &

Observations

1838-C/EOC

Data Transfer

 

 
 

Note: When data 

is transferred 
from the 
mainframe to the 
workstation a 
copy will remain 
on the 
mainframe.  
Once edits are 
made the data 
must be 
transferred back 
to the mainframe 
to overwrite the 
old version.   
proceed more 
rapidly. 
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 Advance Preparation 

Define

Adjustment

Random

Timecard

Analysis

DCD Transfer

Download

1840-B

Route

Performance

52-Day Impl.

Plan
Configure

Workstation

Additional Reports

 
  All route base information and non-delivery point information must be 

current on the Supervisor Workbench for DOIS to perform all required 
functions.  

  
Define the Adjustment 

 

 Log onto the route side of DOIS for the correct facility to access the 
Route Inspections and Adjustments window as shown below. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Note: The District 

Administrator 
must establish 
the times for all 
targeted 
milestones in the 
adjustment 
process.  This is 

a one-time setup.   
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 Click the Define New Adjustment button.  The Define New Adjustment 
window will be displayed as shown below. 

 

 Select the type of adjustment (formal or special) and input the 
inspection start date, random lot numbers (as drawn by the NALC 
representative) and the routes to inspect. 

 
Print 52-Day Implementation Plan 

 

 Click the Workbench button on the Route Inspections and 
Adjustments window. 

 From the Reports/Forms section of the Workbench, click the 52-Day 
Implementation Plan button.  This district plan is to be used as a 
reference for key target dates during the inspection process. 
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Run the Random Timecard Analysis 

 

 From the Workbench, click the Random Timecard Analysis button. 

 

 

 The weeks to use in the analysis are determined based on the 
random lot selection and the start date of the inspection.  If a different 
week is chosen, comments must be entered. 

 Click the Submit button to generate the analysis process.  The 
Random Timecard Analysis (RTA) processing will be performed 
overnight, and must be completed prior to configuring the laptop for 
standalone inspection functions.   

 The following day, view/edit the analysis for each route by clicking the 
Analysis Detail button. 

 Print PS Form 1840-B for each route by clicking the Preview 1840B 
button on the Analysis Detail window. 

 If the analysis is run prior to the completion of the eighth week, the 
eighth week will automatically be pulled into the analysis on the 
Monday after the last day of the eighth week. 

 
Configure the Workstation in DOIS: 
 

 From the Data Transfer section of the Route Inspections and 
Adjustments Workbench, click the Configure Workstation button.  
This will initiate the data transfer process from the mainframe to the 
workstation for the inspection in which the user is currently working. 
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Configure the Workstation in DOIS-Laptop: 

 

 CONNECT TO THE MAINFRAME VIA DIAL-UP OR AOI 
CONNECTION. 

 Log onto DOIS-Laptop.  A mainframe connection is necessary so do 
not check the Standalone checkbox. 

 From the Data Transfer section of the Route Inspections and 
Adjustments Laptop Workbench, click the Configure Workstation 
button.  The Select Adjustment window will be displayed as shown 
below. 

 

 Select the facility and click Display. 

 Select the relevant inspection and click OK.  This will initiate the data 
transfer process for the selected inspection. 

 
Prepare the DCDs 

 
Complete a Route 3999 Software Burn-In 
 

 From the Options menu in either DOIS or DOIS-Laptop, select 

Utilities  DCD Software Burn-In  Street Data Collection (Form 
3999).  The DCD Software Burn-In ï 3999 window will be displayed.   

 Follow the instructions on the window. 

 Perform the burn-in for all DCDôs to be used in the inspection. 
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 Conduct the Inspection ï Week of Inspection 

1838-C Data

Capture and

Maintenance

 Examiners

Comments

and

Observations

DCD Transfer

- Upload

1838

Route

Inspection

Summary

Examiners

Comments &

Observations

1840

3999

DataTransfer

1838-C/EOC

Data Transfer

3999 Data

Capture and

Maintenance

3999

3999 Audit

Trail

 

 
 It is assumed that users will be utilizing DOIS-Laptop to conduct the 

activities to be performed during the week of inspection.  If not, the 
regular DOIS Route Inspection and Adjustment Workbench can be 
utilized. 
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Tasks to be Performed Each Day during the Week of Inspection 
 

Enter PS Form 1838-C Data 
 

 From the Conduct Inspection section of the Workbench, click the 
1838-C Data Capture and Maintenance button.  The 1838-C Data 
Capture and Maintenance window will be displayed as shown below. 

 

 Enter the mail volume, line item and clockrings information for each 
route in the inspection. 

 
Print Relevant Documents 

 
PS FORM 1838 ï CARRIERôS COUNT OF MAIL 
 

 From the Forms section of the Workbench, click the 1838 ï Carrierôs 
Count of Mail button.   

 From the pop-up window, select all routes and click print preview.   

ROUTE INSPECTION SUMMARY REPORT 
 

 From the Conduct Inspection section of the Workbench, click the 
Route Inspection Summary Report button. 

 There are two options: 

1. The daily report gives averages for the selected day. 

2. The weekly report gives the cumulative totals for the week of 
inspection. 

Note:   These 

documents can 
only be printed 
from the 
computer on 
which the data 
has been 
captured AND 
only while the 
data is located 
on the 
workstation. 
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 The report gives 1840-B, Net/Standard office and street times, and 
line item times for comparisons. 

 
Prepare DCD for Following Day 

 

 Perform a soft reboot on the DCD:   

1. Press F1, F4, and Enter on the DCD at the same time and 
HOLD the three keys down.   

2. Press the ON/Off key and release it, while continuing to hold 
the other buttons.   

3. Release the F1, F4, and Enter keys. 

 Download the route sector segment and delivery point data to the 
DCD for all routes that have a day of inspection scheduled for the 
following day.   

 From the Data Transfer section of the Workbench, click the DCD 
Transfer button.  The DCD Transfer window will be displayed as 
below. 

 

 

 Click the Data Transfer from DOIS to DCD radio button. 

 Select the routes to download and follow the window instructions. 
A maximum of five route structures may be loaded into the DCD 
at one time. 

Manual PS Form 3999 

 

 If a DCD is not being used to capture a PS Form 3999, a manual PS 
Form 3999 can be entered into DOIS. 

 To complete a manual PS Form 3999, click the 3999 Data 
Capture/Summary button. 

Note: Be sure to 
synchronize the 
DCD time with 

the EBRôs time. 

Note: To print a 

blank PS Form 
3999 for the 
route to take to 
the street, select 
the Manual Entry 
ï 3999 button 
from the Reports 
and Forms 
Menu.  Select the 
desired route and 
click the Print 
Preview button. 
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 From the 3999 Data Capture Record Selection window, select the 
route and click the New button. 

 Enter the start time.  The route structure will be displayed to the 
window in delivery point sequence.  Users can then enter delivery times 
and the number of deliveries as well as edit possible deliveries and 
input vehicle mileage.   

  
Tasks to be Performed on the Day of Inspection 

 
Upload PS Form 3999 Data 
 

 Once PS Form 3999 data has been captured, upload the data from 
the DCD to DOIS by utilizing the DCD Transfer function. 

 Click the Data Transfer from DCD to DOIS radio button and follow the 
window instructions. 

 If the record is for the day of inspection, select ñDay of Inspectionò 
from the street analysis type drop down box.   

 
Edit PS Form 3999 Data and Print Forms 

 

 Click the 3999 Data Capture/Summary button in the Conduct 
Inspection section of the Workbench. 

 Select the PS Form 3999 captured and click Edit.  The 3999 Data 
Capture/Summary window will appear as below. 

 

 View the PS Form 3999 online and make any necessary edits. 

Note: Ensure 
that the street 
analysis type is 
set to ñDay of 
Inspection.ò 
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 Click the Print Preview button to view and print the PS Form 3999.  

 If changes were made to the PS Form 3999, click the 3999 Audit Trail 
button to view and print a report showing the edits made to the form. 

 
Backup PS Form 3999 Data 

 

 Although not absolutely necessary, users may wish to back-up their 
PS Form 3999 data by transferring it to the mainframe. 

 To do this the user must first dial into the mainframe and logon to 
DOIS-Laptop.  Do not check the Standalone checkbox. 

 Click the 3999 Data Transfer button.  The 3999 Data Transfer window 
will be displayed as below. 

 

  Transfer the PS Form 3999 data collected during the day from the 
workstation to the mainframe.   

 If the user plans to edit them further they must then be transferred 
back to the workstation. 
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Enter Examiner Observations and Comments and Print the Report 

 

 From the Conduct Inspection section of the Workbench, click the 
Examiner Observations and Comments button.  The Examiner 
Observations and Comments window will be displayed as below. 

 

 Enter any comments on the carrierôs performance during the day of 
inspection.  Users can select from predefined comments and/or enter 
free-form text observations. 

 
Route Inspection Summary Report 

 

 Print a ñfinalò Route Inspection Summary Report prior to transferring 
data to the mainframe. 

 
 Tasks to be performed at the End of the Week of Inspection 

 
Transfer Data to the Mainframe 

 

 Dial up to the mainframe and logon to DOIS-Laptop.  Do not check 
the Standalone checkbox. 

 From the Data Transfer section of the Workbench, click on the 3999 
Data Transfer button and transfer all PS Form 3999 data from the 
workstation to the mainframe (see Backup PS Form 3999 Data). 
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 From the Data Transfer section of the Workbench, click the 1838-
C/Observations and Comments Data Transfer button.  The 1838-
C/Observations and Comments Data Transfer window will be 
displayed as below. 

 

 Transfer all PS Form 1838-C and Examiner Observations and 
Comments data from the workstation to the mainframe. 

 
Print PS Forms 1840 

 

 Dial up to the mainframe and Logon to DOIS (not DOIS-Laptop). 

 In the Route Inspection and Adjustments Workbench for the 
formal/special Inspection, click the Reports/Forms Menu button. 

 Click the 1840 Form button.   

 Select the route number (or all routes) or T-6/replacement carrier (or 
all carriers) and click the Preview button. 

 If auxiliary assistance was given on the street to the regular carrier 
during the week of inspection, an input field will allow the user to 
determine the appropriate time to be added to the carrierôs street 
time.   

 
 
 
 
 
 

Note: A PS Form 

1840 cannot be 
printed until the 
inspection data 
has been 
transferred to the 

mainframe. 
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 Analyze Findings (Evaluate Route Inspection) 

Edit Office

Time

Select/Edit

Street TIme
Unit Recap

Additional Report

 

Edit Office Time 

 

 Analyze the PS Form 1838 and PS Form 1840 data as well as the 
Office Examiner Observations and Comments to determine the most 
representative office time for each route. 

 From the Analyze Data section of the Workbench, click the Edit Office 
Time button.  The Edit Office Time window will be displayed as below. 

 Mail volumes and examiner comments can be viewed to make the 
appropriate adjustments. 

 

 Use this window to determine the representative line item times and 
total office time for each route.   

 

 Representative (Rep) times will default to standard if the average 
week of inspection (AWOI) times are less than the standard time for 
the line item. 

Note: Users 
MUST view and 
save the 
evaluated office 
and street times 
for each route in 
the inspection 
before 
adjustments can 

be made. 

Note: A 
justification must 
always be 
entered to 
explain the 
reason for 
selecting the PS 
Form 1840 or PS 
Form 1840-B 

time. 

Note: Users 

should logon to 
DOIS (not DOIS-
Laptop) to 
execute the 
remaining 

functionality. 
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 Daily line item usage by the regular and replacement carrier are 
shown in the appropriate daily column. 

Select/Edit Street Time 
 

 Analyze PS From 3999, PS Form 1840 and PS Form 1840-B data as 
well as examiner street observation and comments to determine the 
most representative street time for each route. 

 From the Analyze Data section of the Workbench, click the 
Select/Edit Street Time button.  The Select/Edit Street Time window 
will be displayed as below. 

 

 The user can select either the week of inspection 1840 Average 
Street Time or the 1840-B Average Street Time.   

Print the Unit Recap Report 

 

 The Unit Recap Report displays average mail volumes and office and 
street times for the different stages of the inspection. 

 From the Workbench, click the Reports/Forms Menu button.  From 
the reports and Forms window, click the Unit Recap Report button.  

 
 
 

 
    Make Adjustments 

Note:  Units 
Utilizing 
GeoLimited 

For units that 
utilize 
GeoLimited to 
make territorial 
adjustments, 
DOIS includes an 
interface to 
transfer 
inspection data 
to and receive 
adjusted 
information from 
GeoLimited.  In 
this 
circumstance, 
the following 
make 
adjustments 
functionality 
within DOIS will 
not be utilized. 

To access the 
GeoLimited 
interface 
function, click the 
DRS Transfer 
button from the 
Data Transfer 
section of the 
Workbench. 
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Unit Recap
Create

Adjustment

Scenarios

3998
Non-Del Pt

Changes

1840-

Reverse

New/Edit

Scenario

Additional Reports

 

 Create Adjustment Scenario 

 

 The Define Adjustments function can be used to create up to five 
different scenarios for territorial adjustments that the user wishes to 
make for routes in a ZIP Code. 

 Due to the volume of data and complexity of processing, the 
functionality involved in the Create Adjustment Scenarios windows is 
performed on the workstation.  This greatly enhances performance. 

 From the Make/Implement Adjustments section of the Workbench, 
click the Create Adjustment Scenarios button.  The Create 
Adjustment Scenarios window will be displayed as below. 

 

 The office and street times saved in the Edit Office Time and 
Select/Edit Street Time windows are displayed, along with the allied 
times and possible deliveries from the day of inspection PS Form 
3999.  This evaluated scenario acts as a starting point for each 
scenario created. 

 To create a scenario, click the New Scenario button.  This will transfer 
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all related adjustment information to the workstation.  All routes in the 
ZIP Code not involved in any other pending route inspections or 
adjustments, will be pulled into the scenario whether involved in the 
inspection or not.  Therefore this process may take a while. 

 The New/Edit Scenario window will be displayed. 

Make Adjustments 
 

 The main features of the New/Edit Scenario window (see below) 
include the ability to; transfer territory between routes, add new 
construction sector segments to a route, edit the office and street 
times for a route, modify allied and router time, add new routes or 
delete existing ones and enter comments.  

 
 

 

 
Select Scenario for Implementation 

 

 Once the user has created a scenario with the desired adjustments, 
select the scenario from the Scenarios grid in the Define Scenarios 
window and click the Select for Implementation button.  This will 
transfer the updated information to the mainframe (therefore, it may 
take a while).   

 
 
 
 
Analyze Relevant Documents 
 

Note:  This will 
copy all route 
data to the 
workstation and 
therefore may 

take a while. 

Note:  Selecting 
for 
implementation 
does NOT 
update the base 
times used in the 
Supervisor 
Workbench.  The 
adjusted times in 
the scenario 
selected for 
implementation 
become the new 
base times only 
when the status 
of the adjustment 
is changed to 
ñImplementedò 
using the 
Change Status 

function. 

Note:  Users can 
keep track of the 
impact of the 
adjustments they 
make to the total 
route times by 
viewing the grid 
to the left of the 

window. 

Note:  The 1840 

Reverse and 
3998 buttons will 
only be enabled 
after a scenerio 
has been 
selected for 

implementation. 
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PS Form 1840-Reverse   

 

 For each route in the inspection, view the PS Form 1840-Reverse.   

 From the Define Scenarios window, click the print 1840-Reverse 
button.  Users can select to print forms for all routes. 

PS Form 3998 ï Unit Summary 

 

 PS Form 3998 provides a summary of the pre and post inspection 
data for a unit. 

 From the Reports and Forms window, click the 3998 ï Unit Summary 
button.  Only sections 1, 3 and 5 will be populated with data. 

 PS Form 3998 should be printed and approved by a district manager 
prior to changing the status of the adjustment to implemented (see M-
39, chapter 3, section 34.) 

Unit Recap Report 

 

 The adjusted unit summary information will now be available to view 
on this report. 

 From the reports and Forms window, click the Unit Recap Report 
button. 

Edit the Adjustment if Necessary 

 

 If the user is not satisfied with the results from the adjustments they 
have selected for implementation, the scenario selected can be 
edited or a new or different scenario can be selected.  To do this, 
follow the same adjustment procedures outlined above. 

 Once edits are made or a different scenario is selected for 
implementation, the base information calculated for the previous 
scenario selected will be deleted. 

 
 
 
 
 
 
 
 
 
 

 
 Implement Adjustments 

Note:  The 1840-
Reverse and 
3998 buttons will 
only be enabled 
after a scenario 
has been 
selected for 
implementation. 
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Route Base

Information

Maintenance

Non-Delivery

Point

Maintenance

Route

Information

Cards

Change

Status

Unit Recap
Non-Del Pt

Changes

Additional Reports

 

 Discuss Adjustment with Carriers 
Receive Approval for Adjustments from District Headquarters 

 

 Print PS Form 3998 and have approval prior to implementation. 
 
Fill out AMS Form for Changes and Send to District AMS 
Coordinator 

 

 Territorial adjustments made in DOIS will not take effect until the 
updates have been made in the AMS system.  Therefore, it is still 
necessary to complete the adjustment documentation and send them 
to the District AMS Coordinator. 

 
Update PS Form 1564-A Information 

 

 Once a scenario has been selected for implementation, route base 
and non-delivery point information for each route can be viewed and 
updated in the Route Inspection and Adjustment Workbench. 

 From the Make/Implement Adjustments section of the Workbench, 
click either the Route Base Information Maintenance or Non-Delivery 
Point Maintenance button.  

 This information will not become current until the status of the 
adjustment is changed to implemented. 

View Non-Delivery Point Changes 

 

 The Non-Delivery Point Changes report will display information 
regarding the territorial transfers made by the adjustment that impact 
the non-delivery point information (ie. collection or relay boxes and 
park and loop points) in DOIS. 

 From the Reports and Forms window, click the Non-Delivery Point 
Changes button. 

 

Note:  Once an 
inspection has 
been cancelled it 
cannot be re-
implemented 
and all 
inspection data 
is deleted. 

 

Note:  The AMS  
to DOIS 
interface brings 
in updated route 
information 
every Sunday 
night.  It is 
important to 
double-check 
with AMS before 
this time to 
make sure all 
the necessary 
changes have 
been made.  
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Change the Status of the Inspection 

 

 The inspection should not be implemented until confirmation that the 
territorial changes have been made in AMS and approval has been 
received by a district manager for the adjustments. 

 From the Route Inspections and Adjustments window, click the 
Change Status button.  The Change Status window will be displayed. 

 

 Ensure that the correct inspection information is displayed in the 
Selected Adjustment section. 

 From the New Status combo box, select Implemented.  The route 
structures and base data created during the inspection will now take 
effect. 

 If the inspection needs to be cancelled, the Cancelled option can be 
selected from the Change Status window during the 14 day period 
following implementation.  Adjustments can also be cancelled before 
they are implemented.  This will delete the base data created as a 
result of the inspection and re-implement the pre-inspection base 
data. 

 The status can also be changed back to in progress from 
implemented, if other changes need to be made within 14 days after 
implementation.  
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2 Minor Adjustments 

 A minor adjustment is conducted to adjust routes due to an increase 
in DPS percentage, a change in the number of delivery points, to 
make territorial adjustments, or to change base office or street times. 

 A minor adjustment does not involve the collection of inspection data.  
Therefore, for the most accurate results it is not recommended that a 
minor adjustment is performed unless previous inspection data is 
reasonably current (see M-39, s.141.19), and an analysis of route 
data has been accomplished to justify an adjustment (see M-39, s. 
141.18) 

Define

Adjustment

Edit Office

Time

Select/Edit

Street TIme

Create

Adjustment

Scenarios

Route Base

Information

Maintenance

Non-Delivery

Point

Maintenance

Route

Performance

Route

Information

Cards

3998

Change

Status

Unit Recap

Non-Del Pt

Changes

Advance Preparation Analyze Findings Make Adjustments Implement Adjustments

1840-

Reverse

DPS Volume

Impact

Add/Delete

Delivery

Points

Non-Del Pt

Changes

Additional Reports

OR
New/Edit

Scenario

 
 

 

 

 

Note: Users 

cannot make 
both DPS and 
add/remove 
delivery points 
adjustments in 
the same minor 

adjustment. 
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2.1 Advance Preparation 

Define

Adjustment

Route

Performance

Additional Reports

 

  All route base information and non-delivery point information must be 
current on the supervisor workbench for DOIS to perform all required 
functions.   

Define the Adjustment 
 

 Log on to the route side of DOIS to access the Route Inspections and 
Adjustments window displayed below.  Delivery unit supervisors can 
access Route Adjustment functionality by selecting the Route option 
from the Application menu bar.    

 

 
 
 
 
 
 
 
 
 
 
 
 




