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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 Post al Servicebds policy is to value the diver s
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

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

e The following lists the attributes of both:

DOIS

- Accessed to conduct
both formal/special
and minor adjustments

- Does NOT run in
standalone mode *

- Must be connected
to the mainframe
via Associate Office
Infrastructure (AOI)
or dial-up

- Provides access to

ALL route inspection
and adjustment functionality

- Runs on a PC or a Laptop

DOIS-Laptop
Accessed to conduct

formal/special
adjustments ONLY

Runs in standalone
mode

Can be connected
to the mainframe
via Associate Office
Infrastructure (AOI)
or dial-up

Provides access to
LIMITED functionality
(only functions
associated with week of
inspection activities)

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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Note:
Supervisors can
only access route
adjustment
functionality for
their specific unit.

DOIS

e 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.

e 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.

e Laptops and PCb6s <can

connection or by dialing into the LAN.

¢ When logged-on normally, users will utilize the Route Inspections and

Adjustments Workbench as shown below.

IoL]|

oute Inspections and Adjustments Workbench

— Selected Adjustment

Adjustrent: SPECIAL Status: In Progress Start Date: 10/18/1999  End Date: 10/23/1999 Reparte/Forms Menu

— Adjuztment Function:

— Conduct Inspection —Data Transfer

_ | Random Timecard Analysis | 1838C Data Capture and Maintenance i

Advance Preparation
’7 Configure 'wark station

_ | 3999 Data Capture/Summary

Analyze Dat DCD Transf
pEtas __| Examiner Observations and Comments ransist

| EditOffice Time 1838-C/0bservations and

— Makedmplement Adjustments Comments Data Transfer

| Select/Edit Stieet Time _| Create Adjustment Scenarios
3933 Data Transfer
1 DPS Yalume Impact _| Route Base Information Maintenance

DRS Transfer

o [ A o

| Add/Remove Delvery Points _ | Mon-Delvery Point Maintenance

LCloze |

DOIS i Laptop / Standalone

e 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.

e 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.

bramevimAOh e ct €

July 2001

FINAL

Page 7



DELIVERY OPERATIONS
INFORMATION SYSTEM

United States Postal Service

DOIS for Route Inspectors
Participant Guide

In order to access standalone mode, when logging on to DOIS
users will select the DOIS-Laptop option and check the
Standalone checkbox.

Input User Information

IID1234

Uzer |D

Pazsword

Clandalone W

[ Passwurdl Qk I

Cancel |

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

r— Current [ngpection

Facility: DOVER, NH

Route Inspections and Adjustments Laptop Workbench

Type: FORMAL

Start Date: 10422799 End Date:1

0/28/33

amn[aam;

r~ Ingpection Function

r— Conduct Inspection

1838-C Data Capture and M aintenance
3933 Data CapturesSummary
Examiner Observations and Comments
Route Information

Fioute Inzpection Summary Report

D ata Transfer
Configure Wwarkstation

_ | DCD Transfer

_ | 1838-C/0Observations and Comments

D ata Transfer
_ | 3999 Data Transfer

Farm:
’7 | 1838 - Carrier's Count of Mai
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Data Transfer Processes

e 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 inspectc
Aworkstationo). Apart from drar
process also facilitates the ability to operate DOIS in standalone

mode.

Data download
from mainframe
to workstation

Mainframe
DB2 Database

Data upload
from workstation
to mainframe

Workstation

e The following functions are used to transfer data to and from the
mainframe and the workstation: Configure Workstation, 3999 Data

Note: If multiple Transfer and 1838-C / Examiner Observations and Comments Data
computers are Transfer.
being utilized to ] )
conduct the Configure Workstation
inspection, the . _ _ _
configure e This process is executed before the week of inspection and transfers
workstation all the data necessary to conduct the inspection to the workstation.
process must be e This must be performed before the user can utilize the 1838-C, 3999
performed on and Examiner Observations and Comments functions.
each computer. .

e This process only has to be performed once.
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1838-C/Examiner Observations and Comments and 3999 Data
Transfers

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

e 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.

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

e |f a user wishes to make further edits to this information, the data
must be transferred back to the workstation.

July 2001
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Process for Conducting a Formal Route Adjustment

DOIS
Advance Preparation —— Conduct Inspection - gn(?lyze —» Make Adjustments ——= Implement Adjustments
indings
3009 Dat DRS Transfer DRS Transfer
a 2000 2000 - Download - Upload
Capre and DataTransfer
3999 Audit
r
Route Base
Edit Offi
DCD Transfer -‘nmece Informetion
~Upload Mairtenance
Create
Random Adusment || NewEdit 1 Change
Define . Configure DCD Transfer fust
Adustment | ™ mﬁ’: | Worlstation Download i Scenarios Scerario Sas
Non-Delivery
1838-C Data Route Select/Edt * P
Capure and +Lﬂ> ';pemc:f; SresTime 1800 Maineance
Maintenance Reverse
ﬁ\ L
Baminers Bxaminers
Comments . Comments & 1838-C/EOC 1840
and Obserations Data Transfer
(Obsenations
Additional Reports
i
Non-Del Pt
DOIS-Laptop
Conduct Inspection
3999 Data
Capture and | 3999
Maintenance DataTransfer
3999 Audit
A Trail
DCD Transfer DCD Transfer
Download - Upload
Configure Route Base
Workstation Info
1838-C Data 1838 InsR ecton
Capture and —m 1 Su’r)nmar
Maintenance \-/_\ Y
Examiners Examiners
Comments Comments & 1838-C/EOC
and Observations Data Transfer
Observations -
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Advance

Preparation

Additional Reports

Define

Random

Timecard —p»

Adjustment

Analysis

Configure
Workstation

Route 52-Day Impl.

DCD Transfer|
Plan

Download

Performance

1840-B

-~

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.

Route Inzpections and Adjustments

I |

— Adjugtment Criteria
_ | Adustment Details
Adjustment:  SPECIAL | Edit Adiustment
Status: In Progress | Change Status
Start Date:  10/18/1939 __| Define New Adiustment
EndDate:  10/23/1333 —| Select Adiustment
_| Change Delivery Facility
Lloze
Note: The District
Administrator
must establish
the times for all
targeted
milestones in the
adjustment
process. This is
a one-time setup.
July 2001 FINAL Page 12
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e Click the Define New Adjustment button. The Define New Adjustment
window will be displayed as shown below.

fine New Adjustment

- Adjustment Type———————— ~Week of Inspection Random Lot Selection

=l
Tope |FORMELADJUSTMENT =] StatDate 129 S ETIRT
EndDale:  12/04/1339
- Define Routes to Adu
2P Cede, 34105 =]
Routes In ZIP Code Routes To Adjust

Route | Regular Camier - Route | Regular Carier
05002_|R L HUGHES ¥ [05001_[E) PRICE
05003 | CHAD N SCHERZINGER - 05004_|F A BACKER
05005 _|F J BLENCHARD 05007 |D S STEFLIK
05006 _|M G TADLOCK > 05011_|CF BARENBRUGGE
05008 |G D RICHES 05013 | TROY J SCHERZINGER
05003 _|F B YOUNGBAUER Z
05010 | H STEELE —I
05012 [N R MEXFIELD

W [05014 [0 J LEAVITT
05015 _|T F MOODY
05016_|P T KINIKINI
05017 _|J W COW/GILL
05018 W W MUEHLING hd
Help oK Cancel

[ ]

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

Adjustments window.

Click the Workbench button on the Route Inspections and

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

e From the Workbench, click the Random Timecard Analysis button.

andom Timecard Analysis - Summary
Analysis Status;  Complete
wieek Original wheeks o use Abnarmal
MHumber Wwieek in analyziz Conditions
1 1eanse [zEnes Bbnomaiy Chesk |
=
2 014641993 [01/1641999 =l BT |
3 02/06/1993  |02/06/1999 jl
4 03/13/1383  [0313/1393 = el Dl . |
5 04/24/1993  [04/24/1999 =1
= Comments ... |
[ 05/15/1993  [05/15/1999 jl
7 09/04/1993  [09/04/1999 :II HEeset Al |
8 10/24/1993  10/2441939

e 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.

e 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.

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

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

o 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:

e 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 AQOI
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.

elect Adjustment

Select Facility: Im - | [izplay |

[ Type | StatDate | ErdDate | Statusz

Help | ] Cancel

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 i 3999 window will be displayed.

Follow the instructions on the window.

Performtheburn-i n f or al | DCD6s to be wu

July 2001
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Conduct the Inspection 1 Week of Inspection

v, o o0
MaiFr:tenance ""| DataTransfer
3999 Audit
A Trail
DCD Transfer|
- Upload
Route
1838-C Data -
Capture and | 1838 1 lngnen?;on
Maintenance \_/\ ry
Examiners Examiners
Comments Comments & 1838-C/EOC 1840
and Observations Data Transfer
Observations

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.

July 2001
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Note: These
documents can
only be printed
from the
computer on
which the data
has been
captured AND
only while the
data is located

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.

;'! 838-C Data Capture and Maintenance

Date | Thursday, 11/18/1333 | FRouteNumber: |05003 - Display

Volume Captural Prior Danyon-DeIl Bouter Yolume: | Line |tems | Elgckrlngsl

AM P Carrier Marked-Up CFS

1. Letter-Size IW IU— 1} IU—
2. Mail of All Dther Sizes I355 IU IU IU
3. Accountable and Signature Mail

Registered/Certified |3 IEI IEI

COD/Customs 1 Jo Jo

Postage Dues |5 IU IU

Express M ail |3 IU |U
5. Al Parcel Post over 2 lbs |23 Jo Jo Jo

hd|

l{Ext Foute | Save | LClose |

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

Print Relevant Documents
PSFORM 183871 CARRI ER6S COWBINT OF M

¢ From the Forms section of the Workbench, click the 18387 Car r i
Count of Mail button.

e From the pop-up window, select all routes and click print preview.
ROUTE INSPECTION SUMMARY REPORT

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

e There are two options:

on the 1. The daily report gives averages for the selected day.
workstation. . :
2. The weekly report gives the cumulative totals for the week of
inspection.
July 2001 FINAL Page 17
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Note: Be sure to
synchronize the
DCD time with
EBRO s

t he

Note: To print a
blank PS Form
3999 for the
route to take to
the street, select
the Manual Entry
T 3999 button
from the Reports
and Forms
Menu. Select the
desired route and
click the Print

Preview button.

e The report gives 1840-B, Net/Standard office and street times, and
line item times for comparisons.

Prepare DCD for Following Day

e 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.

e 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.

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

CD Transfer

Data Transfer
£ (" fom DCD to
Dols
~Route Selecion———————————————— r~ Prepare DCD
ZIP Condle:
IE|382U j' 1 From the DCD main menu
Foute Numberfs) select <0 for [D]ownload
Route Numbers Selected For from PC
Available: e
004
005
006 .
007 2 Click. o the <DCD Readys
button below to initiate the
. tiansfer of data
Help WED Eeady I Cancel

e Click the Data Transfer from DOIS to DCD radio button.

e 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

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

e To complete a manual PS Form 3999, click the 3999 Data

Capture/Summary button.

July 2001
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e From the 3999 Data Capture Record Selection window, select the
route and click the New button.

e 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
e Once PS Form 3999 data has been captured, upload the data from

the DCD to DOIS by utilizing the DCD Transfer function.

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

e | f the record is for the day of
from the street analysis type drop down box.

Edit PS Form 3999 Data and Print Forms
e Click the 3999 Data Capture/Summary button in the Conduct
Inspection section of the Workbench.

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

999 Data Capture / Summary

Route Mumber: 20007 Data Capture Date: I1 0/26/1393 :|I Street Analysis Type: Full 3339 j

3999 Diata Capture | 3999 D ata Summary | 3999 Fumction Ansbysis |

Deliver Trl Actual | Res [ Res | Res | Res | Res | Bus | Bus | Bus | Bus | Bus [Detpo «
MelhcléJ st [Plurivey el Sl ilam Pat iz Bl Time |other | cuib [ndcbu| cent |made| ather | curb |ndcbu| cent |made /ﬂp?.l _I
WEHICLE LOAD 10:00:00 AM| 01000
TRAVEL TO 1010:00.4M| 001500
PiL  |550 - 598 CENTRAL AVE E  0:25004AM| 0:00:45 1] 0 1] 0 1] 2 0 1] 0 1 i
PAL |1-99MILK ST 0 [10:2545AM| 0:04:36 ] 0 1] 4 13 1 0 1] 0 1 0
PLL |2- 98 MILK &T E 03021 AM| 00211 2 0 1] 0 2 1 0 1] 0 1 i
P&L 562 - 588 CENTRAL AVE E 10:3232.4M| 0:04:32) 10 o 1] o g 2 0 1] 0 1 a
PiL  |550 - 560 CENTRAL AVE E  [0ER044M) 00012 1] 0 1] 0 1] 1 0 1] 0 1 i
PiL 547 - 567 CENTRAL AVE 0 [037E16AM) 0:07:22 5 1] 1] 1] ] B ] 1] ] 4 1]
PiL  |5B3 - 599 CENTRAL AVE 0 [10:3838AM| 00205 10 0 1] 0 2 3 0 1] 0 1] ]
JFIPEL [BDT- B39 CENTRAL AVE 0 [10:4043AM| 004270 10 1] o 10 2o ] ] 1] 1 4 1]
P4l |E30 - E7E CENTRAL AVE E 104504 4M| 00231| 12 0 1] 0 11 10 0 1] B 15 i
P&l |B00 - E28 CENTRAL AVE E 104735 AM| 0:00:43 2 0 1] 0 1 2 0 1] 0 1] i
P4l |B41 - B39 CENTRAL AVE O [1048184M| 0:04:23] 14 0 1] o 13 3 0 1] 0 ] 0
PLL  |E78 - B35 CENTRAL AVE E 105241 AM) 00222 7 0 1] 0 4 7 0 1] 0 1] i
P& |700 - 700 CENTRAL AVE E  [10:5503AM| 0:00:12 1] 0 1] 0 ] 1 0 1] 0 ] 0
PLL |2-93 RESERVOIR 5T E 10515 AM| 00011 2 0 1] 0 1 1] 0 1] 0 1] i
P&L 81 -89 MOUNT VERNON ST |0 105526 &M 0:02:32 7 o 1] o B 1] 0 1] 0 1] a
PiL_ |80- 118 MOUNT VERMOM ST |E  [1067E8AM| 00543 14 0 1] 0 18 1] 0 1] 0 0 0=
Totals: %3341 342 1 0 30 105 46 0 1] ] 0
. Edit Possitle Deliverncs Irsers el Mileage Data
Note: Ensure | | |

that the street E e ) R e ezzE | save | Oose |
analysis type is

set to Al
Il nspecti

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

(@]
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¢ Click the Print Preview button to view and print the PS Form 3999.
e 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
e Although not absolutely necessary, users may wish to back-up their
PS Form 3999 data by transferring it to the mainframe.

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

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

999 Data Transfer

ecords on Mainframe — Recards o Workstation
Foute Mumber |D1ata Capture Date |Street Analysis Type |Houte Mumber |Data Capture Date |Street Analyziz Tupe
0003 11/19/19393| Day of |nepection
06004 11/19/1933| Day of Inspection
OEO0E 11/18/19939| Day of Inzpection
06009 11/18/1999| Day of Inspection
06015 11/18/1933| Day of Inspection
OE0TE 11/19/1999| Day of |Inzpection
0s07 11/24/1999| Day of Inspection
06019 11/23/1333| Day of Inspection
OE020 11/22/1999| Day of Inzpection
0e022 11/24/1999| Day of Inspection
06024 11/23/1333| Day of Inspection
OE0ZE 11/22/1999| Day of Inzpection
06028 11/19/1999| Day of Inspection
Tranzfer to Workstation Srefeet Tiratster to M amtrane |
LClaze |

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

e If the user plans to edit them further they must then be transferred
back to the workstation.

July 2001
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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.

xaminer Dbservations and Comments

Fioute Mumber: IDBDDS 'l Wizplay | DOl Date: Carrier's Mame:

Exarniner's Mame:

i Office " Strest |
— Office Observation
Description Savingz H:Mk
B | 3 - Mot picking up 2 or more inches of letter in left hand or B inches of flats while casing, b 0:00
5 - Mail not placed on carier case ledge stamps down and to the right. b-39, 111.2k, M-4 0:00 Hew |
[Velete |
— Other Office Observation:
Eresiew Examiter W bsenations: | Save | LCloze |

e Enter any comments on the carrie
inspection. Users can select from predefined comments and/or enter
free-form text observations.

Route Inspection Summary Report

e Print a Afinal o Rout e liante paastetringo r
data to the mainframe.

Tasks to be performed at the End of the Week of Inspection
Transfer Data to the Mainframe

e 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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Note: A PS Form
1840 cannot be
printed until the
inspection data
has been
transferred to the

mainframe.

e 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.

838-C/Examiner Dbservations and Comments Data Transfer !Elﬁ

r~ Fiecords on Mainframe ~ Records on W orkstation
Route Number [ 1838C Exists | Comments Exist [Route Number [1838C Esists [Comments Exist
B 06003 1] P | 0BO0E 7 [N
06004
06006
06003
06003
[T
[T
0E07
[IThE]
06020
06022
06024
06025
06023

=== === === [<|<= ==
Z|Z| === = =Z|Z|Z|Z|=ZZ(=Z

Select All Tranefen boworkstatin Select All Tirangfer b b Emfrane |

LCloze |

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

Print PS Forms 1840

e 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.

e Click the 1840 Form button.

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

e 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 addedtothec ar r i er 6 s
time.
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Note: Users
should logon to
DOIS (not DOIS-
Laptop) to
execute the
remaining
functionality.

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
MUST view and
save the
evaluated office
and street times
for each route in
the inspection
before
adjustments can
be made.

Analyze Findings (Evaluate Route Inspection)

Edit Office
Time

y
A

Select/Edit
Street Time

Edit Office Time

Additional Report

Unit Recap

e 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.

e 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.

dit Office Time

7

Route Mumber:

[ismlal |

P E |

Edit Line [tems

Wiew Observations
and Comments...

Wiew b ail Volumes...

Line | Std | DOl [&w0I|Rep Jugtification Th{F | 5[ M| T [w
» 14| B 7 g8 1 8 7 Bl 10] 7 8
15 5 0 7 8 9 7| 4/ 11 0/ 10
16 1} o o o o o o o o
17 0 o o o o o 0o 0o a
19 3 3 4 4 4 4| 4 4 3 &
21 9 4 15 16 18/ 17 17| 19 4 B
r— Office Time:
| X Jugtification
1840 Awg Met Time Uzed: 255
1840 Avg Standard Time: 505
Selected Office Time: 255
Line ltem Time Adjustments:  0:00
Modified Office Time: 255 jl

= Denotes that the regular car

ier did nat work.

Save |

LCloze |

e 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.
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Note: Units
Utilizing
GeolLimited
For units that
utilize
GeolLimited to
make territorial
adjustments,
DOIS includes an
interface to
transfer
inspection data
to and receive
adjusted
information from
GeolLimited. 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.

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

Select/Edit Street Time

e 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.

e 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.

Select/Edit Street Time [_[) |

Foute Mumber: |4?DD1 vl Wisplay |

Justification:

— Street Time Selection - - - -
' Construction on route during week, of inspection.

Wil 1840 Time 0603 1840-B more reprezentative of street duties.

i & 05:30
1840-B Time Including St Aux. 05:40

Street Time for Adjustment |5;34 ill

Examiner Observations and Comments:

Save | LClogze I

e 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

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

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

Make Adjustments
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Additional Reports

Create
Adjustment —p»
Scenarios

'

1840-
Reverse

—

New/Edit Unit Recap 3998 Non-Del Pt

Scenario

Changes

Create Adjustment Scenario

e 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.

e 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.

= Create Adjustment Scenarios

I 2P code: J03833 = L |

S cenarios Foute | Dffice Time | Street Time | Total Time | Alied Time: | PDs | Dffice Factar
[ Evalusted ]
i ] &) [ EA] [ ] 730
300 305 536 11:42 00| 0] .28
33003 107 458 Bl 000 434 008
33004 241 033 314 [ 5 040
33008 245 515 00 00 450 [il]
3003 200 115, 15 00 16D 051
330 315 445 &0 00 35 047
FO o
| Edit Soenarin
Delete Scenario
| R
Ernt i everse.
Select For Implementation |
Totals 2241 23:44 5226 o0 2629
Clear Al Close

e 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.

e To create a scenario, click the New Scenario button. This will transfer
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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.

implementation
become the new
base times only
when the status

of the adjustment
is changed to

il mpl emen
using the

Change Status

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.

e The New/Edit Scenario window will be displayed.

Make Adjustments

e 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.

ew Scenario

Scenario 01
Rolte |- Total Time Eoiila: Trvl| Total | Office | Swest [ Ofc | Res -
7B001 729 : Pl limbe st Pat | Time | Time | Time | Fact|Other |
FEO02 8:00 Eval &dj Fouter b 251 - 299 600 N o] 0:01) 000 0:00:42) 03 0
7R003 216 Office: 2:44 1240 j IU:UU ﬁ 200 - 293w 550 N E 0:01 0:00) 0:00:420 03 0
7E004 748 e 201 - 243 600 N o] 0:03) 001 0:02068] 03 1]
78005 Gon| | Stest 16 |02 500-533 M SUNDANCECR (B 003 003 00619 03 0
FE00E £:00 Allied: 101 -139'W 800 M u] 0:01 000 0:00:42] 03 1]
TEO007 713 : 1-93% 600 N o] 0:03) 0:03] 0:0619) 03 =
Tatls GO0 743 000 ] &
Find street: i Total selected value
; ; i Tryl | Total [ Office| Skest °| Ofc | Res s
Route: | 78003 ' Elock Mumber / Strest Mame Fop| T [ T e hEad g
Eval Adj Flouter B [900-1098 MARKET DR E 0:03) 001 0:01:56] 0.29 [
Ofice: 250 [255 =4 [non = [ [B00-E395 1400 w B | 012 004 Oog2z 023 0
= 700-7335 1400 ' B 0:09) 0:03) 0:0%47] 0.29 o
stest: 510 {521 =5 13011433 775 5 0 003 001 00156 023 0
Al mon o 1201 - 1299 775 S o] 0:02 001 00117 029 1]
et L S V26-79351280 W B 0:04) 0:01) 0:0%13) 0.23 0=
Tak 600 816 000 1 »
Create Mew Baute ! e Goristction ! Fird shreet. | Total selected valus
Help i Comments Save LClose !

Select Scenario for Implementation

e Once the user has created a scenario with the desired adjustments,
select the scenario from the Scenarios grid in the Define Scenarios

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

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 39981 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 i 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
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Note: The AMS
to DOIS
interface brings
in updated route
information
every Sunday
night. Itis
important to
double-check
with AMS before
this time to
make sure all
the necessary
changes have
been made.

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

Route Base Non-Delivery Change
Information —m Point > 9

) . Status
Maintenance Maintenance

Additional Reports

Route
Information Unit Recap
Cards

Non-Del Pt

Changes

Discuss Adjustment with Carriers
Receive Approval for Adjustments from District Headquarters

e Print PS Form 3998 and have approval prior to implementation.

Fill out AMS Form for Changes and Send to District AMS
Coordinator

e 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

e 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.

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

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

View Non-Delivery Point Changes

e 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.

e From the Reports and Forms window, click the Non-Delivery Point
Changes button.
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Change the Status of the Inspection

e 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.

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

Selected Adjustment

Adjustment:  FORMAL Start Date: 1041441993
Status: In Progress End Date:  10/20/1999
Current Statuz: IIn Frogress

newstatus [N
Help | k. I Caricel

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

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

e 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.

e 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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Note: Users
cannot make
both DPS and
add/remove
delivery points
adjustments in
the same minor
adjustment.

2 Minor Adjustments

e 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.

e 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)

T 1
| H |
. ] - . ] .
Advance Preparation Analyze Findings | Make Adjustments i Implement Adjustments
i i i
' ! '
' ! '
1 H 1
1 ! 1
1 ! 1
: = :
! | DPS Volume Edit Office | 1 | | Route Base
i Impact Time ! i | Information
' ' i | Maintenance
Define i ‘ : Create New/Edit i Change
. ' i '
Adjustment i OR i ; Adiustment = geonario | | ¢ Status
! : Scenarios !
p | Addbelete SelectEdit | | t | Non-Delivery
| very Street Time | ! | Point
' Points i ! | Maintenance
: i i
: = :
1 ! 1
' ! '
' H '
i ' i
1 ! 1
' ! '
_________________________ —— ceeme——— | e —
: ! :
1 ! 1
1 ! 1
' ! '
i : i [ Route
]
Route H ! 1840- i Information
Performance i ! Reverse i card
: : : ards
] ]
E E 3998 i Non-Del Pt
1 H ! Changes
: ! :
' ; Non-Del Pt '
| : Changes i
1 H 1
i ' i
S S S L l SRS
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2.1 Advance Preparation

Additional Reports

Define Route

Adjustment

Performance

e 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

e 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.

Route Inspections and Adjustments

—&djustment Criteria

_ | Adjustment Details

Adjustment:  MINOR | Edit Adiustrment

Status: In Progress __| Change Status

Start Date:  10/26/1999 Define New Adiustment

Select Adjustment
EndDate: 1042641999 — '

__| Change Delivery Facility

Workbench | Cloze
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