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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 — Routes are adjusted by transferring territory
between routes, using current route data in DOIS.

1.1.2 Restricted minor adjustment — Restricted adjustments are solely 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

1.2.1 Ensure that Address Management Systems (AMS) has been notified and there
are no Electronic Edit Sheet (EES/WinSSI) 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 be removed using the “Activate Current” function within AMS. Once the
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.

1.2.3 Ensure 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.

1.2.4 Plan 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.

1.2.5 l|dentify office/street times and manual office factors for each route.
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1.3 Common Issues

Current 3999s for routes to be adjusted must be on the Mainframe in DOIS before the
minor adjustment is defined. Adding one after an adjustment is defined will not be
possible in 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.

Warning: If an adjustment scenario is placed into a ‘Rejected’ status at any point during
the process, you must perform a ‘Clear All’, first in the Scenario window and then again in
the Select Method for transfer window. Next, you will need to start the scenario over again,
beginning with the Select Method for Transfer step. If you fail to ‘Clear All' and go on to edit
and re-sequence a rejected scenario, the route adjustment file will become corrupted.
Although it may appear normal as you are editing and re-sequencing, when AMS
receives it, the scenario will contain many errors with the territory as well as the re-
sequencing. To avoid rejecting a scenario, ensure that all the territory is moved to the
correct routes. It is recommended that you check your work using AMS edit sheets to
make certain that you have accounted for every sector segment. However, if it
becomes necessary to have a scenario rejected, you must perform a ‘Clear All'.

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. Even “empty” AMS route IDs involving 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 “In Progress” to “Implemented”.

Constant communication with AMS is necessary for a smooth route adjustment process.
To determine street time, the M-39, section 141.19 provides:

Using the most recent Form 3999, deduct the vehicle loading time, travel time to and
from route, time spent collecting from collection boxes, time spent for relays, gassing
vehicle, vehicle moves, replenishing mail after loop, breaks, and comfort stop time.
Divide the remainder by the number of possible deliveries to determine

the street time used per delivery.

Please note: For minor adjustments only, since the allied time described above is
already removed in determining street time for territorial adjustments, no allied time will
be displayed in the scenario transfer tool window and will not be included in the
transfers between routes.
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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 Define New Adjustment button.

_ o] i

Route Inspections and Adjustments

—Adjustment Criteria

Adjustment: MIMOR Adjustment Details
Shatus: Implemented __| Edit Adjustment

__| Change Status
Start Date: T TTTTTT

__| Define Mew Adjustment
End [rate: 0B/23/2003 __| Select Adjustment
25 Lock D ate: 07/04./2003 —| Change Delivery Facility

. __| Facility Inzpections and

&5 Planned Implementation: 0807 /2003 Adiustments Status
Hote - There are no termitary moves allowed in thiz Bestricted Minor Adjustment.

Current Facility: 38671 WASHOUGAL

W' orkbenich Cloze

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 street
times only, and will not require territory moves or router time, check the Restricted Minor

Adjustment box.
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Click here
to select
routes.

Note: Once the Lock Date is reached, Edit book changes or EES/WINSSI
transactions can be submitted to AMS for processing, however, these
transactions will not process until the adjustment is implemented.

efine New Adjustment x|
— Adjuzstrent Type | rﬂandom Lt Selection—| Lock date may be
rype |MINR ADIUSTMENT N T —I —t M—' — changed to the current
Clfell o olner Friday on Minor route
Adjustment. adjustments only.

—Adiuztrent Date

=il 2
Start Date: |12"r|9"f20|:|3 = Lock, Date: 12/26/2003 j ' Restricted Minar
. Adjuztment
End Date:  12/19/2003 iplermentation: U2/02/2004 j [Né Teritory Maves)
Rotate to
— Define Routes to Adjust proper date. Only check this box if
ZIP Cade: |33671 =] your Minor Adjustment
Routes In £IP Code Routes To Ay doe.s not include
Foute  |Reqular Carier Route |Feaular Carier terl’ltory moves or
p |71002 |ME CUSTER p |71001 |C A MARPLE router time.
b I 71003 |K L TOWMSEMD )
71004 |AKILIARY |
i
il
Move
routes over
with these
buttons.
Help | 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
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.
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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
Adjustment: MINOR Start Date: 1.2/19/2003 A5 Lock Date:  1.2/26/2003
Statuz: In Frogress End Date: 1241972003 AMS Planned Implementation: 0240242004

Reports/Farms Menu

Click here to Select/Edit
Office Time. A new
window will appear.

—— 1~ Conduct Inzpection — Data Tranzfer

| 1838C Data Capture and Maintenance —

Configure YWiorkstation

DL s Sriapsls _I 9959 [ata Eapture!Summal_l,l
DCD Transf
_| Examiner Observations and Camments - e
A _ q 1838-C/0bzervationz and
. zeData M akemplement Adjustments 1 Comments Data Transfer
_ | Select Method for Transfer -
it Office Ti 3399 D ata Transter

| Select/Edt ffice Tine _| Create &djustment Scenarios

_ | Select/Edit Street Time _| PRoute Base Information Maintenance _ | DRS Transter

| DPS Yolume Impact _| Mon-Delivery Paint Maintenance
_ | MSP Baze Information Maintenance

elect / Edit Office Time o ] | I

Route Mumber: I 'I Drigplay | Dlsplay route =

Edit Line ltems
Lire | 5td [ DOl |&w0OI [Fep Justifization S B
and Comments... -
Wiew Mal Yolumes..
— Office Time: I
. Justification . .
1840 &vg Met Time Used: AdJUSt the Spln box to
1840 Awg Standard Time: edlt base Ofﬁce tlme
Selected Office Time: PreSS tab to. enter a
Lire Itemn Time ddjustmets: JUStIfllgagon in the box
Modified Office Time: 2241 j I prOVI ed.
|

Save | LClose |

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.
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oute Inspections and Adjustments Workbench

I= Gelact/Edit Street Time =] T

Route Mumber: IU?DUS vI Display | Display route

Justification:

— Street Time Selecti - ——
et ot Rl I accardance with the k-39, the updated time is

; more representative of the actual street time as
LesILIE e recorded in the Summary of Minor Adjustments
" 1B40E Time 00: 00 ‘wiarkshest.

1840-B Time Including St Auw, 0000

Street Time for Adjustment o0 =

Adjust the spin box to edit
base street time. Press
tab to enter a justification
in the box provided.

Save | Cloze |

LITE

Ira

A
Eh

[a

Ira

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 time. Clicking on the Edit button, will enable
you to put in office factors for the movement of office time. There must be a current PS
Form 3999 on record which will be used to calculate and move street time.

Check ZIP code,
and click to
display routes.

=10 %]
ZPCade: g7+ Display i
. Wil Wil Wil Wl 3995}! I 184[]! . .

Route Current ﬁ-‘u;mgned 2959 | W11 3939 Carier 3939 1240 | w0l 1840 Carier Same Carier | Same Camier| Office Factor Method for | Office

Carrier : 139 |, Current Data| Current Data Transfer Factar

Indicator | Indicator k !
Dluratian Indicatar | Indicatar

71001 MARPLE C & fi fi fi i 0.00
71002/ CUSTER M E fi fi fi i 0.00
1003 TOWNSEWD KL | N fi fi i 0.00
71004 AURILIARY ROUT) N fi fi i 0.00

Office factors are required
for all routes in the zone.
Factors may be present
from previous adjustment.
To edit office factors, click
on the Edit button below.
The Edit Transfer Method
window will appear.

Erit Claze

Clear Al |
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2.6 Edit Transfer Method

i Edit Transfer Method

Route Mumber: I;.--||:||:|-| vI Dizplay |

i Select Street Tranzfer Method

Click on the “Current
3999: Time by Segment
button. The date of the
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 proceed with the
adjustment.

€ WOl 3999/5 amme Carrier

% Cunrent 3993:Time By Segment

Crate af Current 3999 Igﬂ 1,/2003

=101 x|

— Select Office Transfer kMethod

[ Wil 1840/5 ame Carier
" Percent of Total Factar - |0

t* bdanual Office Factor 23

cation

Office Justification

19 an mainframe.

Office factar choszen for adjuztment

Sawve Cloge 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.

2/9/2009
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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.

Create Adjustment Scenarios

ZIF Code: |995?1 :I'

Dizplay |

=101 |

Scenarios

Submit For Apprayal |

He-sequence Houte... |

Hew Scenara...

Edit Scenaria...

[elete Seenano

Linked Adiustments

Erint 1840-Heverse

Select For [mplementation

Totals

Submit ToAMG |

Route | Office Time | Street Time | Total Time | Alied Tine | PDs FD.;E?; Reseq Ind
71001 5y ] T 000 5 05
71002 715 545 &0 0.00 784 024
71003 210 ] &0 000 @8 0.
71004 153 351 544 000 Wi 024
Click here.
Taotals: 839 21:05 2944 00 2034

I Clear Al |

Cloze |

2/9/2009
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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

Warning! If you remove all the sector segments from a route, you
may not be able to access the route again. Until you are certain
about abolishing a specific route in a scenario, you may want to
leave at least one sector segment on the route until you are ready
to finalize the scenario.

“Comments” below.

Scenaro 02
Tuatal o \q:l?mm vl Dijenl Trel| Total | Office| Steet | Ofc | Res o
Floute | 7ip | 3359 e 0tz || ] ookt /Svestane | ] T Cfee] st [ D | P
71001 00y “val Ad Router p[1-33 15THST 0 | o0 000 00043 023 0
710020 &00Y Office; 221 |2:21 jID:UU j 200-293 BTHST E k02| 000 CO200) 0230 0
1003 &:00)Y e crmi| BOO-B33 CST E 003 001 002150 023 a
71004 544y stieet: 533 533 = 201-293 7THST 0 | om| ooo o003 023 o
f a7 -7 BT a 005 0:03) 00748 023 a
Alied: 000 [2:00
i 236-236 FTHAT E 003 002 00112 023 0=
Tods 00 800 o004 | )
Highlight sector segments and use these Frdsizet | Total selected value:
arrows to transfer territory between routes.
- [N ~ Displa | Trol | Total | Dffice| Steet | Ofc | Res 4
Foute: FRlI Dl Block Mumber / Street Mame Pat | Time | Time | Tie | Fact | Other

Ewal Adj Bovter b
Offcz. 215 [215 :II [0 :Il

1601 - 1693 E 5T 0 | o0 000 00045 023 0
1601 - 1589 E ST 0 | oo ooo o003 023 0
1401 -1438 E ST 0 | oo oo0 00045 023 O

Shiest  5:45 [5.45 j 1301-1399 E ST 0 | o2 oot ootoo 023 0
1 0 0
1 0 0

. o012 EST w00 000 (0025 0.23
Alled 00 [0 101199 E 5T 003 00 00| 023

Tods 600 &0 o0 L4 O
Create New Poute | Find shreet; I Total selected value;
Help | Justify ch_anges to office Comments S | Dloss |
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
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.
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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 {DOIS)

File Application Cptions  Window  Help

reate Adjustment Scenarios

ZIP Code: |935?1 :|" Dizplay |

Scenatios Routs | Office Tims | Stiest Time| Total Time | Alisd Tins | PDs | D75 | Reseqing | Submit For Approval |
Evaluated Factar
:h; 71001 215 540 7EE 0:00 B2 023 7
71002 215 546 B0 0:00 786 o0z v o o |
71003 210 =] 00 000 gn 023 DESEHNENTS NAE.
71004 1:54 | 545 0:00 343 0.z3

Submit TaAME |

New Scenario...

Edit existing scenarios.

Edit Scenano...

Linked Adiustmernts

Erint 1840-F everse 1840-Reverse

[elete Scenario |

Select For Implementation

Totals: 8:34 21.07 2341 000 2824

Clear Al |

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.

Route Inspections and Adjustments Workbench

Selected Adjuztment
Adjustment; MINOR

Statuz. In Progress

Adjuztment Funchions
Advance Preparation

J

Analyze Data

United States Postal Service

Start Date: 12/13/2003
EndDate: 12492003  AMS Planned [mplementation;  02/02/2004

Conduct Inspection

I
M
I

A5 Lock Date:

M akedmplement Adustments

_ | Select Method for Transter

Unit Summary of City Delivery Assignments

12/413/2003

Data Transfer

I
I

Click here to

access PS
Form 3998.

__| Repartz/Faoms Menu

City and State: AP + 4 Code Date
WASHOUGAL WA 93671-9993 010202004
Delivery L nit Courts and Inzpedions Made Fram To
Q3671 12192003 12192003
Section 1 - Letter Camiers Before Adjustments Proposed Changes After Adjustments Total Mambe 1ot Rortes Inkz ek by Penceytor
Wwmberot | MetTom! | Mamberof| Mimber | Mamberor|  Totl Exczed g the HLT' '0"3':"::':'”
Ssrigeme v | Tme Uzed | Sssigemens| of Hones | szziiment|  Hones M m am Dnlcled@
DALY | wEEKLY DALY oA LY DALY | WEEKLY O Time Allowed e
& & € i € ] o
1. Full-Time Regular Routes 3 144 00 i} 0.0o 3 144.00 ]
2. Andliary Routes 1 34.40 0 0.0z 1 34.50 iy
. El 9.
3. Routers .&SS}QI’IH’I ents i} 0.0o i} 0.0o 0.0o wm
4 Totals 4 178.40 0 0.0z 4 175.50 298 100%
5. Dezcribe adion takento eliminate excess office time.
i Bebre Adsmert it ATE rAd N £ e it i Atpakd Dae o
Bvzhess | Fesiewtml | Bagless | Resdestml | Buzhesz | Rezderts)
Ttier Ttier Ttier
i [ a5 I a5 I 1} 1}
6. Total P cesible Ddiveties DJD DI!D DI!D
o5 | 17ee o5 | 17ee 0] o
AT HT AT AT ATCET
15 | 66 15 | G4 0] o
Tle Tz it Te roe it Tite rCe it
R 0] 0w
7. Totals EITE e Aridpaed
e 54 i
B.DE”'\"EP}""‘."‘DIUH‘IES Lete & ) OPS Flat & Seq. ) Todlviolime &)
- Before Adjustments Ater Adjustments
Section 2 '_Pal_-cﬂ Post Tatal Total Honrs leek by Proposed Tatal Total Hon o ke ek by
and Combination Routes Routes [TeeWERE | S9f il_!nﬁﬂ.ﬂ;ﬂcg Routes [Tk ]
) & © d) (&) )
1. Full-Time Regular Routes PS Form 3998
2. Ausliary Roues .
3. Ausliary Assistance to Complete veries
Mon | Tue | ded | Thur [ Fri Sat




[T

IRFORMATION, SYSTEM
L S Minor Route Adjustments - Job Aid

United States Postal Service

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

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 - |I:||£

— Selected Adjustment

Adiuztment; MINOR Start Date: 12/413,/2003 AMS Lock Date: 1241342003
Statuz: In Progress EndDate: 12M19/2003  AMS Planned Implementation: 0240242004

__| Reparts/Farms Menu

— Adjustment Functions
—Advance Preparation——————— — Conduct Ingpection — Data Transfer

_ | 1838-C Data Capture and Maintenance | Configure Warkstatian

_ 1| FRandom Timecard Analysiz | 3399 Data Capture/Summary

DD Transf
_| Ewaminer Obzervations and Comments i

1838-C/0bzervations and
Caomments Data Transfer

—Analyze Data — Makedmplement Adjustrments

_ | Select Method for Transfer
it Office Ti 3333 Data Trangfer
—| Select/Edi Difice Time Create Adjustment Scenarios

a =0 5 A

DRS Transfer

Mor-Delivery Point b aintenance

_ | Select/Edit Street Time _| FRoute Baze Infarmiation Maintenance
_ | DPSValume Impact —
1

MSF B ase Information Maintenance

Current Facility: 93671 'WASHOUGAL Clase |
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. . . Click here to maintain
Note: If MSP scan points are not maintained during \isp points. MSP can

process, the route’s containing fewer than 4 street. 3iso be maintained inthe to do
so after implementation. Consequently, the next tir Route Re-sequencing
Maintenance is accessed, users will be required to window. sary
to bring the routes back up to a minimum of 4 stree. sv. a_ure user_exn> out
of the window without doing so, ALL of that route’s scan points (office and street)
will be deleted. Until the scan points are added back in the route will be
considered “Undeployed” to MSP in WebEIS.

Route Mumber: | 22001 bl

tanaged Service Poinkg

Sched
Iteryal

Saturday
MHan-Deliveny

Address Label Location Sched Time

Depart to Route Qut Droor : “pd
Address 52 SPRIMG 5T B Lid 000 M
Address ERG Ere | id - by

Address iy |
Fieturn to Office

"j This route does nok meet minimum MSP data requirements. Closing this window wil g
L

result in all data For this route being lost, Are wou sure vou wish to close this window?

2.11 Submit for Approval

After you have maintained MSP scan points, submit the selected scenario for the
areal/district approval. (Remember, you will have an additional opportunity to Maintain
MSP at the route re-sequencing stage.) Then, return to the Create Adjustment
Scenarios window to Submit for Approval.

reate Adjustment Scenarios o fim]
ZIP Code: ISSE?'I "I isplay |
Scenarios Routs | Offics Time | Strest Time | Total Tins | Alied T | PDs | 9% [ Raseqind | Submit For Approval |

Factor

Evaluated
> 71001 215 540 755 [:00 a2 023 Y
el nlntl 1.4 E | = Tnd o1 -1 OE a7 A .




n n I s ==

RIBREATOC
United States Postal Service Minor Route Adjustments - Job Aid

Click here when you are
ready to submit for approval.
Note: Once the adjustment
is approved, you will no
longer be able to edit the
scenario nor resequence
the route(s).

Warning: If an adjustment scenario is placed into a ‘Rejected’ status at any point during
the process, you must perform a ‘Clear All’, first in the Scenario window and then again in
the Select Method for transfer window. Next, you will need to start the scenario over again,
beginning with the Select Method for Transfer step. If you fail to ‘Clear All' and go on to edit
and re-sequence a rejected scenario, the route adjustment file will become corrupted.
Although it may appear normal as you are editing and re-sequencing, when AMS
receives it, the scenario will contain many errors with the territory as well as the re-
sequencing. To avoid rejecting a scenario, ensure that all the territory is moved to the
correct routes. It is recommended that you check your work using AMS edit sheets to
make certain that you have accounted for every sector segment. However, if it
becomes necessary to have a scenario rejected, you must perform a ‘Clear All.
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2.12 Re-sequence Routes

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.

ZIP Code: |9’3'3?"1 :I'

Re-sequence indicator
Y means you have not

reate Adjustment Scenarios . reviewed this route.

(“Y”es, you must

[igplay | resequence this route.)

of
yet
- 0] %]

Scenariog

Evaluated
b h

Submit For Approval |

Re-zequence Route... |

Route |Dffice Time | Street Time | Total Time | AlidTime | FDs FDa”C"f; Fiesaqnd
71001 715 540 755 00 a2 04 v
21002 15 E45 & 0 I
71003 210 550 &0 000 a8 023 i
71004 154 351 545 000 ETCI y

HewScenanin..

Edit Szenaria..

Delete Scenano

Linked Adustments

Frint 1840-Reverze

Select For [mplementation |

Once you click on “Submit for
Approval”, the “Re-sequence
Route” button is enabled. Click
here to begin the re-sequencing
process.

Totals: a3 21:07 29:41 000 2834

Submit To AMS |

| Clear A |

Cloge |

Note: If you choose not to use the re-sequencing function in DOIS, you will still
need to display and save each route in the re-sequencing window below and
submit to AMS. Re-sequencing can then be done by AMS

2/9/2009
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return to original

oute Re-sequencing Sequeu

R

Route Murnber: I?-||:||j1 vl Display | Fefresh I

X

—Elements to Re-sequence
[ [] g8 200-298 BTH 5T j
-] 88 BO0-B38 C 5T
[ ] 88 201-299 FTH 5T
[ &8 757-757B ST ﬂ
e ] 88 236-236 7TH 5T
[ ] §8 200-298 FTH 5T
(-] 88 BOT-B99 C 5T J
[ [] 8 300-398 BTH 5T
- [] 88 BO0-B38 D ST
[ O] 88 301-399 FTH 5T
(-] 88 7O0-798 C 5T
& &8 200233 7TH CT
- ]88 T00-798C 5T Use the buttons below
[ ] 88 200-299 8TH 5T to print Delivery Point
¥ [0%8 203-2032TH ST Sequence Reports
(- [] 88 207-207 8TH 5T before and after re-
w188 211-211 8TH 5T sequencing. If territorial
[ 188 215-215 8TH 5T errors are encountered,
you may edit the
Up | v Beverse scenario as long as it Up | oy Heverse
. has not been approved. .
Femove WOE | | HOF&tibute, . Femove HOR | | HDE&ftibute,..
Help | MSP Mairtenance Prirt DP Sequence | Print DF Changes | Save Llose

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 Mumber; Iﬂ ooz vl [isplay | Fiefresh
— Route Stucture [ Elemenis foh
& L1848 S00638H ST 4l
o (]88 TODTI8H ST 1R E T
i []188 T4ET46H 5T 1986 ST
- (148 700738 H 5T . - TEsesT
- [] g8 B00G38H ST Click here B
i []§8 701-7939TH 5T
[ — DH 900993 G 5T
[ [] 88 10001098 G 5T j
m- []§8 11001198 5 5T
- (] §8 601-89312TH ST
- []g8 11011193 E 5T
- []§8 500598 12TH 5T
- ] §8 G00-BI312TH ST
- []§8 12001298 5 5T
- 4 14001438 G 5T
- []§8 15001538 G 5T
- []§8 16001698 G 5T J
- ] 88 G01-89317TH ST
[ [T1%8 1601-1693 F 5T j
Up | g bieverse Ho | Do e
Remove MOF || HOR Atftribute... Remove NDE || MHDE Attitute...
Edit or add Non-Delivery
= | MSP Maintsnance | p Point |nformat|qn herg, Save Close
— 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. Save the new route structures and then Close.
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2.13 Submit to AMS

Once the route adjustment process is completed and all re-sequencing is completed,
notify the District Area Approver that 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.

Once the route adjustment is approved, click on Submit to AMS.

eate Adjustment Scenarios

ZIP Code: |5'95?'1 :l'

Djzplay |

=10/ %]

SCenanios

Evaluated
4 h

Office

Submit Ear &pprowal |

Be-zequence Route... |

[{ew Scenar..

Edit Scenana..

[elete Scenario

Linked Adustrments

Frirt 1840-F everse

Select Far [mplementation

Submit To AMS |

Route | Office Time | Steet Time | Total Time | Alied Time PDs Factor Reseqnd
71001 215 B:40 Filalil 0:00 a7z 0.23 i)
71002 215 546 a0 0:00 785 0.23 s
71003 210 5:50 a:00 0:00 g2a 0.23
71004 1:54 351 45 0:00 349 0.23

Submit to AMS

Tatals: 034 2107 29:41 00 2834

| Clezr & |

Cloze |
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2.14 Implementation

Following approval and submission to AMS, you must select and implement the route
adjustment the day prior to the scheduled effective date. Click on Select Adjustment

and Change Status from the Route Inspections and Adjustments window.

In Plant Support must update sort plans the day prior to the adjustment effective

date.
ute Inspections and Adjustments = |0 =]
— Adjustment Criteria
Adiustment: MIMOR Adjustment Details
Ctahiie- It ~ated —I Edlt .-':‘-.diustment
2. Change status to “Implemented” __| Change Status
vt e e man s - — _ﬂ-\j
__| Define Hew Adjustment
Erd D ate: 1. Select Adjustment | Selsct Adiustment
AMS Lock Date: 07./04/2003 —| Change Delivery Facility
_ __| Facility Inzpections and
AMS Planned Implementation: 0807 /2003 Adiuztments Status
Mote - There are no temitory moves allowed in thiz Restricted Minor Adjustment.
Current Facility: 98671 WASHOUGAL
Wl orkbench LCloze
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2.15 Route Base Information Maintenance

Delivery Operations Information System (DOIS)

Eile  Application

window  Help

Boutes ] Other ]

Route List/Status

Carrier

71004 |OLS0M, E

Route Maintenance

Route B ase Information Maintenance
Pivat Plan Maintenance
Mon-Deliven Paint Maintenance
39339 D ata Capture/Summary

3993 Data Transfer
DCD Tranzfer

1 (NI N I N e

_| 1838-C Data Capture/S pecial Difice Mail Counts

__| Special Office Mail Counts Data Transfer

Uit Maintenance

=ports and Forms

Daily Workload Mgmtl Stieet Mgmtl Performance Reports l Planning and Scheduling  Boute and Unit b aint

Update Base Information

Unit Recap

Carrier Foute
3939 - Manual Entry

a0 . A mE A

Foute Review Fepart

DPS Analyziz Report

Haute Inrormation Lard

Routes Pending Special Inspection

3993 - Inspection of Letter

1838 Carrier's Count of Mail

] Supervisor Workbench

It is necessary to manually update route schedule times to reflect the new base data for
all of the routes involved in the adjustment. This must be done prior to updating the

pivot plans.

Fioute Number: 71701 =
Travel Information ]
Tupe of Foute Last Inspection Date: Last Adjustment D ate:
(f: Ssssii:::stial [ Auiliary . Basze Times Mail Yalume i =Ty
: [ Saturday Non-Delivered | Dffice Time: 221 Letter Yolume: 535 0
* Mived
Street Time: 539 Flat “falume: £44 0
Type of Delivery
* Foat ~ Vialsll Uty 200 Total Waolurne: 1179 1}
® Dismauit ~ Update route base n DFS Percent e
f* bubingHaiecd schedules prior to 0:2a Baze Parcels: g
Full Coverage Factar F updating pivot plans.
00300 Possible Deliveries
Per 100 Res Delivernies Per ISR O AL Baze PO a7
S chedule : Percent To Standard: 89 % Eligiciat F: a64
Draily Saturday
Begn  [0730AM = [0730eM = et filfatislony
=1 = Regular Carmier: MARPLE, C A
Leave: [09:41 aM = 0341 AW =
j :: Hire D ate: 12/1/1988
: ; = 03:50 PM =
Retwr: [0350PM | =1 Date Assigned to Route:  12/13/2002
End: |D43DIJ FM ﬂ |D4:DIJ PM ﬂ Replacement Carrier:
* Fized Dffice Time inchudez Line lkemz 14, 15, 16, 18, 19, 20, 21. | Claze

ull
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2.16 Pivot Plan Maintenance

Pivot Plans must be re-created after the new AMS file is in DOIS. Once you have
verified that the new AMS data has come in to DOIS, and after entering the new route
base schedules, the Pivot Plans and MSP Base Information must be updated. MSP
points associated with territorial adjustments are removed and will have to be added
manually. MSP scheduled times default to 12:00 AM for any routes involved in the
adjustment. These times can be reset by creating new pivot plans for the affected
routes. Click on Pivot Plan Maintenance.

elivery Operations Information System (DOIS)
File  Application Window Help

Supervisor Workbench

Routes ] Other ] Daily "Workload Mgmt] Street Mgmt] Performance Reports ] Planning and Scheduling  Route and Unit Maint
| Route List/Status | Route Maintenance Reportz and Farms
Route | Carrier +4-
71001 |MACDONALD. T | -0:18 __| PRoute Base Information Maintenance _| Route Base Infarmation Fepart
Fo0Z |YOMDEROHE, S F 046 .
71004 |OLS0N.E [ o [ Pivot Plan Maintenance Create New Pivot Plans
| MonDelivery Point Maintenance _ | Route Review FRepart
_ | 3999 Data Capture/Summary _ | UnitRecap
| 3999 Data Transfer _ | DPS Analysis Bepart
| DCD Transfer _ | PRoutes Pending Special Inspection
Oy TPIE - S N1 ¥ BT S 3339 - |nspection of Letter
Delivery Operations Information System (DOIS) e
File applcation window  Help iral Entry
_e['g Count of tail
Pivot Plan Maintenance E“§|PX| it Senionty Report
Route Humber: 71002 -
Pivat Plan
(¢ Create or Edit Logical Groups (" Agzzign Break Locations
Diuration ;:Im Emﬂ gﬂ:g Blnxfr; First Delivery Last Delivery 1=l
P |55 0:00|0 Curbr | Ml 21641 E 5T 1623 E 5T s
55 0:00|0 Curb |RES 1/1503E 5T 1803 E 5T
55 0:01 |0 Curb |BUS 21423 E 5T 1405 E 5T
S5 0:02/0 Curb |BUS 411351 E 5T 1315E 5T
55 0:00|0 Curb |BUS 11235E 5T 1235E 5T
SS| 0020 [Cub |RES . .
ssl_omo _ow FEs | Click the Create New Pivot Plan button.
: ur . N
s ongo|cub REs | A list of all sector segments will be —
55 0:06|0 Curb |RES g g 0 . .
ss|ome |oun res | displayed in yellow. Highlight desired —
55 0:01 |E Curb |RES . .
s omo oe mes . Sector segments you wish to combine .
55 0:01|0 Curb |RES R R A
e—me tmrest into logical groups by holding down the —_
. Shift key. Selected sector segments will
. be highlighted in blue. Click on Create .

Logical Group. Follow this procedure for
all of the sector segments for each route
involved in the route adjustment.

Note: For the most accurate Pivot Plan and MSP data, a new 3999 should be
completed following the adjustment. After a new 3999 is completed, you will
once again need to Create New Pivot Plan and review MSP Information.
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2.17 MSP Base Information Maintenance

After updating pivot plan information, your last step is to go back and review MSP Base
Information. If you still have not added MSP points to bring routes back up to the
minimum of 4 street scans, you will need to do so now. If you exit out of a route with
fewer than 4 street scans without adding scan points, ALL of the scan points for that
route will be deleted. Under the Street Management tab, select MSP Base Information
Maintenance.

elivery Operations Information System (DOIS)

File Application Oy window Help

Supervisor, Workbench

Routes l Other l Daily workload Mgmt - Strest Mamt | Perfarmance Reparts I Planning and Scheduling ] Boute and Uit Maint

| Route Ligt/Statuz
Route  |Carmier
71001 |MAC DOMALD, T |

tanaged Service Points Maintenance tAanaged Service Points Performance Reparts

Add/Edit Scan Points

[] 5P Base Information Maintenance

_ | 5P Route Repart

_ | M5P Location Repart

| M5P Carier Report
| 5P Label Request Status
| Missed Scan Report

SP Base Information Maintenance

Route Murmnber: hd DISpIay Route
Managed Service Fuintz
Type Address Label Location Sched Time Iilcer:sgl Ngri%]:aclli?;ry
Haot Caze Hat Caze 331 AM 0:00 &l
Depart to Route Out Doar 44 AM 0:13 M
First Delivery 1 16TH ST Bow Lid 946 AM 0:02 M
Addres 255 BTH ST Box Lid 10:17 &M 0:25 M Edit
5 5 Box Lid o -
564 C 5T Box Lid MSPs should be evenly
Address 1385 GTH ST Eox Lid di d th hout th Delete
Address 43004007 5T AFT 33 Box Lid ISpersed throughout the
Address 4172 ADDY LOOP Box Lid route. Use the Add, Edit and
Address 3346 ADDY ST Bow Lid
Lazt Delivery 3257 AD0Y 5T Bow Lid Delete buttons to up_date :
Fistum to Dffice oo MSPs on all routes involved ]
in the route adjustment.
Note: You must update
pivot plans before updating
MSPs.
| »
Help Order your new MSP Request Labels | Close |
labels, and install within
72 hours.
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Post-adjustment checklist

This is a quick list of items to check and functions to perform once a route adjustment
has been implemented in DOIS. For more detailed information, refer to the document
“‘Route Adjustment Process” on the DOIS web site.

1.

Route Base Information Schedules: Every route’s schedule must be updated to
reflect the adjustment just implemented:

a. BT (Begin Tour): Change as necessary

b. ET (End Tour): BT + 8:00 + lunch

c. RT (Return to Office time): ET - pm office time

d. LV (Leave Time): RT - base street time - lunch

. Pivot Plans: The pivot plan for every route must be re-created (including those

that were not adjusted), in order to make use of the latest 3999 information. This
action will adjust the MSP scheduled scan times as needed. For routes that were
adjusted and that have territory that is not on the 3999, DOIS will have to
estimate durations for that until a new 3999 can be done. (NOTE: If, during the
pivot plan creation process, you find that old sector segments are still on the
route, you will have to wait until AMS refreshes DOIS with the latest delivery
point information, which occurs every Sunday, to re-do pivot plans.)

MSP labels: Once the adjustment has been implemented in DOIS, you must
order new MSP labels for the maintenance that was done during the adjustment.
You will have 3 days from when the labels were printed to deploy them and begin
using them. The labels that are being replaced, or for territory that was moved,
are immediately no longer active.

Update the Travel Information tab in the Route Base Information as needed,
including, but not limited to:

a. Base vehicle mileage

b. Line of travel to and from the route

c. Location where authorized to leave route for lunch

d. Lunch and break locations

Update non-delivery point information for each route as needed.
3999s: For routes that were adjusted, a new full 3999 should be done as soon as

feasible, and then pivot plans re-created again. This will allow MSP to be as
accurate as possible.
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