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1 – Introduction 
 
 

About this Guidebook 

Detailed help for using the PostalEASE Web application is available in online help. See 
chapter 3 for information about using PostalEASE online help. 
 
This “getting started” guidebook illustrates how to: 

! Locate the PostalEASE application on the HR Web. 

! Log on/off and change your password.  

! Access and use online help. 
 
 
 

Purpose of the Web Application 

The PostalEASE Web application gives HR professionals a way to access Allotments, 
Net-To-Bank, Annual Leave Exchange (ALE), Flexible Spending Accounts (FSA), and 
Thrift Savings Plan (TSP) transactions for employees who are unable to use a phone. 
Employees might ask for help for several reasons. 

1. They may have a hearing disability. 

2. They may have a medical disability that prohibits use of a phone. 

3. They may not be comfortable using the IVR Telephone system. 

4. They may want to check whether their PostalEASE transaction is really there. 

The Web application should only be used when there is a need to verify an employee’s 
IVR election, or to process an election for someone unable to use a phone. 
 
 
 

Gaining Access to the PostalEASE Web Application 

All users desiring access to the PostalEASE Web application must complete HRIS 
Attachment B available at http://blue.usps.gov/hrisp/hris/forms/ and PS Form 1357, 
Request for Computer Access. 

 
The forms should be mailed to: 

ATTN: HRIS SECURITY 
Eagan IBSSC 
2825 LONE OAK PARKWAY 
EAGAN MN 55121-9220 

 
 

http://blue.usps.gov/hrisp/hris/forms/welcome.htm
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Requesting Help 

Use the instructions below if you encounter problems or have questions related to the 
PostalEASE Web application. 

Application Problems 
a. Log on to the Minneapolis Mainframe. 

b. Select a CMS System (21-25). 

c. Enter a “Request for Assistance” (selection 28 on main menu in TN3270) and 
include the following information: 

! Subject Line - Include the word PostalEASE. 
! Comments - Give complete details. Include the name of the window you 

were working in, what you were trying to do, any messages you received, 
etc. Be sure to include the telephone number of the desk where you are 
working in case someone from HRIS Support Services tries to reach you. 

 
Should your PostalEASE password ever need to be reset, send an e-mail message to 
HRIS, Security Support-Eagan, MN. 

 

 
 
PostalEASE Questions 

You should frequently check the PostalEASE Web page at: 
 

 http://hrishq.usps.gov/hrisp/comp/postalease.cfm 
 
You may be able to find answers to many of your questions there. Some of the 
important links to information you will find at this site are: 
 

! Frequently Asked Questions (FAQs) 

! Processing Dates 

! Processing Instructions 

! Sample Letters 

! Worksheets for Allotments/Net-to-Bank, FSA, TSP, and TSP-50+ Catch-Up 
 
Please direct any policy questions related to Allotments/Net-to-Bank, FSA, TSP, etc. to 
the PostalEASE contact in your District or Area Office. 
 

http://hrishq.usps.gov/hrisp/comp/postalease.cfm
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Personal Identification Number (PIN) 

All career employees were mailed a letter announcing PostalEASE, and advising them 
of their USPS PIN (this is the same PIN employees use for phone bidding). Employees 
are responsible for safeguarding this information. Employees who lose or forget their 
PIN can call PostalEASE and request that a letter containing their USPS PIN be mailed 
to them. 
 
To request a letter, employees should: 

1. Call PostalEASE at 1-877-4PS-EASE (1-877-477-3273). 

2. After hearing the menu selections, Press or Say the number One. 

3. Enter their SSN and when PostalEASE prompts for a PIN, wait until they are 
asked if they would like to have a letter mailed to them. At this time they 
should Press or Say the number Two. 

 
 
Resetting a USPS PIN 

An employee’s USPS PIN prevents unauthorized access to confidential employee 
information, including phone bidding, computerized bidding, and PostalEASE records. 
Employees should safeguard their PIN just as they would protect the keys to their 
homes. 
 
Before resetting a USPS PIN, you must positively identify the employee using either of 
these methods: 

! If the employee makes the request in person, require a picture ID.  

! For written requests, ensure that a supervisor has signed and dated the 
request as confirmation that it was received directly from the employee. Keep 
the signed request in a local file for up to 60 days after the PIN has been 
changed, and destroy it after 60 days. 

 

 
Do not reset an employee’s PIN based on a telephone request. 

 
To reset an employee’s USPS PIN: 

1. From the main HR Applications Support Web page, select the USPS PIN link. 

2. Enter your CMS logon and password when prompted. 

3. Read the “For Official Use Only” warning and click I agree. 

4. At the main Personal Identification Number menu, select Reset PIN. 

5. Type the Employee’s SSN and click Submit. 

6. At the confirmation screen, verify the SSN and click Continue. 
 

http://blue.usps.gov/hrisp/hris/welcome.htm
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7. Click Return to Reset to reset another PIN, or Main Menu to exit. 

8. At the main PIN menu, click Log Off. 

Note: When you log off, you may see a dialog box asking whether to close the window. 
Click Yes. This is a security measure intended to keep others from accessing your 
information. 

Employees can change their own USPS PIN and should immediately do so using the 
instructions in the next section. Employees will be prompted for different information 
depending on whether the PIN is in a reset status or is current. 
 
 
 
Changing a USPS PIN in Reset Status 

To change a PIN that has been reset, employees should: 

1. Call PostalEASE at 1-877-4PS-EASE (1-877-477-3273). 

2. After hearing the menu selections, Press or Say the number Three. 

3. Follow the instructions for entering their Social Security Number (SSN) and 
Birth Date. 

4. After these are verified, they should enter a 4-digit Number of their choice. 

5. After reentering the new 4-digit number as a check, hang up the phone. 
 
 
Changing a Current USPS PIN 

To change a current PIN, employees should: 

1. Call PostalEASE at 1-877-4PS-EASE (1-877-477-3273). 

2. After hearing the menu selections, Press or Say the number Three. 

3. Follow the instructions for entering their Social Security Number (SSN) and 
Current PIN Number. 

4. Follow the instructions for entering a new 4-digit Number of their choice. 

5. After reentering the new 4-digit number as a check, hang up the phone. 
 
Whether changing a current USPS PIN or one in a reset status, the new PIN will be 
effective in PostalEASE after 24 hours. The PostalEASE IVR uses the same PIN as the 
Phone Bidding System IVR. The changed PIN is effective immediately for use with 
Phone Bidding. 
 

 
Employees can also change their USPS PIN using the Computerized 
Bidding System or the Phone Bidding System IVR (1-800-222-2415 or 
1-800-520-0625 TDD). The employee will be prompted for their SSN 
and a new 4-digit number. If the PIN has been reset, the system 
prompts for the employee’s SSN and birth date. After verification, a new 
4-digit number can be entered. 
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Privacy Information 

 Avoid disclosing information that is protected by the Privacy Act of 1974 to an 
internal third party unless the person has an official need to know. 

 To safeguard records in a way that prevents unauthorized access: 

√ Keep records that are protected by the Privacy Act in a restricted area. 

√ Protect computer information about individuals by using password access 
and by not leaving information displayed on computer screens. 

√ Keep paper records in locked containers. 

√ Dispose of paper records by shredding or burning them and computer 
records by erasing or degaussing them. 

√ Do not discuss protected information in public areas or with another 
employee who does not have a need to know. 
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2 – Accessing PostalEASE 
 
 

Locating the Web Application 
 
To access the PostalEASE Web application: 

1. Open the Internet Explorer Web browser. 

2. From the USPS Intranet home page (http://blue.usps.gov/), navigate to the 
PostalEASE Web application using one of the methods described below: 

 
Method 1                                                  Method 2 

a. Type the URL shown below and press Enter. 
 

http://hrishq.usps.gov/hrisp/comp/postalease.cfm 
 

b. Click the PostalEASE Web Administration 
Application link. 
 

1. Select the Headquarters link at the top of the 
“Corporate Intranet” home page. 

 
2. Under Human Resources, click the Employee 

Resource Management link. 
 
3. Click Human Resources Information Systems 

on the blue navigation bar. 
 
4. Under HR Professional Web Applications, select 

PostalEASE. 
 
5. Click the PostalEASE Web Administration 

Application link. 
 

 
3. Click Yes on any security alert boxes that appear. 

4. On the PostalEASE login screen, 
type your User ID in the “User ID” 
text box. 

5. Press Tab and type your Password 
in the “Password” text box. 

6. Click the Login button. 

7. Click Yes on any security alert boxes that appear until you reach the main 
PostalEASE selection screen (see page 8). 

 
 

Login 

User ID 

 Password 

Login 

http://hrishq.usps.gov/hrisp/comp/postalease.cfm
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PostalEASE Main Selection 

 
 

 
You should be aware that all PostalEASE screens automatically “time out” unless a 
button is clicked within 15 minutes to submit data or move to another screen. If this 
happens, you can click on the Home button on the Internet Explorer toolbar to return 
to your default home page, or close and open your browser again. Use the instructions 
on page 7 to navigate to the PostalEASE application and log in again. 

 
 
. 

Navigation 

Tabs for Payroll, Administration, and Benefits 
remain visible at the top of each page 
allowing you to quickly change functions 
 
 
Just click on the tab for the function you wish to access. 

 Payroll - gives you access to Allotments/NetToBank, EVA Balance, Federal W4, 
and Savings Bonds functions. 

 Administration - allows you to change your password. 

 Benefits - gives you access to Thrift Savings Plan, TSP Catch-Up Contributions, 
Flexible Spending Accounts, and Annual Leave Exchange functions. 

 
When working in a particular area of PostalEASE, such as Payroll, the function you are 
currently using is noted at the top center of the Web page in light blue. For example, if 
you are in one of the Payroll functions (Allotment/Net-to-Bank or Federal W4), you 
can click the Allotment/Net-to-Bank or Federal W4 link to go to the Employee 
Selection screen for that function. 

 
 
 
 
 

Based upon your login, you have access to the following applications:

Help       Exit 

Current 

Welcome to the 
United States Postal 
Service. 

 
PostalEASE allows 
you to modify 
Employee Payroll 
and Benefit 
elections. 

 

You can also visit us 
on our website at 

WEBADMIN 
Password 

PAYROLL 
Allotments / NetToBank
EVA Balance 
Federal W4 
Savings Bonds 

BENEFITS 
Thrift Savings Plan 
TSP Catch-Up Contribution 
Flexible Spending Accounts 
Annual Leave Exchange 

Payroll             Administration          Benefits 

  Allotment/Net-to-Bank        EVA
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Enter Key - To use the Enter key in PostalEASE, you must Tab 
to the applicable function (button or link) before pressing Enter. 
Otherwise, you should click the appropriate button or link. 
 
Back Button - The Back button located on the Web browser 
toolbar does not work. Pressing this button will take you to the 
previous screen; however, the data displayed on the screen may 
not be valid. It is OK to use other Back buttons that are designed 
as part of a PostalEASE screen. These buttons are usually located 
towards the middle or bottom of a screen. 
 
Help, Exit and Home Buttons  

 Help opens PostalEASE online help. 

 Exit closes PostalEASE (see topic below). 

 Home returns you to the main PostalEASE 
selection screen (see page 8). 

 
You cannot use the Exit and/or Home buttons if you have “timed-out” due to 15 minutes 
of inactivity. In this situation, you can either click Home on the browser toolbar to 
return to your default home page, or close and reopen the browser. 

 
 

Exiting PostalEASE 

To exit PostalEASE: 

1. Click the Exit button located at the top of every PostalEASE Web page. 

2. Click Yes on any security alert boxes that appear. 

3. The PostalEASE exit screen appears. 

 

4. Click the Logon Again or Back to HR Home Page links; or close the 
Web Browser. 

 

https://essweb2.usps.gov/exit.htm - Microsoft Internet Explorer provided by USPS 
File   Edit   View   Go   Favorites   Help 

   Back      Forward     Stop    Refresh   Home    Search  Favorites History Channels Fullscreen  Mail    Print       Edit    

https://essweb2.usps.gov/exit.htm 
 

 

 

Thank you for using the PostalEase Web Administration Application 

 

 
Logon Again 
 
Back to HR Home Page 
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Changing your Password 

Passwords expire every 30 days. We suggest you change your PostalEASE Web 
application password each time you change your mainframe password. This is 
particularly important between open seasons when you may not be using PostalEASE 
regularly. Should your PostalEASE password ever need to be reset, send an e-mail 
message as follows: 

 For cc:Mail, send messages to HRIS SECURITY SUPPORT. 
 For Microsoft Outlook, send messages to HRIS, Security Support - Eagan, MN. 

 
1. From the PostalEASE main selection screen, click the Password link 

located under WEBADMIN. 

2. The PostalEASE change password screen appears. 

 
 

3. Type your New Password in the Enter New Password text box. 

 
Passwords must consist of at least six (6) characters and should 
contain a mixture of letters and numbers. 

 
4. Press Tab and reenter your New Password in the Re-enter New Password text 

box. 

5. Click Submit. 

6. A new screen appears with the message, “Your password has been successfully 
changed. You must exit the system and log on again using your new password.” 

7. Click the Log off button. 

8. The PostalEASE exit screen appears. Click the Logon again link to reenter 
PostalEASE. 
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3 – Using Online Help 
 
 

Opening Online Help 

The PostalEASE Web application provides access to detailed online help. This chapter 
illustrates how to open help and briefly discusses some of the help functions. 

 
To open online help: 

1. From any PostalEASE Web application screen, select the Help icon located in the 
upper right portion of the screen. 

 
 
 
 

2. The help file displays in a new browser window. 

 
 
 



3 – Using Online Help 

12 PostalEASE Web Application Guide, August – 2003 

 
 
 

Tips for using PostalEASE Online Help 

Contents 
The Contents tab provides a list of topics just like the contents section in a paper-
based book. To select an entry in Contents, simply click on the entry’s Title. 

 
Index 
The Index contains keywords selected by the author, again like a book. To search the 
index, you can type part or all of a word or phrase in the entry box at the top of the 
index page. To view topics for an entry, Double-click the Entry or click Display to see 
the currently selected entry. If an index entry corresponds to more than one page in 
the Help system, you will see a “Topics Found” dialog that lists the corresponding 
pages. Simply select the item you wish to view and click OK. 

 
Index keyword selections only take you to the beginning of a topic. 
Once at the start of the topic, press CTRL+F to bring up a Find dialog 
box. Enter the keyword in the Find What: text box and click Find 
Next. All occurrences of the keyword will be highlighted. 

 
 
 
 
Printing a topic: 

To print a topic, click the Print button, 
or use one of the methods described below.  
 

1. Press CTRL+P. After the Print dialog box appears, click OK. 

2. Right-click on the topic you want to print and select Print from the popup 
menu. After the Print dialog box appears, click OK. 

 
 
Printing a book: 

In Internet Explorer, you can print all of the topics in a book. 
 
To print a complete book in Internet Explorer: 
 

1. From the Contents view (left frame), 
 right-click on the Book you wish 
 to print. 

 
2. From the pop-up menu, click Print. 

 
 



3 – Using Online Help 

PostalEASE Web Application Guide, August – 2003 13 

 
 
 

3. A dialog box with two options appears. 

 
 

4. Ensure the Print the selected heading and all subtopics option button is 
selected and click OK. 

5. After the Print dialog box appears, click OK. 
 
 
 
Leaving help open: 

PostalEASE help opens in a new smaller browser window. If you wish, you can leave 
this help window open while using the PostalEASE Web application. To minimize online 
help, just click anywhere on the PostalEASE Web application screen. To bring the help 
file back into view, press TAB while holding down the ALT key until PostalEASE Help 
- Microsoft Internet Explorer is highlighted. Release the ALT key and the help 
window will reappear. 
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