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Preface

Purpose

This EES/WinSSI v2.0 User's Guide provides delivery units with information on using EES/WinSSI v2.0 on the Delivery Unit Computer (DUC). The emphasis in this guide is on making station input and Edit Sheet changes, then transferring the files to the National Directory Support System (NDSS) computer.

EES/WinSSI v2.0 user documentation has been divided into two separate guides to aid United States Postal Service (USPS) employees in finding the information they need: the EES/WinSSI v2.0 DUC User's Guide (this document) and the EES v2.0 NDSS Computer User's Guide. 

Structure

This guide describes how to use EES/WinSSI with an emphasis on making changes to station inputs and Edit Sheets. The different tasks that the user performs with EES/WinSSI serves as the basis for the structure of this guide.

· Chapter 1 presents a brief overview of EES/WinSSI. 

· Chapter 2 describes how to make changes to station inputs with SIE.

· Chapter 3 explains how to edit Edit Sheet fields with SIE.

· Chapter 4 gives the procedures for how files are transferred between EES/WinSSI on the DUC and the Sort Program System (SPS) on the NDSS computer. 

· Chapter 5 tells how to set up, maintain, and delete user accounts, as well as how to configure the modem for file transfer.

· Appendix A, EES/WinSSI Conversion Issues, presents a summary of issues that the user should keep in mind in converting from WinSSI to EES/WinSSI.

Conventions

The conventions and terminology used in this guide are similar to the conventions and terminology used in documentation for Windows 95 Microsoft software. 

Definitions of the Edit Sheet fields are based on the October 1997 Address Management System (AMS) glossary.

Items that the user clicks, points to, or otherwise selects are printed in bold. Information that the user types into a given field is also printed in bold. Prompts and other screen messages are printed in italics. Function keys appear in brackets and bold, for example, <Do>. 

1. How the Delivery Unit Uses EES/WinSSI

Electronic Edit Sheets/Windows SPS Station Input (EES/WinSSI) is an application that enables a delivery unit to electronically transfer its address record changes to the Address Management System (AMS) for inclusion in the national address database. As suggested by its name, this application has a dual purpose:

· WinSSI—Like WinSSI before it, EES/WinSSI allows the delivery unit to make station input changes that affect the way mail is sorted.

· EES—EES/WinSSI adds the capability to make and transfer Edit Sheet changes electronically to AMS.

AMS maintains a database of all the addresses in the nation. Each delivery unit makes changes to its delivery area's records, changes that promote the best mail sorting for local needs. AMS reviews and then approves or rejects most of the following changes:

· Applying holdouts (Change of Address, Temporary Non-Delivery, Non-Delivery Day, Window Call, and P.O. Box Throwback)

· Setting Bundle Splits

· Adding records to a new street, based on an existing street, a firm/building, a new high-rise unit, or a new box

· Changing street numbers

· Changing firm names

· Deleting records

· Moving records among carriers

· Resequencing records within carriers 

· Reversing the sequence of records within a carrier

Besides making these station input changes, the delivery unit also modifies Edit Sheet fields. Historically, the delivery unit has recorded certain address record changes in an Edit Book, then sent that book to AMS for approval. EES/WinSSI takes away the need for a paper copy of these modifications, instead enabling all Edit Sheet modifications to be sent electronically to AMS. 

The delivery unit makes both station input and Edit Sheet changes in the Station Input Editor (SIE). Most station input and all Edit Sheet changes are only temporary until AMS approves or rejects them. They are saved in transaction files that are then uploaded, or transferred, to the National Directory Support System (NDSS) computer.

In-Plant Support uses the Sort Program System (SPS) on the NDSS computer to create sort programs, which sort a zone's mail to the delivery point. AMS' national database and the delivery unit's transaction files provide the data used to create sort programs. When the delivery unit uploads transaction files, the files are used to update the sort program at a given time each day. For this reason, transaction files need to be uploaded every day prior to the preestablished auto-update time. The delivery unit should communicate with In-Plant Support to establish this time. 

From the local NDSS computer, the transaction files are sent to AMS. AMS has 14 days in which to review and then approve or reject all applicable changes by the delivery unit.  

Each week, AMS sends the NDSS refresh tape with any national database changes to the local NDSS computer. The delivery unit then receives updated Delivery Point Files (DPF) from the NDSS computer. These files should be downloaded every week to EES/WinSSI on the DUC so that the delivery unit has the latest address information and can make local changes to these updated files. 

The delivery unit can view the status of their changes in the EES Transaction Report, which is downloaded with each weekly refresh. AMS has 14 days in which to render a decision on the delivery unit's changes and will review each transaction separately, in the order that they are received. 

How EES/WinSSI Affects Delivery Unit Operations

Table 1‑1 summarizes the different ways in which EES/WinSSI affects the delivery unit's operations.

Table 1‑1. Differences Between EES/WinSSI and Previous Versions of WinSSI

	Type of Change
	WinSSI Feature
	EES/WinSSI Feature

	Station Input Differences (See Chapter 2)

	Sequence numbers
	Visible in route information list
	Not present in route information list, although record numbers provide an alternative way to track them

	Bundle Splits
	Bundle Splits marked for local use and Bundle Splits marked by AMS were used in SPS.
	Only Bundle Splits marked locally (as opposed to by AMS) are used in SPS.

During the conversion to EES/WinSSI, all AMS (A) Bundle Splits are converted to station (S) Bundle Splits.

	Holdouts
	Non-Delivery Days (NDD) only impacted local sort programs.
	NDD are now sent to AMS for approval.

	Holdouts
	Window Calls (WC) only impacted local sort programs.
	WC are now sent to AMS for approval.

	Holdouts
	Multiple-Point Deliveries (MPD) were set by delivery unit.
	MPD are now handled at the District level and cannot be marked by the delivery unit (i.e., cannot be set in SIE).

Records with MPD that were marked in an earlier version of SIE (e.g., in WinSSI v2.1) can be viewed, but not edited, in EES/WinSSI.

MPD that were associated with firm records are removed during the installation process.

	Holdouts
	-----------------------------------------------
	New P.O. Box Throwback (POBT) holdout

	Adding records
	Limited options
	There are now five add options:

 Add to a new street

 Add to an existing street

 Add a new building

 Add a new high-rise unit

 Add a new box 

	Deleting records
	-----------------------------------------------
	A new feature

	Moves from one carrier to another
	Accomplished through the use of dialog boxes
	Performed by "dragging and dropping" a record from one carrier to another

	Resequencing within a given carrier
	Accomplished through the use of dialog boxes
	Performed by "dragging and dropping" a record within a carrier

	Reversing a series of records
	-----------------------------------------------
	SIE now allows the user to reverse the order of two or more records as long as they are adjacent to each other.

	Changing firm names
	-----------------------------------------------
	A new feature

	Hi-Rise Sorting
	Available to the zone and carrier level; handled by the delivery unit
	Now available to the building level as well as the zone and carrier level, but handled by the District; the SIE user can view whether Hi-Rise Sorting has been set, but cannot make any changes to Hi-Rise Sorting itself.

	Phantom routes
	Available for editing in SIE
	User-created phantom routes (e.g., F and S routes), with the exception of S999, are returned to their original carriers 

	Business reply mail (BRM) routes
	Available for editing in SIE
	Not able to be viewed in EES/WinSSI, even though they are still in the sort program; to view them, the delivery unit must obtain a printout from AMS, just like a firm printout

	Edit Sheet Differences (See Chapter 3)

	Electronic Edit Sheet
	-----------------------------------------------
	A new feature

	File Transfer Differences (See Chapter 4)

	Type of file downloaded to DUC
	SPS Station Input (SSI) file
	DPF

	Type of file uploaded from DUC
	Pending file
	Transaction file

	Where files sent
	Local NDSS computer
	Local NDSS computer for some station input changes; local NDSS computer and beyond, to AMS, for most station input and all Edit Sheet changes

	Time issue
	-----------------------------------------------
	14 days for AMS to review and approve or reject changes sent to it; 21 days for entire communication cycle

	Communication report
	-----------------------------------------------
	EES Transaction Report gives status of station input changes sent to AMS

	System Administration Differences (See Chapter 5)

	Communication options
	Dial-up and Kermit in addition to other options
	Dial-up and Kermit eliminated


Note that most delivery unit modifications are now reviewed and approved or rejected by AMS within a 14-day time period:

· All actions (adds, deletions, changes in street numbers, changes in firm names, moves, resequencings, and reversals)

· Three holdouts (NDD, WC, and POBT)

· All Edit Sheet changes

Hardware Summary

For EES/WinSSI to function properly, the following system hardware and communication hardware must be used.

System Hardware

	Processor 
	Intel 486 or better processor with a 25 MHz clock

	Processing memory 
	Minimum required by Windows 95

	Storage requirements
	70 MB located on a single drive (logical & physical)

	Software version 
	Windows 95

	Serial port
	For Point-to-Point Protocol (PPP) connections, COM1 or COM2 using standard IRQ Ports addresses, with a DB9 or DB25 pin configuration


Communication Hardware

Any modem supported by Windows 95 can be used with EES/WinSSI v2.0. 

Converting to EES/WinSSI

Converting to EES/WinSSI v2.0 from WinSSI v2.1 involves a 3-step process on the DUC:

1. Installing EES/WinSSI v2.0.

2. Entering station information and the IP address of the local NDSS computer in EES/WinSSI's System Administration function. (See Chapter 5 for more information.)

3. Downloading the first set of DPF from the local NDSS computer using EES/WinSSI's Transaction/DPF Transfer function. (See Chapter 4 for more information.)

This section lists guidelines and critical information related to the conversion process.

Before Conversion

· Do not switch to EES/WinSSI during a route adjustment.

· If there are major problems with WinSSI on the DUC, fix them before switching to EES/WinSSI.

· Upload all pending files from WinSSI v2.1.

· Do not plan on keeping both WinSSI v2.1 and EES/WinSSI v2.0 on the DUC. EES/WinSSI v2.0 replaces WinSSI v2.1.

· If boxes have been merged to create phantom routes, inform In-Plant Support to unmerge them during a DPF import.

During Conversion

· The station initiates the conversion to EES/WinSSI using the 3-step process listed at the beginning of this section. 

· The station does not lose any data during the conversion process.

· Bundle Splits previously marked as A (for AMS use) are converted to S (for SPS/station use).

· User-created phantom routes (i.e., all F and S routes) are returned to their original carriers, with the exception of S999 routes.

· MPD associated with firm (F) records are removed.

· All old WinSSI directories, old SSI files, and the WinSSI v2.1 application itself are automatically deleted from the DUC.

· Transaction files with non-delivery days (NDD) and window calls (WC) are created and sent to AMS.

After Conversion

· Once a station requests DPF, the DUC can no longer use SSI files and will only receive DPF in the future.

· Allow more time for all downloads—The downloading process will take longer, so schedule time for it carefully.

Accessing EES/WinSSI

To enter EES/WinSSI, double-click the EES/WinSSI 2.0 icon on the desktop (see Figure 1‑1).
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Figure 1‑1. EES/WinSSI Icon on the Desktop

The EES/WinSSI title screen appears with the cursor flashing in the Username box (see Figure 1‑2).
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Figure 1‑2. Logging In to EES/WinSSI

Complete the following steps to log in to EES/WinSSI:

1. Type a user name.

2. Click in the Password box and type the password, which is case sensitive, exactly as entered (i.e., uppercase or lowercase letters) when the user account was created. (For information on setting up accounts to establish users and passwords, see Chapter 5.)

3. Click OK or press <Return> to access the EES/WinSSI main menu.

The user can also always click Cancel while at this screen to exit the application.

Accessing EES/WinSSI Functions

Once a user name and password have been entered, the EES/WinSSI main menu appears (see Figure 1‑3).
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Figure 1‑3. EES/WinSSI Main Menu

EES/WinSSI contains four functions. As listed from top to bottom on the main menu, they are:

· System Administration—For setting up and maintaining accounts, and for configuring communications (see Chapter 5 for more information)

· Station Input Editor—For making both station input (see Chapter 2 for more information) and Edit Sheet changes (see Chapter 3 for more information) 

· Transaction/DPF Transfer—For transferring files to and from the local NDSS computer (see Chapter 4 for more information

· EES Transaction Report—For viewing the status of the delivery unit's changes during the EES/WinSSI cycle (see Chapter 4 for more information)

Select one of the four functions by pointing to the appropriate button and clicking it. To instead exit from EES/WinSSI, click Exit. 

Moving Around in EES/WinSSI

Because EES/WinSSI is a Windows application, the user primarily carries out functions with a mouse. However, EES/WinSSI also asks the user to type information into different boxes, making a keyboard necessary as well. 

EES/WinSSI frequently lets the user complete actions with shortcut keys instead of the mouse. If a particular command has an underlined letter in it, the user can press either <Alt> + the underlined letter to carry out that action, or, in some cases, just the letter. 

Getting Help

The user can access online Help at four places within EES/WinSSI:

· By clicking Help at the main menu.

· By accessing the Help menu and clicking Help Topics in SIE

· By clicking Help at the System Administration pages

· By clicking Help while at the Transaction/DPF Transfer window

Each of these Help systems is different from the other ones, covering topics relating only to the location where the user accesses the Help.

If necessary, the user can also contact Raleigh Information Systems Support Center (ISSC) to get answers concerning EES/WinSSI and the DUC. Their telephone number is 1-800-423-3747.

2. Making Station Input Changes

In its day-to-day operations, the delivery unit makes station input changes that affect the way mail is sorted locally. These changes include: 

· Setting Bundle Splits 

· Applying holdouts (Change of Address [COA], Temporary Non-Delivery [TND], Non-Delivery Day [NDD], Window Call [WC], and P.O. Box Throwback [POBT])

· Adding records to a new street, based on an existing street, a firm/building, a new high-rise unit, or a new box

· Deleting records

· Moving records among carriers

· Resequencing records within carriers 

· Reversing the sequence of records within a carrier 

· Changing street numbers

· Changing firm names

The Station Input Editor (SIE) in Electronic Edit Sheets/Windows SPS Station Input (EES/WinSSI) allows the delivery unit to make these changes each day by modifying Delivery Point Files (DPF). The delivery unit can also find records and generate holdout reports in SIE. 

Changes Sent to AMS for Review

While station input changes affect mail processing locally, many also have ramifications for the AMS national address database. With EES/WinSSI, the delivery unit sends many of its modifications to AMS for review (see Table 2‑1). 

Table 2‑1. AMS' Role in Reviewing Station Input Changes

	Station Input Change
	Reviewed by AMS?

	Bundle Splits for local use
	N

	Changes of Address
	N

	Temporary Non-Deliveries
	N

	Non-Delivery Days
	Y

	Window Calls
	Y

	Multiple-Point Deliveries
	N

	P.O. Box Throwbacks
	Y

	Adds
	Y

	Deletions
	Y

	Moves to another carrier
	Y

	Moves within the same carrier (resequencings)
	Y

	Reversals
	Y

	Street number changes
	Y

	Firm name changes
	Y


AMS Timeline

AMS has 14 days in which to approve or reject changes. During the time period when the delivery unit has sent the changes but no action has been taken by AMS, the changes remain in SIE on the local Delivery Unit Computer (DUC). Changes become permanent once AMS applies approvals to the national database. In contrast, changes do not appear in SIE once AMS officially rejects them. 

The EES Transaction Report accessed from the EES/WinSSI main menu contains a list of approvals, rejections, and actions pending by carrier. This report is updated with each weekly refresh tape from the National Directory Support System (NDSS). The refresh tape also contains new DPF, regardless of the status of the delivery unit's changes. For more information on EES/WinSSI communications, see Chapter 4, Transferring Files.

Changes Handled at the District Level

Effective with EES/WinSSI v2.0, two types of station input changes previously handled by the delivery unit now fall under the District's jurisdiction:

· Multiple-Point Deliveries (MPD)

· Hi-Rise Sorting

The District monitors and controls these features using the local NDSS computer.

Multiple-Point Deliveries

The delivery unit no longer has the capability in SIE to mark a record for MPD. Consequently, the Multiple-Point Delivery option button is always shaded and unavailable.

Any MPD that was applied before EES/WinSSI was installed can still be viewed in SIE, but the user cannot either change the holdout associated with these records (e.g., from an MPD to a WC) or remove the MPD per se. 

In all other respects, however, the delivery unit can make changes to these address records (see Table 2‑2). 

Table 2‑2. What the Delivery Unit Can Do With an Address Record Marked as an MPD

	Delivery Unit Action
	Is This Possible With an Address Record Marked as an MPD?

	Apply a Bundle Split
	Y

	Change MPD to any other holdout (i.e., COA, TND, NDD, WC, POBT)
	N

	Unmark an MPD
	N

	Add a record
	Y

	Delete a record
	Y

	Change the street number
	Y

	Change the firm name
	Y

	Move this record to another carrier
	Y

	Move this record within the same carrier
	Y

	Include this record in a reversal
	Y


Hi-Rise Sorting

In previous versions of WinSSI, Hi-Rise Sorting could be set at the zone or carrier level. EES/WinSSI v2.0 makes it possible to turn on Hi-Rise Sorting for an individual building; however, the District now has responsibility for setting Hi-Rise Sorting at all three levels—zone, carrier, and building. Consequently, EES/WinSSI users can see if Hi-Rise Sorting has been turned on, but cannot apply this function themselves.

While the District now has the responsibility for turning Hi-Rise Sorting on and off, the delivery unit still applies changes to the Hi-Rise Sorting address records (e.g., apply Bundle Splits and holdouts, move records). The District must turn Hi-Rise Sorting on in the zone, route, or building before the delivery unit can make any changes to individual delivery points in a building.

Accessing SIE and the Carrier Routes

To make station input changes, the user must enter SIE and access the route information list, which contains the carrier routes. At the EES/WinSSI main menu, click Station Input Editor (see Figure 1‑3).  

Updating the DPF Database

To use EES/WinSSI efficiently, the delivery unit must maintain up-to-date database files, particularly since AMS approves or rejects many of the delivery unit's changes within a 14-day time period.

	For this reason, SIE contains an internal clock that is reset after each update of DPF from the NDSS refresh tape. The DPF database should be updated weekly with new files from the NDSS refresh and must be updated every 21 days. If the database is not updated for 21 days, the user is locked out of SIE and cannot edit DPF without downloading new files from the NDSS refresh tape (see Figure 2‑1).
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Figure 2‑1. 21-Day Lockout Message

	SIE also warns the user with a prompt if the files are between 7 and 21 days old. This prompt, like the lockout message, appears immediately after the user logs in and clicks Station Input Editor (see Figure 2‑2).
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Figure 2‑2. DPF File Warning Message


Exploring the Main Window

Once the user passes the warning prompt (if one exists), the main window appears (see Figure 2‑3).
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Figure 2‑3. SIE Main Window

The main window contains several features (see Table 2‑3; compare with Figure 2‑3).

Table 2‑3. SIE Main Window Features

	Feature
	Description

	Icon
	The SIE icon allows the user to restore, move, resize, minimize, maximize, and close the main window. Closing the window returns the user to the EES/WinSSI main menu.

	Title
	The title of this function (Station Input Editor) appears in the title bar at the top of the window.

	Minimize, Maximize, and Close buttons
	The right-hand side of the title bar contains buttons with which the user may minimize SIE (that is, shrink it to a bar on the Windows task bar), maximize the size of SIE, and exit SIE.

	Menus
	Four menus (File, Actions, Reports, and Help) provide lists of options that the user can choose. These menus are located directly below the title on the menu bar.

	Tool bar
	The tool bar contains 16 buttons that the user can click instead of using the menus (see Figure 2‑4).
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Figure 2‑4. Tool Bar

	Zone list
	The Zone list displays all available zones. When the user enters SIE, the first zone in the list appears as the default. To view the entire list, click the <Down Arrow>.

	Carrier list
	The Carrier list displays all available carriers. When the user enters SIE, the first carrier in the list appears as the default. To view the entire list, click the <Down Arrow>.

	Indicator line
	Three checkboxes show whether Bundle Splits, Hi-Rise Sorting, and MPD have been set for a particular record(s).

	Holdouts information area
	The holdouts information area located below the Zone and Carrier lists contains check boxes and option buttons that the user clicks to select Bundle Splits and holdouts. A check mark in the check box or a blackened circle in the option button indicates that the user has selected a particular option. 

Other boxes and buttons in this area relate to particular holdouts: the Start and End boxes for a Change of Address or Temporary Non-Delivery, the days of the week for Non-Delivery Day, and the Modify Destination button and box for P.O. Box Throwback.

	Route information list
	The route information list displays information for a given route based on the zone and carrier chosen by the user. When SIE is first accessed, the route information list contains information for the first zone and carrier found in the Zone and Carrier lists.

	Exit, Help, and Cancel buttons
	The Exit, Help, and Cancel buttons allow a user to execute a specific command. Clicking Exit or Cancel allows the user to exit SIE to the EES/WinSSI main menu (see Figure 2-2); however, only the Exit button gives the user the option of saving changes made to the DPF. Online Help can be accessed at any time in SIE by clicking Help.

	Status bar message, record number, and clock
	The status bar at the bottom of the window contains three different features. On the left-hand side, a message often prompts the user to take a certain action or describes the result of something that the user has done. On the right-hand side, SIE lists the record number of the selected address in the route information list; SIE v2.0 does not display sequence numbers. A clock is in the far right-hand corner.


At the main window, the delivery unit can:

· View records in the route information list.

· Find records with the Actions menu's Find function.

· Apply Bundle Splits and holdouts in the holdouts information section.

· Generate holdout reports from the Reports menu.

· Edit carrier records using the Actions menu.

· Edit Edit Sheet fields (see Chapter 3 for more information).

· Generate Edit Sheets reports from the Reports menu (see Chapter 3).

· Save any changes made to the records.

· Get online Help at any time.

Not all of the fields in the route information list are visible in Figure 2‑3. To view more of them, move the horizontal scroll bar all the way to the right (see Figure 2‑5).
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Figure 2‑5. Additional Columns in Route Information List

To view more of the screen at one time, click the Maximize button in the title bar (see Figure 2‑6).
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Figure 2‑6. Complete Main Window

Even with the screen maximized, the user still must move the horizontal scroll bar to see all of the columns in the route information list.

The screens within the remainder of this chapter display the main window as it appears normally when the user first enters SIE, without all of the route information list columns visible. 

Saving Changes and Exiting SIE

Editing DPF involves making changes in data, and these changes must be saved. To do this, move the pointer to the menu bar, point to File, move the pointer down to the first option, and click Save. Click the tool bar's Save button as an alternative (see Figure 2‑7).
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Figure 2‑7. Different Ways to Save: File Menu and Tool Bar Button

Whenever the user makes changes and exits from either SIE or a specific carrier route, a prompt asks the user if the changes should be saved. For example, if the user has modified records in route B001, the prompt reads, Would you like to save the changes to B001 (Y/N)? Click Yes to save the changes (see Figure 2‑8).
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Figure 2‑8. Save Prompt

To exit SIE and return to the EES/WinSSI main menu, the user can do one of the following (see Figure 2‑9):

· Move the pointer to the menu bar, point to File, move the pointer down to the third option, and click Exit.

· Click the Exit button on the tool bar.

· Click the Exit command button at the bottom of the window.
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Figure 2‑9. Different Ways to Exit: File Menu, Tool Bar Button, and Command Button

Selecting a Zone and Carrier

Whenever a user enters SIE, the route information list displays the records for the first ZIP Code and route found in the Zone and Carrier lists. 

	The Zone list (see Figure 2‑10) contains the ZIP Codes that can be edited by the delivery unit. To make any changes in available zones, contact In-Plant Support. 

The Carrier list (see Figure 2‑11) displays routes (carrier identification numbers) that consist of a letter and a 3-digit number (e.g., B001, C010). The letter identifies the type of route.

Routes appear in alphabetical, then numerical order within the Carrier list. For example, if a zone contains both box and city routes, box routes will be listed in their numerical order before any city carriers are listed.
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Figure 2‑10. Sample Zone List
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Figure 2‑11. Sample Carrier List


The codes that correspond to the letter in the carrier identification number are:

	B
	Boxes

	C
	City carriers

	G
	General delivery

	H
	Highway routes

	R
	Rural carriers


Box routes (B) should be edited by the delivery unit. In-Plant Support should not make changes to the box routes in the Sequence Database (Two-Pass) Editor.

Phantom routes (F,S) and BRM routes (Z) are not supported by EES/WinSSI. In-Plant Support cannot create phantom routes in the Sort Program System's (SPS') Sequence Database (Two-Pass) Editor on the NDSS computer. If any phantom routes exist when a zone shifts to EES/WinSSI, the sequences in those phantom routes return to their original carriers. 

BRM routes are not able to be viewed in EES/WinSSI, even though they are still in the sort program; to view them, the delivery unit must obtain a printout from AMS, just like a firm printout. 

To select either a zone or carrier: 

1. Use the mouse pointer to click the down arrow next to the given list. SIE does not allow the user to type any information in the box to the left of the down arrow. 

2. Scroll through the list by moving the mouse down or pressing the <Up Arrow> or <Down Arrow> on the keyboard. (If the list is long enough, as in Figure 2‑11, the user can also drag a scroll box and press <Page Up> or <Page Down>.) The selected zone or carrier, which is highlighted in blue, changes as the user moves through the list.

3. Use the mouse to click the appropriate zone or carrier, or use the keyboard to highlight it and press <Return>. The route information list for either the new carrier or the first carrier of the new zone appears. 

If the user selects a zone or carrier before saving changes made in the current zone, SIE will query if the changes should be saved. The user must respond to this prompt before moving to the new carrier.

When selecting both a new ZIP Code and a new route, choose the zone first; otherwise, the route information list will display the records for a carrier within the zone already selected. 

Viewing Carrier Data

The route information list occupies most of the bottom half of the main window. It contains 27 columns, all of which display address information for the carrier. If a column's information is neither relevant nor available for a particular address, the column is left blank (see Figure 2‑12).
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Figure 2‑12. Route Information List
Not all of the columns are immediately visible when the user enters SIE. The first address in the carrier is currently selected (i.e., shaded in blue). There are several different ways to move through the list (see Table 2‑4).

Table 2‑4. Using the Route Information List

	To…
	Do This…

	Select a record
	Point to it and click it. The selected address gets highlighted in blue.

	Select multiple records adjacent to each other
	Select a record, then press <Shift> and the <Up Arrow> or <Down Arrow> key until all desired records are highlighted in blue.

	Select multiple records that are not adjacent to one another
	Select a record, then press <Ctrl> while pointing to and clicking the other records.

	Move through the list one record at a time
	Choose one of the following:

· Select a record in the list, then press the <Up Arrow> or <Down Arrow> key on the keyboard.

· Point to and click the up or down arrow located at the top or bottom of the scroll bar, respectively. Each click moves the list up or down one record.


	Move through the list several records at a time
	Choose one of the following:

· Select a record in the list, then press <Page Up> and/or <Page Down>. 

· Click the scroll box on the vertical scroll bar and drag it up or down.

	View columns not currently visible in the list
	Point to and click the left and right arrows on the horizontal scroll bar or drag the scroll box 

	Expand a column
	Move the mouse pointer to the column heading. When the pointer changes into a left and right arrow, click the left mouse button and move the mouse to the right.


The columns in the list that pertains to station input changes are:

	+4
	The 4-digit add-on to the 5-digit ZIP Code

	+2
	The 2-digit delivery point code that consists of the tenth and eleventh digits of an 11-digit ZIP Code; these digits are also called Delivery Point Sequencing (DPS) digits

	#
	This number, also known as the primary address, can refer to either the street number for the building/house or the number assigned to the P.O. Box.

	Pre
	Pre-directional—A direction (north, south, east, west) given before the street name as part of the address

	Street Name
	Gives either the name of the street or the P.O. Box; also known as the primary name.

	Suf
	Suffix to the street name (e.g., St., Blvd., Ave., Ln., Pkwy.)

	Pos
	Post-directional—A direction (north, south, east, west) given at the end of the address; used in areas divided by directional sectors

	B
	Bundle Splits marked by the SIE user, signified by an S in this column

	C, T, N, W, M, P
	These letters designate holdouts, which allow for the special handling of mail. For more information, see Table 2‑6.

	H
	Hi-Rise Sorting status—If it is turned on for a zone, carrier, or building, an H appears in this column; if it is turned off, nothing appears here.


	Type
	Record type. These codes are generated from AMS record types. The most common record type codes are:

· F—Firm

· G—General delivery

· H—High rise

· P—P.O. Box

· R—Rural route or highway contract route

· S—Street

	Firm/Building Name
	The firm or building name, if any


The remaining columns in the route information list all pertain to Edit Sheets. For more information, see Chapter 3, Making Edit Sheet Changes.

Finding Records

Before editing records, the user first has to discover where they are located. The Find function allows the user to search for an address, +4, or firm located within the zone selected in the Zone list. To search in another zone, select a new ZIP Code from the Zone list box before accessing Find.

The Find function has two options available for the user:

· Find String—For the current carrier

· Advanced Find—For the entire zone

Generally speaking, Find String does not require the user to be as specific as Advanced Find does.

To access Find, press <Ctrl F> while in the main window. The user can also select Actions from the menu bar and click Find, or can click the Find button on the tool bar (see Figure 2‑13).
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Figure 2‑13. Different Ways to Access the Find Function: Actions Menu and Tool Bar Button

The Find dialog box appears with Find String selected as the default (see Figure 2‑14).
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Figure 2‑14. Find Dialog Box

Searching for a Record in the Current Carrier

With Find String, the user can search for a record in the current carrier by entering the +4, street number, street name, street suffix, or firm name. Find String searches for the first available match in the carrier, beginning with the address that immediately follows the selected record. For example, if record number 1 is currently selected in the route information list, Find String will search for the information beginning with record number 2. 

To use Find String:

1. If necessary, click the Find String option button.

2. Type whatever is being sought (the +4, street number, street name, street suffix, or firm name) in the Find String box. 

3. Click Find or press <Return>. 

The results of the search appear in the Find Results box. If a search is successful, SIE automatically selects the Jump to Record on Exit check box and goes to that record when the user clicks Exit.

	If a search is not successful, the message String not found appears in the Find Results box (see Figure 2‑15).

Find String often does not require the user to be complete or exact with information. For example, if the user is searching for VM Systems Group Inc., "VM Systems" might suffice to find the record with that firm name.
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Figure 2‑15. String Not Found


Despite its advantages, Find String does have its limitations:

· It only enables the user to find records within the current carrier.

· While the user can often enter less information than necessary, the user cannot enter more information than is in the AMS data, even if the information being supplied is accurate. For example, if "Scott Long Construction" is abbreviated "Scott Long Const" in AMS data, Find String will not be able to find "Scott Long Construction."

· The user needs to be specific enough so that Find String can differentiate between two similar names. For example, entering only "Dr" when searching for a doctor will match the user with the first occurrence of the "Dr" suffix (drive) to a street address, not to a specific doctor's office.
Searching for a Record in the Entire Zone

Advanced Find allows the user to search for an address, +4, or firm/building throughout the entire zone specified in the Zone list box. To use Advanced Find: 

1. Make certain to select Advanced Find. 

2. Click the option button next to the appropriate find parameter (Address, Addon, or Firm). Each type of parameter requires different information:

· If finding an address, move the cursor to the Address box and provide as complete an address as possible: street number, pre-directional, street name, suffix, and post-directional. 

· If finding an add-on, move the cursor to the box and type the appropriate +4.

· If finding a firm, move the cursor to the box and type the complete firm or building name. 

The information entered here must be complete and accurate. SIE will not be able to find an address if part of an address, add-on, or firm is missing or incorrect (see Table 2‑5).

Table 2‑5. Guidelines for Entering an Address in Advanced Find

	Address Element
	Guidelines

	Address
	Provide all parts of the address and ensure that they are accurate. For the suffix, the user can provide either the abbreviation or the full word. For example, if a user wishes to find 99 Fern Park Drive, typing "Fern Park Dr," "99 Fern Drive," "99 Park Dr," "99 Fern Park," "99 Fern Park Ave," or "9 Fern Park Drive" is not sufficient. "99 Fern Park Dr," "99 Fern Park Drive," and "99 Fern Park Dr." are successful entries.

	Add-on
	Make sure that all digits are correct and that none are transposed.

	Firm
	The name for the firm must exactly match the name as AMS would print it, down to the smallest detail. Word abbreviations and punctuation must follow AMS style precisely. For example, if the user types "Dr. Young" when AMS does not include a period after "Dr," SIE cannot find the record. Likewise, if the user types "First Federal Savings and Loan" when AMS abbreviates the firm as "First Federal Sav," SIE cannot find the record. 


3. When all information has been entered, click Find or press <Return>. SIE attempts to locate the first record that matches the data entered by the user.

	If the user has not provided a complete and accurate address, add-on, or firm/building name, SIE displays a Record not found message in the Find Results box (see Figure 2‑16).

On the other hand, if a record is found, a message displaying the record number and (if necessary) the carrier who delivers to that address appears in the Find Results box. SIE ends the search after the first record is located (see Figure 2‑17).

If a search is successful, the check box Jump to Record on Exit is automatically  selected for the user. If the record is within the current carrier, SIE automatically jumps to that record when the user clicks Exit. If the record is within another carrier, the user is prompted, Record found in another carrier. Jump to the record? Click Yes or No. If Yes is chosen, SIE jumps to that record once Exit is clicked. If the user chooses No, SIE returns to the current carrier.

Additionally, the user is also prompted to save any changes made in the current carrier before moving to another carrier. If changes are not saved, SIE does not jump to the new carrier.

When finished finding a record(s), or to exit the dialog box, click Exit.
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Figure 2‑16. Record Not Found
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Figure 2‑17. Record Found


Editing Box Routes

In-Plant Support can make changes to the box routes in the Sequence Database (Two-Pass) Editor. However, since the delivery unit can edit the box routes with SIE, In-Plant Support should not make changes to the box routes in the Two-Pass Editor.
Applying Bundle Splits

When the delivery unit determines that mail for a given address should be split into bundles, it marks the Bundle Split for SPS use in SIE's main window. For every Bundle Split within a zone, SPS creates an 11-digit pseudo code and places it directly before the record marked as a Bundle Split. The pseudo code is printed on a label and placed onto a plastic marker card to be run with the DPS mail. All Bundle Splits marked for SPS use appear in the route information list's Bundle Split column and are not reviewed by AMS. 

To mark a Bundle Split for SPS use: 

1. Select the appropriate address in the route information list. 

2. Select Bundle Split (SPS Use). 

The following items then appear in SIE (see Figure 2‑18):

· A check mark in the Bundle Split (SPS Use) checkbox

· An S in the B column of the route information list
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Figure 2‑18. Bundle Split Marked for Address

Bundle Splits can be marked in combination with any holdout. To remove a Bundle Split, clear the check box by clicking it again. The check mark and the S both disappear.

Bundle Splits are affected when records are moved: 

· If a Bundle Split is included in the group of records being moved, the Bundle Split moves with that group of records (i.e., the Bundle Split moves across carriers). 

· If the Bundle Split is on the first record of a group of records being modified, the Bundle Split remains with the records of which it was originally a part.

Example. A Bundle Split is marked for the first address (sequence number 1) in C002, and the first 10 records in that carrier are being moved to C004. When SIE moves the records, sequence number 11 in C002 becomes sequence number 1 in that carrier, since the first 10 records have been moved to C004. The Bundle Split that was part of sequence number 1 stays as part of the new sequence number 1 (formerly sequence number 11) in C002. For more information, see the section on moving records. 

Applying Holdouts

The delivery unit uses SIE to set certain holdouts for address records. Other holdouts are made by In-Plant Support personnel in SPS. Holdouts only become part of the sort program when the sort program is updated. To ensure that mail gets sorted as accurately as possible, the delivery unit and the mail-processing plant should communicate as to how holdouts are handled. 

The delivery unit can make several types of holdouts in SIE:

· COA

· TND

· NDD

· WC

· POBT

AMS must approve all Non-Delivery Day, Window Call, and P.O. Box Throwback holdouts before they can become permanent. These changes will remain in SIE on the local DUC until AMS approves or rejects them, which may take up to 14 days. (If AMS does not make a decision within 14 days, the changes will expire.)

The delivery unit must make certain that Window Call and P.O. Box Throwback holdouts have their address sort codes set correctly. For more information, see Chapter 3.

There is no strict definition for each type of holdout; rather, individual delivery units can tailor these holdouts to meet their specific needs and should communicate these needs to In-Plant Support. General definitions of each type of holdout are provided in the following sections.

Selecting Holdouts

To mark a holdout for an address (SIE does not allow the user to select more than one holdout at a time):

1. Select the address in the route information list for which the holdout will apply. 

2. Click the holdout's option button. 

The option button becomes blackened and the status bar displays a message that the holdout has been set. At the same time, a letter signifying that the holdout has been marked appears in the appropriate column of the route information list (see Figure 2‑19).  
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Figure 2‑19. Viewing Holdouts in Main Window

The status bar only displays a message saying that a holdout has been set whenever the user actually selects a holdout. At other times (e.g., when the user is simply viewing carrier records), the most common message is Ready.

Information on selecting holdouts is summarized in Table 2‑6.

Table 2‑6. Selecting Holdouts in SIE

	Holdout
	Column in Route Information List
	Characters That Appear in Column
	Notes on Selecting This Holdout
	Reviewed by AMS?

	COA
	C
	C
	Change starting and ending dates if necessary. (For more information, see the section, "Setting the Dates for Changes of Address and Temporary Non-Deliveries.")
	N

	TND
	T
	T
	Change starting and ending dates if necessary. (For more information, see the section, "Setting the Dates for Changes of Address and Temporary Non-Deliveries.")
	N

	NDD
	N
	It depends on the day of the week selected:

· M—Monday

· T—Tuesday

· W—Wednesday

· H—Thursday

· F—Friday

· S—Saturday

· +—More than one day selected


	Sunday is always considered a NDD, so there is no abbreviation for it.

The default NDD is Saturday. To change it, clear the Saturday checkbox by clicking it, then select the checkbox for the desired day of the week. (The checkboxes are listed just below the Non-Delivery Day option button.)

To select more than one day of the week, click several checkboxes. 
	Y

	WC
	W
	W
	Address records with WC are assigned an address sort code of H automatically. This sort code cannot be changed when the delivery unit makes Edit Sheet changes; if it is changed, the holdout will be lost. See Chapter 3 for more information. 
	Y

	MPD
	M
	M
	MPD are no longer handled by the delivery unit. See the subsection "Multiple-Point Deliveries" in "Changes Handled at the District Level" for more information.
	N

	POBT
	P
	P

p
	Address records with POBT are assigned an address sort code of H automatically. This sort code cannot be changed when the delivery unit makes Edit Sheet changes; if it is changed, the holdout will be lost. See Chapter 3 for more information.

For detailed information on POBT, see the section "Applying P.O. Box Throwbacks."
	Y


Setting the Dates for Changes of Address and Temporary Non-Deliveries

When the user marks an address as either a COA or a TND, SIE automatically sets the default starting and ending dates, displaying them in the Start and End option boxes in the holdout information section of the main window.

SIE's starting date default is one day after the holdout is selected; the ending date default is 30 days after the starting day. For example, if the user selects the COA holdout on June 14, the defaults for starting and ending dates are June 15 and July 14, respectively.

To change the default dates, click the Start or End button in the holdouts information area of the main window. A calendar appears (see Figure 2‑20). 
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Figure 2‑20. Calendar

The calendar month that initially appears corresponds to the month of the starting or ending date (depending on whether the user has clicked the Start or End button), and the default date is selected. 

To choose a date from a calendar month, do one of the following:

· Click the appropriate date.

· Type the date by moving the cursor to either the Start Date or the End Date box and changing one component of the date (month, day, year) at a time. SIE does not allow the user to delete the entire date and then retype it.

To select a date from a different month, choose one of the following options:

· Select a new month and, if necessary, a new year from the month and year list boxes located just above the calendar. If the year is being changed for both the starting date and the ending date, the ending date must be chosen first.

· The calendar for any given month lists the last few days of the previous month and the first few days of the following month. Click one of these days to bring up the calendar for that particular month. Repeat this step as necessary to reach the desired month and year.

If the user selects either a new starting date that follows the current ending date or a new ending date that precedes the current starting date, the message End date must be later than Start Date… appears at the bottom of the calendar after the user clicks OK (see Figure 2‑21).
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Figure 2‑21. End Date Must Be Later Than Start Date Warning

Clicking Cancel returns the user to the main window and reinstates the default. 

When finished using the calendar, click OK to save changes to the date and return to the main window, or click Cancel to exit without saving any changes.

Applying P.O. Box Throwbacks

P.O. Box Throwback allows the customer with both a street address and a P.O. Box to receive all mail at the P.O. Box. This holdout permits sorting mail for a street address to a P.O. Box in the same zone. 

There are several rules for applying POBT:

· The user has to choose whether to link a street address to a P.O. Box record within the current zone or, if the customer's P.O. Box is outside the current zone, to no destination at all.

· Mail sorting is not affected when you link the street address to no destination at all; mail for that address is still sorted through Delivery Point Sequencing (DPS).

· When the user links the street address to a P. O. Box record, mail sorting is affected―All of a customer's mail gets sorted to the P.O. Box through DPS.

· The user should only link a street address to a P.O. Box record if the customer's mail should automatically be sorted to the P.O. Box.

The user can only set P.O. Box Throwback for one record at a time.

More than one street record can be assigned to a given P.O. Box.

AMS reviews P.O. Box Throwbacks. The delivery unit can only temporarily mark an address for this holdout. AMS has 14 days in which to approve or reject the delivery unit's changes.

To apply POBT to an address record:

1. Select the appropriate address in SIE's route information list and click the P.O. Box Throwback option button. A P.O. Box Throwback—Assigning P.O. Box Link window appears; it normally displays the zone where the record is located and the box routes within that zone (see Figure 2‑22). 
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Figure 2‑22. P. O. Box Throwback Window; Zone and Box Routes Displayed

2. Double-click the zone listed to reveal a list of box routes. (However, if the user accesses a zone that does not have any box routes, the message No Box Carriers in Zone appears instead, and POBT cannot be applied.)

3. Double-click a box route to reveal a list of +4s associated with that route (see Figure 2‑23).
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Figure 2‑23. P.O. Box Throwback Window; Zone, Route, Boxes, and Add-Ons Displayed

4. Link the P.O. Box:

· To link a P.O. Box to a street record, select an add-on from the list and click OK.

· To link the P.O. Box to no destination at all, click No Destination. (Do this when the customer's P.O. Box is located outside of the current zone or when there are no box carriers in the route.)

· The user can click OK when only a zone or a route (and not an add-on) has been selected, but the effect then is the same as if the user had chosen No Destination.

Once POBT has been set (see Figure 2‑24):

· A P appears in the P column of the route information list if the P.O. Box has been linked to a street record.

· A p appears in the P column of the route information list if the P.O. Box has not been linked to a destination.

· If a destination has been chosen, it appears just above the upper right corner of the route information list in a field that the user cannot directly edit.

· The P.O. Box Throwback option button is blackened.

· The message P. O. Box Throwback set appears in the status bar of SIE's main window.

· An H appears in the Address Sort Code column of the route information list. If the user changes this code on the Edit Sheet, the POBT holdout is lost. (SIE warns the user of this with a prompt.) A record marked for P.O. Box Throwback must have T for its address sort code. See Chapter 3 for more information.
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Figure 2‑24. P.O. Box Throwback in Main Window

Example 1. The user sets POBT for an address, linking the street record to a P.O. Box record in the destination window (see Figure 2‑23). A P appears in the selected record's P column, and a destination appears in the destination field (see Figure 2‑25).  
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Figure 2‑25. Destination Set for Selected Record
Example 2. The user applies P.O. Box Throwback for a customer whose P.O. Box exists outside the zone. After selecting the appropriate record in the route information list and clicking P.O. Box Throwback, the user clicks No Destination in the window where the destination can be set (see Figure 2‑22). A p appears in the selected record's P column, and no destination is given in the destination field (see Figure 2‑26).
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Figure 2‑26. No Destination Set for Selected Record

Modifying the P.O. Box Throwback Destination

To modify a POBT destination once one has been set, click the Modify Destination button (see Figure 2‑24). The P.O. Box Throwback window appears, and the user can select a new destination.

Modifying and Clearing Holdouts

To change the holdout for a particular address, the user can either change the type of holdout or clear all holdouts.

	To change the type of holdout, click the option button for the new holdout. A message warns, (Type of holdout) already set. Would you like to modify? (see Figure 2‑27). Click Yes to change the type of holdout. If the user clicks No, the prompt disappears and the holdout is not changed.
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Figure 2‑27. Example of a Modify Holdout Prompt

	To eliminate a holdout from a particular record, click None. SIE prompts, The holdouts for this record will be cleared. Would you like to continue? (see Figure 2‑28). Click Yes to eliminate all holdouts from the record or No to keep the holdout(s) marked. Once SIE removes the holdouts, the message Holdouts cleared appears in the status bar.
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Figure 2‑28. Remove Holdout(s) Prompt


Applying Holdouts to Multiple Records

All holdouts and Bundle Splits except for POBT can be added to more than one record at a time. The user can add them to records that are grouped together in the route information list and to records that are not listed in a row:

· To select multiple records in a row, click the first record to be selected, hold the <Shift> key and press the <Up Arrow> or the <Down Arrow> key until all records are selected.

· To select records that are not in a row, hold the <Ctrl> key, point to and click each record in turn.

What the user has to do to apply the holdouts depends on whether the records selected already have any holdouts and whether more than one type of holdout is found among those records (see Table 2‑7).

Table 2‑7. How to Apply Holdouts to Multiple Records

	If None of the Records Selected Has a Holdout
	If Only One Type of Holdout Is Found in the Selected Records
	If More Than One Type of Holdout Is Found in the Selected Records

	1. Select the records.

2. Click the holdout that should be applied.
	1. Select the records.

2. At the prompt, (Type of holdout) already set. Would you like to modify?, click Yes.

3. Select the holdout that should be applied.
	1. Select the records.

2. At the message, All records should have the same holdout or no holdout., click OK.

3. Click None in the holdouts information area.

4. At the prompt, The holdouts for this record should be cleared. Would you like to continue?, choose Yes.

5. Now that none of the records has a holdout applied to it, select the new holdout.


Any of the holdouts can be applied to multiple records except for MPD and POBT. The option button for MPD is not available. If the user attempts to set multiple POBT, the message Multiple P.O. Box Throwbacks cannot be set appears on the screen.

Example 1. Record number 4 in zone 00346, carrier C001 does not have a holdout; record number 5 has a COA. The user marks WC for both of them by clicking one of the records and then pressing <Shift> and either the <Up Arrow> or the <Down Arrow> on the keyboard. The message Change of Address already set. Would you like to modify? appears (see Figure 2‑29).
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Figure 2‑29. Applying a New Holdout to Multiple Records With Only One Type of Holdout Among Them

The user clicks Yes and both records are assigned a WC.

Example 2. The user marks Change of Address for record numbers 1, 3, and 9 in zone 00353, carrier C002. All have different holdouts: record number 1 has TND, record number 3 has WC, and record number 9 has an NDD of Thursday. The user selects one of these records, presses <Ctrl>, and then clicks the other records while holding <Ctrl>. The prompt All records should have the same holdout or no holdout appears (see Figure 2‑30).

[image: image36.png]% Station Input Editor -1of ]
FileActions Beports Help

B0 el | mlic] 20| 22(e] 2] Qb
zonE: [omoss o] R |

I~ Bundle Sple (5P5 Use) I HiRie C b E b be)

€ None [ @ Change OF Adizss £ PO Box Theowback
» -rmwmym,. = [ Mondsy 2 Thusday

Il I Tuesdav I~ Fridav TP DR AR
C o gt |

© NonDalivesy Dy

Alesords shouid have the same holdout of o holdout

5

HE oM
1615 01 160 ROCKVILLE PI s

1615 01 160 ROCKVILLE PI s

1615 03 160 ROCKVILLE PI s

1615 03 6o ROCKVILLE PI s

1615 05 16b5 | ROGKVILLE PL S

i615 07 1607 ROCKVILLE P . s _';I
‘ >

Exit Help Cancel

Feady [Recard Gof607  [445PM





Figure 2‑30. Applying a Holdout to Multiple Records With More Than One Type of Holdout Among Them

The user clicks OK to eliminate the prompt and then clicks None in the holdouts information area. The prompt The holdouts for this record will be cleared. Would you like to continue? appears (see Figure 2‑31). 
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Figure 2‑31. Clearing All Holdouts Before Setting a New One

The user clicks Yes, then clicks Change of Address to apply that holdout (see Figure 2‑32).
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Figure 2‑32. Holdout Applied to Multiple Non-Adjacent Records

Generating the Holdouts Report

The SIE user can generate a report listing the records marked as holdouts and/or Bundle Splits for either an entire zone or a carrier. The user can choose to include any or all of the following in the report:

· Bundle Splits 

· COA

· TND

· NDD

· WC

· MPD

· POBT

To access the Holdouts Report:

1. In SIE, access the zone or zone and carrier that the report will cover.

2. Choose one of two options (see Figure 2‑33):

· Click Reports at the menu bar, then click Holdouts from the Actions menu.

· Click the Holdouts Report button on the tool bar.
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Figure 2‑33. Accessing the Holdouts Report via the Reports Menu and the Tool Bar

The Holdouts Report dialog box appears with the defaults Current Carrier, Complete Database, Sequential Order, and Screen selected (see Figure 2‑34).
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Figure 2‑34. Report Dialog Box

The parameters associated with this report are described in Table 2‑8.

Table 2‑8. Holdouts Report Parameters

	Parameter
	Description

	Report For
	The user can opt to generate a report for either the entire zone or the current carrier. Current Carrier is the default whenever this dialog box appears; click Entire Zone to obtain a report for the zone instead.

	Data Source
	The user also can either include all records or only the records changed since the last update:

· Complete Database (the default) includes all records found in the SIE database relating to the holdouts selected by the user. 

· Mods. Since Last Update only includes the modifications made to holdouts or Bundle Splits since the last upload of transaction files or download of DPF. In other words, the report is only based upon the records in the transaction files. The transaction files are deleted when they are uploaded to the Computer, which is done daily. When DPF are downloaded from the Computer, which is performed weekly, the transaction files are first uploaded to the Computer before new DPF are downloaded. New transaction files are created when new changes are made in SIE.

	Report Format
	Report Format refers to the way that the list will be ordered:

· Sequential Order lists the holdouts in sequence order within a specific carrier. If the report contains records for more than one carrier, the carriers are listed first in alphabetical order, then numerical order by carrier ID.

· Group by Holdout Type groups the holdouts of each type together, listing them in alphabetical order. Within each group of holdouts, the records are listed in sequence order. If the report contains records for multiple carriers, the records are grouped by holdout. In each holdout group, the records appear in alphabetical and numerical order by carrier ID, then by sequence number within each carrier ID.

	Holdouts
	Select the holdouts that should be included in this report by clicking all check boxes that apply. Beyond the normal holdout abbreviations, there are two additional categories:

· BS—Bundle Split

· ALL—All holdouts and Bundle Splits

	Display 1621 Info
	Select this check box to see the Edit Sheet fields in the report.

	Report To
	Decide where to send the report by selecting the Screen, Printer, or File check box:

· Screen (the default) enables the SIE user to view the report on the monitor.

· Printer sends the report to the default printer. Printer setups will vary from site to site. Click OK when ready to print.

· File saves the report as a .txt file that can be opened in other applications. The file is saved to a folder called TMP in the SIE directory. To save the report as a file, move the pointer to the File Name box and type the file name. If a file with that name already exists, SIE will ask the user to confirm the file name. The directory for the file is given directly below the File Name box.

More than one option can be selected at the same time, so the user can choose to both view a report on the screen and print it as well.


To generate a report:

1. Select an option(s) for each parameter by clicking the desired option(s)

2. When all options have been chosen, click Get Report to view the report. 

To instead exit from the Report dialog box without generating a report, click Done.

If the user clicks Get Report and there are no records with the specified holdouts in the zone or carrier, a message tells the user that No records with specified holdouts found, and a report will not be generated (see Figure 2‑35).
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Figure 2‑35. No Report Generated

As long as records with the specified holdouts exist in the zone or carrier, a report appears on the screen whenever the user has selected the Screen check box and clicked Get Report at the Report dialog box (see Figure 2‑36).
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Figure 2‑36. Sample Report

The report has the following columns:

	CRID
	Carrier ID in which the record appears; carrier IDs are listed first in alphabetical, then in numerical order

	Address
	Street address

	Additional Information
	Change of Address and Temporary Non-Delivery dates, Non-Delivery Days, and whether mail is being sent to a P.O. Box add-on 

	Holdout
	Type of holdout:

· B—Bundle Split

· C—COA

· T—TND

· N—NDD

· W—WC

· M—MPD

· P—POBT where the user has linked a street record to a box

· p—POBT where the user has not linked a street record to a box


If the user chooses to include the Edit Sheet fields, the Edit Sheet columns from the route information list appear in the report. (See the section "Viewing Carrier Data" in this chapter for more details.)

The legend at the bottom of the report contains the following:

· Number of records per each holdout in the report

· Total number of records in the report

· Abbreviation key for Bundle Splits and holdouts

To move through a report that has been sent to a screen, either click the arrows on the scroll bar or drag the scroll box up and down the scroll bar.

A report that is viewed on the screen looks the same as a report that is sent to the printer.

Example. The user has chosen to generate a report of all holdouts and Bundle Splits marked for zone 22021 since the last update. The report will show the records in sequential order and will be printed only to the screen (see Figure 2‑37).
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Figure 2‑37. Report Options

The report shows the records that were changed since the last upload or download of files (see Figure 2‑38):

[image: image45.png]Holdout Report

CRID [ Address [ Additional Information T Holdout [ =
B002 151 POBOX.

B0 152PDBOX 03092000 - 05072000
B2 153PDBOX 04132000 - 05122000
BOR2 154 PO BOX MON TUE WED THU FRI SAT
BOR2 155 PD BOX

Coo1 400w BROAD ST PO Box Addon 0160

Coo 450w BROAD ST

Coo 450w BROAD ST

Coo 450w BROAD ST

Coo 450w BROAD ST

Coo 450w BROAD ST

Coo 450w BROAD ST

Coo 450w BROAD ST

zzzzzzzozz—00)

[-Legend
BS3 CDA2 TND3 NDD-4 WC4  MPD28 POBT-G #of Records59
B-BS C=COA T=TND N=NDD W-WC M=MPD P=POBT





Figure 2‑38. Report Generated

For an example of a report involving the Edit Sheet fields, see the section "Viewing Edit Sheet Fields in the Holdouts Report" in Chapter 3, Making Edit Sheet Changes.

Adding Records to a Carrier

In all carriers except box routes, the user can add records to a new street or an existing street, add a new building, and add a new high-rise unit. In box routes, the user can only add a new box. 

An added record appears in one of two locations—before or after the address selected in the route information list:

· Normally, the added record immediately follows the selected address. For example, if the user points to and clicks record number 5, the new record is added as record number 6. (The other addresses get resequenced as expected [e.g., old record number 6 becomes record number 7].)

· However, if the user selects the first address in the list, record number 1, a prompt asks if the new record should come before or after that address. 

Make certain that the new record will appear in the proper location because it cannot be moved again until AMS reviews it. (The prompt to save changes when exiting SIE is the last chance for the user to avoid adding the record.)
To add a record:

1. Select an address in the route information list.

2. Click Actions on the menu bar.

3. Click Add Record.

4. Move the mouse pointer to the right to reveal the Add Record submenu. When in any type of carrier except for a box carrier, click New Street, Based on Existing Street, New Building, or New Unit. In a box route, click Add New Box. (Alternatively, click the corresponding button on the toolbar.)

5. Complete the appropriate fields in the dialog box that appears and click OK.

6. When the 1621 Edit Sheet dialog box appears, change Edit Sheet values as necessary and click OK. An added record's Edit Sheet can only be changed at this time (i.e., when the record is first added), so make certain to set these values now. (For more information on Edit Sheets, see Chapter 3.)

The new record is colored red in the route information list and displays the following information:

· +4 (if a record is being added to an existing street or a new box is being added)—This is the same add-on as the one assigned to the record from which the add was initiated. If the user adds a record to a new street or adds a firm/building, an add-on is not assigned.

· +2

· All address information entered by the user

· Record type (S for street records, F for firms, H for buildings, P for box records)

· Firm/building name (if applicable)

· Letter cell size

· Flat cell size

Much of the original record's data does not get transferred to the new record:

· Holdouts

· Relay data

· Drop/commercial mail receiving agency (CMRA) count

· Case configuration information

· Address sort code

· Whether the address is vacant or seasonal

AMS reviews all adds within a 14-day time period. An added record is colored red in the route information list until AMS approves or rejects it. No actions can be taken on the record during this time period. The delivery unit cannot apply Bundle Splits or holdouts, move the added record in any way, resequence it, reverse it, delete it, or edit its Edit Sheet fields. 

Adding a Record to a New Street 

To add a record to a new street, first select the appropriate address in the route information list, click Add Record from the Actions menu, and click New Street. Alternatively, the user can also click the Add New Street button (see Figure 2‑39).
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Figure 2‑39. Add Record to New Street Via Actions Menu and Tool Bar Button

The Add New Street dialog box appears with the address of the selected record already provided. Supply the new address by typing in data and/or using a list box to select information for certain fields (see Figure 2‑40).
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Figure 2‑40. Add Record to New Street

Provide all relevant information:

· Street #

· Street predirectional

· Street name

· Street suffix

· Street postdirectional

Example. In zone 00353, an address is being added to a new street, New Fairfax Road. The records for this street will come between the Rockville Pike and Schuylkill Road deliveries. The user selects the last address on Rockville Pike in the route information list, then enters the address 22 New Fairfax Road in the Add New Street dialog box (see Figure 2‑40). Once the user clicks OK, the address appears in red immediately after the selected address (see Figure 2‑41).
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Figure 2‑41. Record Added to New Street

This record is assigned record type S and is not given a +4.

Adding a Record to an Existing Street

To add a record to an existing street, select an address in the route information list, and click either the Add Existing Street button in the tool bar or the Based on Existing Street option on the Actions menu (see Figure 2‑42).
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Figure 2‑42. Add to Existing Street Actions Menu and Tool Bar Options

The Add Record Based on Existing Street dialog box appears with the address of the selected record (see Figure 2‑43).
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Figure 2‑43. Add Record to Existing Street

The user can only modify the street number; the other address information is shaded in gray because these fields cannot be accessed. The street number must be the same side (odd/even) as the selected record and must be unique. Click OK to add the record or Cancel to exit without any changes. 

Duplicate records within the same +4 cannot be added. If the user attempts to add one, an error message appears (see Figure 2‑44):
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Figure 2‑44. Duplicate DPS Record Error

Click OK to continue. The record will not be added.

A duplicate record can be added if within a different +4. SIE will warn the user with the prompt, Duplicate address found in zone but in a different +4. Continue? (see Figure 2‑45).
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Figure 2‑45. Duplicate Address in Different +4

If the user clicks Yes, the duplicate record will appear in the route information list like any other added record, with all the same rules (e.g., no actions taken during the AMS review period) applying. Clicking No will prevent the record from being added.

Example. To add 99 Halpine Road in zone 00353, the user selects 101 Halpine Road. Since the user is selecting the first address in the list, SIE asks whether or not the record should be added before or after the current address. This prompt appears as soon as the user clicks Based on Existing Street at the Add Record submenu (see Figure 2‑46).
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Figure 2‑46. Add Record Before Current Record Prompt

The user clicks Yes to add the new record before the selected one, then enters 99 in the Street # field of the Add Record to Existing Street dialog box dialog box (see Figure 2‑43). After clicking OK, the user is returned to the main window where the record has been added in red (see Figure 2‑47).
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Figure 2‑47. Record Added to Existing Street

This record is assigned record type S and is assigned a +4.

Adding a New Building

To add a new building, select an address in the route information list and either click New Building on the Actions menu or click the tool bar's New Building button (see Figure 2‑48). 
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Figure 2‑48. Adding a New Building With the Actions Menu and the Tool Bar

The Add Firm/Building dialog box will appear with the address of the selected record (see Figure 2‑49).
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Figure 2‑49. Add New Building

Fill in the fields that apply by typing in a value or selecting one from a list box:

· Street #

· Street predirectional 

· Street name

· Street suffix 

· Street postdirectional 

· Building name

An added building is automatically assigned record type H. (The delivery unit cannot add a new firm.)

Example. The user adds the building Nexus to 1699 Rockville Pike in zone 00353. At the Add Firm/Building dialog box, the address does not need to be changed, so the user only needs to add the building name (see Figure 2‑49). Because the selected record in the route information list is not the first record in that route, the new firm is added after the selected record (see Figure 2‑50).  
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Figure 2‑50. Building Added After Selected Record

Adding a New Unit

The delivery unit can add a new unit to an F or H record by selecting an address in the route information list and either clicking New Unit on the Actions menu or clicking the tool bar's New Unit button (see Figure 2‑51).
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Figure 2‑51. Adding a New Unit From Either the Actions Menu or the Tool Bar

An Add New Unit dialog box appears (see Figure 2‑52).
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Figure 2‑52. Adding a New Unit

Here, the user can only change the record type (F or H in the Firm or High Rise list), change the delivery type, and add a firm/building name and/or secondary address. The street information in the first five fields cannot be edited.

Example. The user adds Suite H to 104 Halpine Drive in zone 00353. To do this, the user selects 104 Halpine Drive Suite G in the route information list and types H in the Secondary Address field of the Add New Unit dialog box (see Figure 2‑52). Once the user clicks OK and makes any changes to Edit Sheets, Suite H appears after Suite G in the route information list (see Figure 2‑53).
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Figure 2‑53. New Unit Added After Selected Record

Adding a New Box

While in a box route, the user can add a new box but not make any other types of adds. Select an address in the route information list, click Actions on the menu bar, and click New Box, or click the Add New Box button on the tool bar after selecting the record (see Figure 2‑54).
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Figure 2‑54. Add New Box Option on Add Record Menu; Add New Box Button

The Add Box Record dialog box appears. Enter the box number to be added, then click OK to add it or Cancel to exit without adding the box (see Figure 2‑55).
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Figure 2‑55. Adding a New Box Record

If the user clicks OK, the record is added in red in the route information list.

Example. The user decides to add P.O. Box 10801 after P.O. Box 10800 in route B001. After selecting P.O. Box 10800 in the route information list, the user clicks the Add New Box icon on the icon bar. In the Add Box Record dialog box, the user types 10801 in the Box # field (see Figure 2‑55). Clicking OK leads the record to be added in red after the selected record, with a +4 that matches the +4 in the record that initiated the add (see Figure 2‑56).

[image: image68.png]J% Station Input Editor [-[ofx]

File Actions Reports  Help
= = e N 2 s eV
ZonE: [ =] e |

I~ Buadle Sple 5PS Use) I Hii € Hltigle Poine Deliery
& None [ Change OF Adizss € NonDelivery Day PO Bon Theowback
€ Temporasy Non Delivsy I (Monday = [ Thsdsy

= o e O 3 Moify Destination
| Pty oty | ——

© Window Cal

ERESE] Foe [ StserMame | Suf | Pos [ See [ Sec [ B[ C T[] W] M| P [ ] Typd
o026 00 4001 FOBOX P
P
P
P
P
P
P
7
00 46025 FOBOX. P
jooos 00 cc POEOX P
oot o0 DD POEOX P

Exit Help Cancel

[Ready [Recard Bofi1 557 FM





Figure 2‑56. Box Record Added

Adding Multiple Records

When adding multiple records, keep the following guidelines in mind:

· It is strongly recommended that only 17 records should be inserted between an old record and a newly added one.

· Always complete schematics. Maps are needed when adding several records at a time.

· When adding several records, always add from the bottom to the top unless you are adding records before the first record in the route information list. In that case, add from the top to the bottom.

Deleting Records

The user can delete a record(s) from the route information list by clicking either the Actions menu's Delete option or the tool bar's Delete button (see Figure 2‑57).
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Figure 2‑57. Delete Option on Actions Menu and Delete Button on Tool Bar

A prompt asks, Are you sure you want to delete selected record(s)? (see Figure 2‑58).
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Figure 2‑58. Delete Warning Prompt

Clicking Yes deletes the record(s) from the route information list and causes SIE to resequence the other addresses in the route. Clicking No returns the user to the route information list with the record(s) still intact. 

AMS approves or rejects all deletions. However, once a record is deleted, its mail gets sent to the residue bin and the record is unavailable while AMS reviews the action. Even if AMS rejects the deletion, then, that record will not be available for up to 21 days, so the delivery unit should take care in using this function.

Changing Street Numbers

The user can temporarily change the street number of a record. AMS reviews all changes to street numbers and approves or rejects them within 14 days. To change a street number, select the address to be changed in the route information list, pull down the Actions menu, point to Change, and click Street Number, or click the tool bar button in place of using the Actions menu (see Figure 2‑59).
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Figure 2‑59. Change Street Number From Actions Menu and Tool Bar

At the Change Street # dialog box, place the pointer in the Street # field and type a new street number (see Figure 2‑60).
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Figure 2‑60. Change Street Number Dialog Box

No other fields can be modified here. Click OK once the street number has been changed or Cancel to exit without changes.

In the route information list, the selected record now lists a new street number. The user can resequence this record, if necessary, to place it at the proper point in the carrier's walk sequence (see the section on Changing Sequence Numbers for more details).

Changing Firm Names

The user can temporarily change the name of a firm associated with an address. AMS reviews all changes to firm names and approves or rejects them within 14 days. 

To change a firm name:

1. Select the appropriate address in the route information list.

2. Pull down the Actions menu, point to Change, and click Firm Name, or click the Change Firm Name tool bar button (see Figure 2‑61). 
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Figure 2‑61. Different Ways to Access Change Firm Name Option: Actions Menu and Tool Bar Button

3. At the Change Firm Name dialog box (see Figure 2‑62), type the firm name in the Firm/Building Name field. Check that the name is spelled correctly and that there are no more than 40 characters. The other fields cannot be edited.
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Figure 2‑62. Change Firm Name Dialog Box

4. Click OK. The new firm name appears in the Firm/Building Name column of the route information list. (Alternatively, the user can click Cancel to exit without changes.) 

Moving Records

The delivery unit can move records in SIE as soon as the unit recognizes a change on the street. This helps to ensure the accuracy of DPS sort programs. Three types of moves, all of which are now reviewed by AMS, can be made:

· Moving records to another carrier

· Moving records within the same carrier (i.e., resequencing records)

· Reversing a series of records within the same carrier

All records with the same address are moved together; Hi-Rise Sorting move rules still apply. 

Bundle Splits are affected when records are moved:

· If a Bundle Split is included in the group of records being moved, the Bundle Split moves with that group of records. 

· If the Bundle Split is on the first record of a group of records being modified, the Bundle Split remains with the records of which it was originally a part.

Moving Records to Another Carrier

One or more records can be taken from one carrier and moved to another carrier. Moves depend on the type of record being moved and the type of the destination carrier. Records can freely move to carriers of the same type (e.g., a box record to a box carrier). 

To move an address or addresses from one carrier to another, select the record(s) to be moved in the route information list. Click Move on the Actions menu, then move the mouse pointer to the right and click Initialize, or click the Move Initialize button (see Figure 2‑63).
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Figure 2‑63. Initialize Option on Move Menu; Move Initialize Button

The Move—Carrier Select dialog box appears. Select a carrier from the list by clicking the down arrow and choosing a carrier (see Figure 2‑64).
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Figure 2‑64. Move—Carrier Select Dialog Box

Click OK to start the move process. The main window reappears with the route information list having divided into two move windows showing two different route information lists. The left-hand window displays the current carrier, while the right-hand window shows the destination carrier (see Figure 2‑65).
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Figure 2‑65. Move Windows

Move the record by dragging it (i.e., pressing and holding the left mouse button while moving the mouse) from the left-hand window into the right-hand window and dropping it (i.e., releasing the left mouse button) on an address; SIE does not allow the user to place it directly between two addresses. The record's +4 moves from one window to the next and immediately follows the address on which it is dropped. For example, if a record is dropped on record number 7, it becomes record number 8, and the rest of the list is resequenced accordingly (see Figure 2‑66). 
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Figure 2‑66. Dropping a Record
However, if the record is placed on the first address in the list, the user chooses whether it should be moved before or after that address.

Once the user drags and drops the record, the prompt Confirm move operation appears. Click Yes. If the user dropped the moved record on the first address in the route information list, SIE next prompts the user, Would you like to add record before the base record? Click Yes to add it before or No to place it after the first address.

The two lists disappear while SIE processes the move. The original route information list returns with resequenced records, since one or more records have been moved from it (see Figure 2‑67).
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Figure 2‑67. Original Carrier Resequenced

To verify that the record(s) have been moved, select the carrier where the records were moved from the Carrier list box. SIE prompts, Would you like to save the changes to XXXX (Y/N)? where XXXX represents the current carrier ID number (see Figure 2‑68). 

[image: image84.png](3 Wakdyauie o save th changes ta 8001 Y/V?

o Cancel





Figure 2‑68. Save Prompt

Click Yes to finalize the move. If the user clicks No, SIE still moves to the new carrier, but the records have been moved. Clicking Cancel keeps the user in the current carrier.

The other carrier displays the record that has been moved (see Figure 2‑69).
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Figure 2‑69. Record Moved to New Carrier

To stop the move operation at any time, click Actions on the menu bar, then Move and Cancel, or simply click the Move Delete button on the tool bar (see Figure 2‑70).
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Figure 2‑70. Cancel Option on Move Menu; Move Cancel Button

All moves must follow the standard move rules. If the user attempts an illegal move, a prompt appears that reads Violation of move rules (see Figure 2‑71). Click OK. SIE does not allow the user to complete the move.
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Figure 2‑71. Violation of Move Rules

Moving Multiple Records From One Carrier to Another

There is a two-step process from moving multiple records from one carrier to another:

1. Select multiple records only after a move has been initialized and the route information list has been divided into left and right windows. (If the user selects the records before initializing the move, when the route information list gets divided, only the last record selected remains highlighted.)

· To move records that are adjacent to one another, press <Shift> while selecting them.

· To move records that are not adjacent to one another, press <Ctrl> while selecting them.

2. To move multiple records, drag the last record selected from the left window to the right one. If the user drags any record other than the last one, only that individual record gets transferred to the new carrier.

Example. A user moves 11919 Rockville Pike, an entire building, from carrier C013 to carrier C015. A Bundle Split is marked for the first record being moved (see Figure 2‑72).
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Figure 2‑72. Bundle Split Set for First Address

The user chooses carrier C015 in the Carrier—Move Select window. After the route information list has been divided in two, the user selects all necessary records, then drags the last one selected from the left window to the right window. There it is dropped on the first record in the new carrier, as demonstrated by the first record in the right window's shading (see Figure 2‑73).
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Figure 2‑73. Moving Multiple Records

The user answers Yes to the Confirm move operation prompt. Since the user dropped the records on the first record, the prompt Would you like to add record before the base record? appears (see Figure 2‑74).
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Figure 2‑74. Add Record Before the Current Record Prompt

After the move, the Bundle Split stays in carrier C013, since it was on the first record being moved. It is reassigned to the first record after 11919 Rockville Pike, which has now become the first record in the list (see Figure 2‑75).
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Figure 2‑75. Bundle Split Stays in Original Carrier

The user saves the changes to carrier C013 and checks carrier C015, where 11919 Rockville Pike now occupies the first several records in the list and the first address moved no longer has its mail split into bundles (see Figure 2‑76).
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Figure 2‑76. Records Moved; Selected Record No Longer Marked for Bundle Split

If the Bundle Split had originally been applied to any record being moved other than the first one, it would have stayed with that record and moved to carrier C015.

Moving High-Rise Records From One Carrier to Another 

The rules for moving high-rise records from one carrier to another vary depending on whether Hi-Rise Sorting is on or off in the carrier or building from which the move is being made (see Table 2‑9).

Table 2‑9. Rules for Moving High Rise Records From One Carrier to Another

	Consideration
	When Hi-Rise Sorting Is ON in the Originating Carrier or Building
	When Hi-Rise Sorting Is OFF in the Originating Carrier or Building

	When can high-rise records be moved?
	Only when the entire building is selected
	Only when all records for a given +4 are selected

	Must high-rise records be adjacent to one another to be moved?
	Y
	Y

	Can records outside of a given high rise be moved into the middle of that building or +4?
	N. This rule applies to both:

· Non-high rise records being moved into a building

· High-rise records being moved into another building

These records can, however, be moved before or after the building.
	N. This rule applies to both:

· Non-high rise records being moved into a +4

· High-rise records being moved into another +4

These records can, however, be moved before or after the +4.

	Can non-high rise records be moved with an entire high rise?
	Y, if the non-high rise records are adjacent to the building's records.
	Y, if the non-high rise records are adjacent to the +4's records.

	Can multiple high-rise buildings or +4s be moved together?
	Y, as long as both of the following conditions apply:

· All records are selected for each building.

· The buildings are adjacent to one another.
	Y, as long as both of the following conditions apply:

· All records are selected for each +4.

· The +4s are adjacent to one another.


Moving Records Within a Carrier

To change the sequence of records within a carrier:

1. Select the record(s) to be moved in the route information list. (If moving multiple records, note that only adjacent ones can be resequenced; press <Shift> and the <Up Arrow> or <Down Arrow> to select them.)

2. Drag it to the address in the route information list that it should follow and drop it there. (Dropping it on the first address in the list, however, gives the user the choice of whether to move it before or after that address [see Figure 2‑74].)

Example. The user moves 11420 Old Georgetown Road from its current point in the walk to precede 11418 Old Georgetown Road. After selecting this address, the user drags it two records up and drops it (see Figure 2‑77). 
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Figure 2‑77. Record Moved for Resequencing

Once the user drops the record, SIE takes a moment to resequence the carrier list. Afterwards, the moved record appears in its new position (see Figure 2‑78).
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Figure 2‑78. Record Resequenced

Moving High-Rise Records Within the Same Carrier

The rules for resequencing high-rise records are given below (see Table 2‑10).

Table 2‑10. Rules for Resequencing High-Rise Records

	Consideration
	When Hi-Rise Sorting Is ON
	When Hi-Rise Sorting Is OFF

	Can individual records be resequenced within a high rise?
	Y
	N, because when Hi-Rise Sorting is off, the entire +4 is treated as one unit.

	Can multiple records be resequenced within a high rise?
	Y, if they are adjacent to each other.
	N, because when Hi-Rise Sorting is off, the entire +4 is treated as one unit.

	Can individual high-rise records be resequenced outside of its high rise?
	N, because the entire building must be resequenced.
	N, because the entire +4 must be resequenced.

	Can records outside of a given high rise be resequenced into the middle of that building or +4?
	N. This rule applies to both:

· Non-high rise records being resequenced into a building

· High-rise records being resequenced into another building

These records can, however, be resequenced before or after the building.
	N. This rule applies to both:

· Non-high rise records being resequenced into a +4

· High-rise records being resequenced into another +4

These records can, however, be resequenced before or after the +4.

	Can non-high rise records be resequenced with an entire high rise?
	Y, if the non-high rise records are adjacent to the building's records.
	Y, if the non-high rise records are adjacent to the +4's records.

	Can multiple high-rise buildings or +4s be resequenced together?
	Y, as long as both of the following conditions apply:

· All records are selected for each building.

· The buildings are adjacent to one another.
	Y, as long as both of the following conditions apply:

· All records are selected for each +4.

· The +4s are adjacent to one another.


Reversing the Order of Records Within a Carrier

The user can reverse the order of records in a given carrier, even the entire set of records within that carrier. However, all of the records that the user selects must be adjacent to each other. For example, while the user can switch the order of record numbers 1 and 2,  record numbers 1 and 3 cannot be reversed. Likewise, the user can reverse the order of record numbers 10–20 (since each record is adjacent to the next), but cannot reverse the order of record numbers 10 and 20 alone.

To reverse records in a given carrier:

1. Point to and click an address being reversed. Press <Shift> and either the <Up Arrow> or the <Down Arrow> to select the other records being reversed.

2. Choose Reverse from the Actions menu or click the corresponding tool bar button (see Figure 2‑79). 
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Figure 2‑79. Reverse Option on Actions Menu; Reverse Tool Bar Button

The route information list disappears for a short time, then reappears with the record order changed.

To change the order of records that are not adjacent to each other, the user can resequence the records within a given carrier. 

Example 1. To reverse the order of 1508 and 1506 Downey Drive in zone 00353, carrier C017, the user selects 1508 Downey Drive, presses <Shift>, and points to and clicks 1506 Downey Drive (see Figure 2‑80).
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Figure 2‑80. Preparing to Reverse Records

The user clicks Reverse on the Actions menu. The route information list disappears briefly and then reappears with the order of the two addresses switched (see Figure 2‑81).
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Figure 2‑81. Records Reversed

Example 2. To reverse the entire set of records in zone 00353, route C017, the user points to and clicks the first address in the list, then presses <Shift> and the <Down Arrow> key on the keyboard until all of the addresses are selected (the list scrolls below what is visible on the screen). The first address in the list is 11423 Commonwealth Drive and the last address is 12075 Rockville Pike (see Figure 2‑82).
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Figure 2‑82. Selecting Entire Carrier for Reversal

After the user clicks the tool bar's Reverse button, the records completely change in order: 12075 Rockville Pike starts the list, and the addresses that formally preceded it now follow it, with 11423 Commonwealth Drive now at the end of the list (see Figure 2‑83). 
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Figure 2‑83. Entire Carrier Order Reversed

3. Making Edit Sheet Changes

Traditionally, the delivery unit has submitted local changes affecting the Address Management System (AMS) database on a paper copy of the Edit Sheet or in an Edit Book. Electronic Edit Sheets/Windows SPS Station Input (EES/WinSSI) automates this process, making a paper copy of the form unnecessary for smaller changes. (The delivery unit should still use the Edit Book or Edit Sheet when major route adjustments are being made.) 

With EES/WinSSI, Edit Sheet changes are made in the Station Input Editor (SIE) and sent electronically along with the delivery unit's other station input modifications. AMS has 14 days in which to approve or reject the delivery unit's changes.

The delivery unit can also view and print a traditional Edit Sheet using the Edit Sheet Report. This report shows AMS-approved Edit Sheets and does not include any delivery unit changes that AMS has not approved. Additionally, SIE's route information list contains Edit Sheet columns, and the user can choose to have those columns appear in the Holdouts Report.

To make Edit Sheet changes, first access SIE by clicking Station Input Editor at the EES/WinSSI main menu (see Figure 1‑3).

Edit Sheet Capability Notification

EES/WinSSI requires the use of Delivery Point Files (DPF); without them, the user cannot use electronic Edit Sheets. As long as DPF are being used, a message alerting the user that electronic Edit Sheets are now available appears when the user first enters SIE after EES/WinSSI is installed. Click the checkbox to prevent this message from appearing again (see Figure 3‑1).
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Figure 3‑1. Edit Sheets Available Message

Edit Sheet Columns in Route Information List

The route information list contains the Edit Sheet columns, but when SIE's main window is in normal view, most of them are not automatically visible. Two columns, Secondary Abbreviation and Secondary Address, are listed prior to the Bundle Split and holdout columns. The user must drag the scroll box on the horizontal scroll bar all the way to the right to see the rest of the Edit Sheet columns (see Figure 3‑2).
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Figure 3‑2. Edit Sheet Columns in Route Information List

When the user first sees the Edit Sheet columns, their complete names are not visible; the user must resize them to see their full names. 

The Edit Sheet columns are:

	Secondary Abbreviation
	A secondary address abbreviation (sometimes called the delivery type)

	Secondary Address
	The secondary address number (e.g., the apartment number)

	Addr Sort Code
	Address Sort Instruction Code—These codes (A, C, F, H, M, T, V) allow for special handling, whether manual or automated, of specific delivery addresses.

	1621 Code
	A number that categorizes a delivery point by type and describes the type of delivery service 

	Vacant
	Specifies if an address has been unoccupied for 90 days or more

	Seas
	Specifies whether or not a given address receives mail only during a specific season (e.g., a summer residence)

	Lttr
	Letter cell size—The number of cells of a carrier case required to hold a given delivery point's letter mail pieces; the valid values are 0–99 including ½

	Flat
	Flat cell size—The number of cells of a carrier's case required to hold a given delivery point's flat mail pieces; the valid values are 0–99 including ½

	Cong
	A 2-digit number identifying a geographic area within a state served by a member of the House of Representatives 

	Rly Data
	Specify points of importance (B, C, N, P, R) along a carrier's delivery route 


The rest of this chapter contains complete descriptions of the fields and the values that might appear in their route information list columns.

Using the Edit Sheet

To edit the Edit Sheet data, double-click a selected record. The 1621 Edit Sheet dialog box appears (see Figure 3‑3).
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Figure 3‑3. 1621 Edit Sheet

The title bar of the Edit Sheet displays the address that the user double-clicked. This window also contains the following information:

· Relay data

· Drop/CMRA count

· Case configuration

· 1621 code

· Secondary abbreviation

· Secondary address number

· Letter and flat cell size

· Address sort code

· Congressional district

· Whether the address is seasonal or vacant

To edit any data, select the appropriate check box or option button, or choose an item from a list. Click OK to save any changes and return to the route information list, or click Cancel to exit without saving changes.

The Edit Sheet fields are discussed in the following sections in the order they appear on the Edit Sheet, which is not the same order as they appear in the route information list.

Marking Important Points Along a Route

Relay data specify points of importance along a carrier's route (see Table 3‑1). 

Table 3‑1. Relay Data

	Type of Relay Data
	Definition
	Corresponding Letter in the Relay Data Column

	Relay
	A relay point
	R

	Park
	A point where the carrier parks the mail truck
	P

	Collection
	A mail collection box is located near this address.
	C


To mark relay data for a particular address, select the check box next to the type(s) of relay data. The appropriate letter appears in the Relay Data column of the route information list.

Designating a Site for Multiple Customers

The Drop/CMRA box allows the user to designate a particular delivery point as one servicing multiple customers. To do this, the user should mark the address as either a Drop or a commercial mail receiving agency (CMRA) site:

· A Drop site is a single delivery point or receptacle that services multiple customers (e.g., a single door slot shared by two customers), or a site for a commercial "mailbox" company. 

· A CMRA holds mail or forwards it to an addressee. It is registered with the post office responsible for delivering its mail.

To mark an address as a Drop or CMRA site:

1. Click either Drop or CMRA. Drop, CMRA, and None are mutually exclusive options (i.e.,  only one can be selected for a given address).

2. Choose the number of customers from the Service Count List. Drop values are 2–999 and CMRA values are 1–999. These values are only visible on the Edit Sheet; the route information list does not contain a column for either Drop or CMRA.

An address cannot be either a Drop or a CMRA site if it has a 1621 code of "nostats."

Setting the Case Configuration

The user can customize carrier mail cases in the Case Configuration box on the Edit Sheet:

· By clicking Flat, the user specifies that a new flat section should be generated.

· By selecting the Row check box, the user signifies that a new row should begin with this address.

· By entering up to 30 alphanumeric characters in the Case Label field, the user supplies a label for the case. 

· By choosing a number in the Blank list, the user decides to leave that number (0–9) of empty cells after the current address.

· By clicking None, the user clears case configuration information. 

None, Flat, Row, and Blank are mutually exclusive (i.e., only one can be selected for a given address). 

The case configuration information, like the Drop/CMRA count, does not appear in the route information list.

Assigning the Type of Delivery Point

The 1621 Code field allows the user to select the type of delivery point for an address. The list displays both a letter or number code and the type of delivery point (see Table 3‑2).

Table 3‑2. 1621 Codes
	1621 Code Value
	1621 Code Title
	Definition

	1
	Residential other
	Residential delivery points that are not serviced by curbline, central, or neighborhood delivery and collection box units (NDCBU) fall into this category. Examples include door-to-door (walking route) deliveries and door slot deliveries.

	2
	Residential curbline
	A residence with a mail receptacle located at the curbline

	3
	Residential NDCBU
	A delivery point serviced by residential cluster boxes called NDCBU

	4
	Residential central
	This delivery point is serviced by residential, non-NDCBU, centralized equipment (e.g., banks of mailboxes at apartment houses; delivery centers;  mail receptacles located in clusters of two or more). In rural areas, this delivery point is one where the rural carrier has access to more than one customer's mail receptacle by opening one door or a single arrow lock.

	5
	Business other
	Business delivery points that are not serviced by curbline, central, or NDCBU fall into this category. Examples include door-to-door (walking route) deliveries and door slot deliveries.

	6
	Business curbline
	A business with a mail receptacle located at the curbline

	7
	Business NDCBU
	A delivery point serviced by business NDCBU

	8
	Business central
	A business mail unit serviced by non-NDCBU centralized equipment (i.e., delivery center or mailroom receptacles) where the carrier opens only one door or a single arrow lock to access several  mail receptacles

	E
	Residential facility box
	A P.O. Box for a residential customer located in a United States Postal Service (USPS) facility

	F
	Residential contract box
	A P.O. Box for a residential customer located in a contract unit

	G
	Residential detached box
	A P.O. Box for a residential customer that is not located in a USPS facility but is one for which USPS collects rent

	H
	Residential non-personnel unit box
	This delivery point is a mailbox for a residential customer located in a self-service postal center. These centers, usually located in rural areas, are not staffed but provide typical mail services (e.g., mail collection, mail delivery, stamp sales).

	M
	Business facility box
	A P.O. Box for a business located at a USPS postal facility

	N
	Business contract box
	A P.O. Box for a business located at a contract unit

	O
	Business detached box
	A P.O. Box for a business customer that is not located in a USPS facility but is one for which USPS collects rent

	P
	Business non-personnel unit box
	This delivery point is a mailbox for a business and is located in a self-service postal center. These centers, usually located in rural areas, are not staffed but provide typical mail services (e.g., mail collection, mail delivery, stamp sales).

	X
	Nostats
	Other types of delivery points that the delivery unit should not count when tabulating delivery statistics

	1N
	Residential other nostats
	Residential others that the delivery unit should not count when tabulating delivery statistics

	2N
	Residential curbline nostats
	Residential curblines that the delivery unit should not count when tabulating delivery statistics

	3N
	Residential NDCBU nostats
	Residential NDCBUs that the delivery unit should not count when tabulating delivery statistics

	4N
	Residential central nostats
	Residential centrals that the delivery unit should not count when tabulating delivery statistics

	5N
	Business other nostats
	Business others that the delivery unit should not count when tabulating delivery statistics

	6N
	Business curbline nostats
	Business curblines that the delivery unit should not count when tabulating delivery statistics

	7N
	Business NDCBU nostats
	Business NDCBUs that the delivery unit should not count when tabulating delivery statistics

	8N
	Business central nostats
	Business centrals that the delivery unit should not count when tabulating delivery statistics

	EN
	Residential facility box nostats
	Residential facility boxes that the delivery unit should not count when tabulating delivery statistics

	FN
	Residential contract box nostats
	Residential contract boxes that the delivery unit should not count when tabulating delivery statistics

	GN
	Residential detached box nostats
	Residential detached boxes that the delivery unit should not count when tabulating delivery statistics

	HN
	Residential non-personnel unit box nostats
	Residential non-personnel unit boxes that the delivery unit should not count when tabulating delivery statistics

	MN
	Business facility box nostats
	Business facility boxes that the delivery unit should not count when tabulating delivery statistics

	NN
	Business contract box nostats
	Business contract boxes that the delivery unit should not count when tabulating delivery statistics

	ON
	Business detached box nostats
	Business detached boxes that the delivery unit should not count when tabulating delivery statistics

	PN
	Business non-personnel unit box nostats
	Business non-personnel unit boxes that the delivery unit should not count when tabulating delivery statistics


All of the box codes (e.g., residential facility box), including their "nostats" variations, can only be applied in box routes. If the user attempts to apply them while in any other type of carrier, the message Selection valid only for box records appears. Conversely, if the user selects a non-box code while in a box route, the message Selection valid only for non-box records appears.   

To select a 1621 code, click the down arrow next to the list and click the appropriate mode of delivery. However, the user may find it faster to type the number in the box than to select it from the list.

The user can view the 1621 codes in the route information list's 1621 Code column.

Supplying a Secondary Address

Two fields on the Edit Sheet allow the user to set a secondary address for a record. The Secondary Abbreviation field provides a list of secondary address abbreviations (also called delivery types). The second field, Secondary Addr, lets the user type in a corresponding address number. This number can be up to eight characters long.

When supplying secondary address data, the user should remember two principles:

· Many secondary abbreviations require secondary address numbers.

· An address without a secondary abbreviation cannot have a secondary address number.

Secondary address abbreviations are listed in Table 3‑3, along with whether they require a secondary address number.

Table 3‑3. Secondary Address Abbreviations

	Abbreviation
	Definition
	Require a Secondary Address Number?

	APT
	Apartment
	Y

	BLDG
	Building
	Y

	BSMT
	Basement
	N

	DEPT
	Department
	Y

	FL
	Floor
	Y

	FRNT
	Front
	N

	HNGR
	Hanger
	Y

	LBBY
	Lobby
	N

	LOT
	Lot
	Y

	LOWR
	Lower
	N

	OFC
	Office
	N

	PH
	Penthouse
	N

	PIER
	Pier
	Y

	REAR
	Rear
	N

	RM
	Room
	Y

	SIDE
	Side
	N

	SLIP
	Slip
	Y

	SPC
	Space
	Y

	STE
	Suite
	Y

	STOP
	Stop
	Y

	TRLR
	Trailer
	Y

	UNIT
	Unit
	Y

	UPPR
	Upper
	N


If the user selects a secondary address abbreviation that requires a secondary address number, but does not provide a number before clicking OK, the message The current Delivery Type requires a Secondary Address Number appears (see Figure 3‑4).
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Figure 3‑4. Warning to Assign Secondary Address Number

An address without a secondary address abbreviation cannot have a secondary address number. If a secondary number is present in the Edit Sheet fields and the user selects NONE for the Delivery Type, the message The presence of a Secondary Address Number requires a Delivery Type appears after the user clicks OK (see Figure 3‑5).
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Figure 3‑5. Warning to Assign Delivery Type

Choosing the Letter and Flat Cell Size

The user can set the number of a carrier case's cells required to hold a given delivery point's letter or flat mail pieces. The default in the route information list for both options is 0 before the user sets anything. Keep the case configuration in mind when choosing a letter or flat cell size.

Click the down arrow and scroll through the Letter and/or Flat list box to select a value of 0–10 including ½. The actual valid values are 0–99 including ½; however, if a cell size greater than 10 has been assigned to a record, the user cannot modify it. 

Selecting the Address Sort Code

Address sort instruction codes allow for special handling (manual or automated) of specific delivery addresses. For example, the delivery unit can sort mail for a particular address into one bin with this code.

The user selects an address sort code from the Addr Sort Code list on the Edit Sheet, and that code will appear in the Addr Sort Code column of the route information list. These codes are defined in Table 3‑4.

Table 3‑4. Address Sort Codes

	Letter
	Designation
	Definition

	A
	Accelerated reply
	Mail that a customer obtains at an automated origin mail processing facility instead of a post office

	C
	Caller service
	Customers with this service pay a fee to have the option of picking up their mail as Window Call or at a loading dock.

	F
	Firm-only address
	Only a firm resides at this address.

	H
	Firm holdout
	A firm with this service can pick up its own mail at the post office (i.e., a Window Call).

	T
	P.O. Box Throwback
	A customer with a street address and a P.O. Box can receive all mail at the P.O. Box.

	V
	High-volume delivery point
	A delivery point other than a firm-only address that has a high volume of mail


Address Sort Codes and Holdouts

The firm holdout code corresponds to the Window Call holdout for mail processing. It, along with the P.O. Box Throwback code, is used for both station input and Edit Sheet changes. Records with a Window Call must have an H for an address sort code, and records with a P.O. Box Throwback must have a T for an address sort code. 

SIE sets these codes (H and T) automatically on the Edit Sheet when the user selects their corresponding holdouts in the main windows. After marking the holdout and accessing the Edit Sheet, the user must click OK to add the code to the route information list's address sort code column.

The user cannot change an H or T address sort code without losing the corresponding holdout. For example, if the user marks an address for Window Call, but then accesses the Edit Sheet and attempts to apply an address sort code unrelated to any holdout (e.g., accelerated reply), a prompt will warn, This will remove (name of holdout). Continue? (see Figure 3‑6).
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Figure 3‑6. Lose Holdout Prompt

In the same example of marking a record for Window Call, if the user instead moves to replace address sort code H with one associated with another holdout (e.g., code T), the prompt reads,  (Name of current holdout) already set. This will mark (name of new holdout). Continue? (see Figure 3‑7).
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Figure 3‑7. New Holdout Prompt

At either prompt, click Yes to change the code and lose the (original) holdout or No to retain the current code.

Viewing the Congressional District

The 2-digit Congressional District number identifies a particular geographic area within a state that is served by a member of the House of Representatives. This number is automatically assigned to the address and cannot be edited, but is visible on the Edit Sheet and in the route information list.

Marking an Address as Seasonal 

An address is marked as seasonal when the resident files a temporary Change of Address that is effective for three or more months. The seasonal delivery point, of course, does not receive any mail during this time period. 

To mark an address as seasonal, click the Seasonal check box and then OK. The word Yes in the Seasonal column of the route information list indicates that the address is seasonal; otherwise, this column is left blank.

Marking an Address as Vacant

A site is considered vacant if it has been unoccupied for 90 days or more. On the traditional paper copy of the Edit Sheet, an address was marked "vacant" with a V next to the address's 1621 code. In EES/WinSSI, it receives its own check box on the Edit Sheet and own column in the route information list.

A record cannot be marked as vacant if one of the following conditions exists:

· The record's 1621 code is a "no stats"
 delivery mode.

· The record's address sort code is a P.O. Box Throwback (T).

When the user clicks Vacant for an address with a "no stats" 1621 code, the prompt No Stats already selected in 1621 code. Remove No Stats? appears (see Figure 3‑8).
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Figure 3‑8. Remove No Stats Prompt

If the user clicks Yes, the 1621 code reverts to the delivery mode without the "no stats" descriptor (e.g., a business NDCBU nostats code changes to a business NDCBU code). Code X, No Stats, reverts to the Residential Curbline delivery mode. 

On the other hand, if the user clicks No, SIE deselects Vacant.

When the user selects the Vacant check box for an address with a P.O. Box Throwback sort code (T), the prompt Conflict—P.O. Box Throwback set. Remove? will appear (see Figure 3‑9).
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Figure 3‑9. Remove T Sort Code Prompt
Clicking Yes changes the address sort code to None, while clicking No deselects Vacant. 

Things differ slightly if the user selects Vacant before setting the address sort code. In that case, the prompt queries whether the user wants to deselect the Vacant check box (see Figure 3‑10).
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Figure 3‑10. Remove Vacant Indicator Prompt

Click Yes to deselect Vacant or No to keep the address sort code at its original setting.

To mark a record as vacant, click the Vacant check box and then OK. The word Yes in the route information list's Vacant column indicates that the address is vacant; otherwise, this column is left blank.

Viewing the Edit Sheets Report

The Edit Sheets Report permits the user to view and print the Edit Sheet fields on a traditional paper copy of Form 1621-C. This report shows only AMS-approved Edit Sheets; it does not include any delivery unit changes that have not been approved by AMS. BRMs and alternate records are not included in this report.

To generate an Edit Sheets report, first click Reports on the menu bar, then choose the second option, Edit Sheets. Alternatively, click the Edit Sheets Report button on the tool bar (see Figure 3‑11).
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Figure 3‑11. Edit Sheets Option on Reports Menu; Tool Bar Button

The Edit Sheets report appears. Use the vertical scroll bar to move up and down through the current page; move the horizontal scroll bar left and right to see the entire report. If the report has more than one page, click the Prev Page and Next Page buttons as necessary (see Figure 3‑12).
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Figure 3‑12. Edit Sheets Report

Instead of using the scroll bars to view everything, the user may click Maximize to see the complete window (see Figure 3‑13).
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Figure 3‑13. Edit Sheets Report (Maximized View)

This report contains the following columns: 

	Line No.
	The computer-assigned sequence of the route

	House Address
	House number or rural route box number

	Street Name
	Name of the street, including predirectionals, suffixes, and/or postdirectionals

	Delivery Type
	A secondary address abbreviation

	Unit No.
	Secondary address number (e.g., an apartment number)

	1621
	A number that categorizes a delivery point by type and describes the type of delivery service

	Seas
	Specifies whether or not a given address receives mail only during a specific season

	Lttr
	Letter cell size—The number of a carrier case's cells required to hold a given delivery point's letter mail pieces; the valid values are 0–99, including ½

	Flat
	Flat cell size—The number of a carrier case's cells required to hold a given delivery point's flat mail pieces; the valid values are 0–99, including ½

	Cong
	A 2-digit number identifying a geographic area within a state served by a member of the House of Representatives

	Rly Data
	Specify points of importance along a carrier's delivery route

	Best Depth +4 Type
	The best ZIP +4 Code for this delivery address; a firm is "better" than a street

	Additional Info
	The destination of a P.O. Box Throwback, secondary address, and firm name appear here, in that order and as much as space allows.


The material in this report differs in some respects from the way that material is presented in SIE. In particular, the 1621 column represents the mode of delivery by both a number and a letter. These letters are handled differently in SIE (see Table 3‑5).

Table 3‑5. 1621 Column Value in Edit Sheets Report

	Letter in Edit Sheet Report's 1621 Column…
	…Corresponds to in SIE

	B (box)
	Address sort code T (P.O. Box Throwback)

	N (non-delivery)
	1621 "no stats" codes

	V (vacant)
	Vacant field


Also, the Best Depth +4 Type column has no match in SIE.

Click Print to obtain a hard copy of this report. Because this report is so long, make sure the printer is set for landscape mode when printing. Click Done at any time to exit the report and return to SIE's main window. 

Viewing Edit Sheet Fields in the Holdout Report

When the user generates a holdout report, the Edit Sheet fields for the given carrier or zone can be viewed along with whatever holdouts the user selects. When choosing the report options at the Report dialog box, click the Display 1621 Fields check box. (For more information on this report, see Chapter 2.)

Example. The report function was accessed from within carrier R001 by clicking Reports to bring down the menu bar, then Holdouts, or click the tool bar button (see Figure 3‑14).
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Figure 3‑14. Accessing the Holdouts Report

The user chooses to generate a report of all the holdouts and Bundle Splits in carrier C001, as well as all of the Edit Sheet fields. The report will group the records by holdout type and will print to the screen (see Figure 3‑15).
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Figure 3‑15. Report Options

The records in the report are sorted by sequence order, not by holdout type (see Figure 3‑16):
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Figure 3‑16. Report Generated

The Edit Sheet fields are not visible at the moment; as in the route information list, the user must move the horizontal scroll bar to the right to view them (see Figure 3‑17).
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Figure 3‑17. Edit Sheet Information in Report

4. Transferring Files

Electronic Edit Sheets/Windows SPS Station Input (EES/WinSSI) provides a method for transferring files through its Transaction/DPF Transfer function. The modem must be configured before files can be transferred, and the configuration settings are in EES/WinSSI's System Administration (SysAdmin) function. For information on configuration procedures, see Chapter 5. 

EES/WinSSI's file transfer procedures differ from those in previous station input software, including WinSSI and all versions of SIE. Previously, the delivery unit downloaded SPS Station Input (SSI) files, made changes to the mail sort by editing those files, and uploaded pending files with the changes. EES/WinSSI v2.0 replaces SSI files with Delivery Point Files (DPF) and pending files with transaction files. The delivery unit uses DPF to make not only station input changes, but Edit Sheet changes. All of these changes are transferred electronically to the Address Management System (AMS) through transaction files. The entire communication process is illustrated in Figure 4-1.
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Figure 4‑1. EES/WinSSI Communication Process

As shown in the diagram, EES/WinSSI introduces differences in the ways that files are transferred. These differences are summarized in Table 4‑1.

Table 4‑1. Comparing WinSSI and EES/WinSSI File Transfer

	Feature
	WinSSI v2.1
	EES/WinSSI v2.0
	Notes on EES/WinSSI

	Type of files downloaded 
	SSI files of 220 bytes containing station input changes
	DPF of 430 bytes containing station input and Edit Sheet changes
	DPF replace SSI files because DPF contain the data elements that allow the delivery unit to make edit sheet changes.

Once the delivery unit requests DPF for the first time, it will always receive DPF with a download.

	Type of files uploaded
	Pending files
	Transaction files
	

	Timeline for file downloads
	Weekly; users are locked out of SIE after 28 days without a download
	Weekly; users are locked out of SIE after 21 days without a download
	

	Timeline for file uploads
	Daily 
	Daily
	

	Place of origination for downloaded files
	NDSS at San Mateo sends weekly refresh tape, which provides the SSI files for WinSSI.
	NDSS at San Mateo sends weekly refresh tape, which provides the DPF for EES.
	

	Destination for uploaded files
	Local NDSS computer
	Local NDSS computer, then NDSS cluster at San Mateo 
	

	Other files included in download
	Not applicable
	Files for the EES Transaction Report
	

	How Edit Sheet changes are handled
	Edit Book sent to AMS
	Electronic Edit Sheet changes uploaded with station input changes
	

	Timeline for whole communication cycle
	Not applicable
	21 days
	During this time period, the delivery unit can view the status of its changes through the EES Transaction Report.


Group Roles in the EES Cycle

Because most of the delivery unit's changes are now reviewed by AMS, file transfer now requires the cooperation of several groups: AMS, NDSS at San Mateo, In-Plant Support, and the local delivery unit (see Table 4‑2).

Table 4‑2. Groups Involved in the File Transfer Process

	Group
	Role in the File Transfer Process

	Delivery unit
	 Downloads DPF and makes changes in EES/WinSSI

 Uploads changes which are sent first to the local NDSS computer, then later to the NDSS cluster at San Mateo and AMS

	In-Plant Support
	Sets the time for the daily upload of transaction files to San Mateo in the NDSS application

	NDSS at San Mateo
	 Transfers the delivery unit's transaction files to the AMS database

 Sends out the NDSS refresh tape on a weekly basis, providing weekly updates of DPF with the latest address information from the national database

	AMS
	 Produces DPF, directories, and other files 

 Reviews and approves or rejects many of the delivery unit's changes on a daily basis


The delivery unit should maintain contact with In-Plant Support throughout the EES cycle, since In-Plant Support needs to coordinate some activities involving the NDSS computer.

When to Transfer Files

The chart below  (see Figure 4‑2) provides an overview of the file transfer process. The left-hand side of the chart displays actions that occur weekly, while the actions on the right-hand side occur daily. A detailed explanation of the process follows this chart.
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Figure 4‑2. Overview of File Transfer Process

Delivery Point Files

When a site first receives EES/WinSSI, the system administrator needs to request DPF, since previous station input software has used SSI files. The system administrator initiates all communication with NDSS through the DUC. Once a station requests DPF, the DUC can no longer use SSI files and will only receive DPF in the future. The station will not lose its data from this change, but future changes to local mail processing will involve editing DPF instead of SSI files.

DPF come from the NDSS weekly refresh tape. They contain address data such as carriers' sequences, street numbers, and street names; this information comes from AMS. DPF must be transferred to SIE/WinSSI on the Delivery Unit Computer (DUC) so that the delivery unit can make changes to the latest files. The delivery unit makes changes to the mail sort and the Edit Sheets. The Edit Sheets are now provided electronically through SIE (see Chapter 3 for more details).

DPF should be downloaded every week. When the files are more than seven days old, a prompt warns the user accessing SIE, The DPF database is more than __ days old.  The user cannot edit DPF if they are more than 21 days old and should request new DPF. 

Transaction Files

Whenever the delivery unit makes changes to the DPF through EES/WinSSI, a transaction file is created. This transaction file must be transferred to the NDSS computer so that the delivery unit's changes can be included in the sort program. The transaction files should be uploaded every day before the sort program needs to be updated in the Sort Program System (SPS) on the NDSS computer. The delivery unit needs to communicate with the mail processing plant to establish this time.

Once transaction files are received at the plant, In-Plant Support needs to upload them to NDSS at San Mateo by 6 p.m. Pacific time. In-Plant Support sets the time for upload using NDSS software

On the day of the week when DPF are downloaded from the local NDSS computer, transaction files should be uploaded before new DPF are downloaded. Any transaction files that are uploaded on Saturday or Sunday are counted as part of Monday.

Feedback on Delivery Unit's Changes

Once the transaction files are sent to the local NDSS computer, they are transferred to the NDSS cluster at San Mateo at a specific time each day. San Mateo preprocesses all transaction files and transfers them to AMS. AMS reviews the transaction files in the order received (i.e., uses a first in, first out process), then approves or rejects the local changes and applies the approvals to the national database. 

This cycle lasts a maximum of 21 days; AMS has up to 14 of those days to review the changes. (An extra week is allotted for the delivery unit to download DPF that reflect AMS' decision.) A timeline of the 21 days is shown in Figure 4‑3.
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Figure 4‑3. Transaction Timeline

Table 4‑3 shows the different possible actions relating to delivery unit changes and how they affect SIE operations.

Table 4‑3. AMS Decisions and Their Effect on SIE Operations

	AMS Decision
	Effect

	Approval
	The delivery unit's changes remain in SIE after AMS has made its decision and the latest DPF are downloaded.

	Rejection
	Effective with the first DPF that are downloaded after AMS makes its decision, the delivery unit's changes are no longer displayed in SIE.

	Expiration (no action taken within the review cycle)
	Effective with the first DPF that are downloaded at the end of the 21-day cycle, the delivery unit's changes are no longer displayed in SIE. If the delivery unit wants to have the changes reconsidered by AMS, it must submit them again.


The EES Transaction Report accessed from the EES/WinSSI main menu (see the section "Keeping Track of AMS Decisions on Delivery Unit Changes") contains a list of approvals, rejections, and actions pending by carrier. Eventually, approvals are reflected in the new DPF from the weekly NDSS refresh. Of course, the weekly refresh comes even when actions are still pending review by AMS. 

Accessing EES/WinSSI File Transfer

To transfer files, click Transaction/DPF Transfer at the EES/WinSSI main menu (see Figure 1‑3).

The Last Transfer Date box at the top of the main menu contains the time and date of both the last transaction file upload and the last DPF download. The most current information is available every time the user enters EES/WinSSI or otherwise uses the main menu.

Downloading DPF Files

By completing the following procedures to download DPF, any transaction files in EES/WinSSI first get transferred to SPS on the NDSS computer. These files are then be applied to the DPF records and the newly created DPF are transferred from SPS to EES/WinSSI on the DUC. If there are no transaction files in EES/WinSSI, only the DPF are transferred from SPS to EES/WinSSI on the DUC. DPF should be downloaded once a week, after the NDSS refresh on the NDSS computer. Transaction files should be uploaded before DPF are downloaded.

After the user clicks Pending/SSI Transfer at the EES/WinSSI main menu (see Figure 1‑3), the Communication window appears. Click the Download DPF Files (SPS->PC) option (see Figure 4‑4).
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Figure 4‑4. Communication Window: Download Option Chosen

Click Transfer to start the download process. The status bar at the bottom of the window keeps track of the file transfer percentage completed. The name and size of the DPF file appears in the File Information box for viewing purposes only. Several different messages appear during the file transfer between the File Information box and the status bar. These messages describe the action being taken at the moment and may vary under different circumstances (see Figure 4‑5). 
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Figure 4‑5. Communication Window During File Transfer Process

The following lines of text provide one example of what the user may see:

Connecting to server…

Sending greetings

Acknowledged: greeting

Acknowledged: DPF files download…

Preparing Transaction files…

Processing DPF files: please wait

Transferring files…

Saying good-bye

Acknowledged: good bye

A prompt appears saying End of Transfer (see Figure 4‑6).
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Figure 4‑6. End of Transfer Prompt

After the user clicks OK, the following lines of text appear: 

Backing up DPF files…

Restoring DPF files…

Uploading Transaction Files

This procedure will transfer any pending files that are in EES/WinSSI to SPS on the NDSS computer. Transaction files should be uploaded once a day. After selecting Transaction/DPF Transfer from the EES/WinSSI main menu (see Figure 1‑3), the Communication window appears. Click Upload Transaction Files (PC‑>SPS) (see Figure 4‑7).
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Figure 4‑7. Communication Window; Upload Option Selection

Click Transfer to start uploading the files. The status bar at the bottom of the window will keep track of the file transfer percentage completed. The names and sizes of different files will appear in the File Information box for viewing purposes only. Several different messages will appear during the file transfer between the File Information box and the status bar. These messages describe the action being taken at the moment and may vary under different circumstances.

The following lines of text provide one example of what the user may see:

Connecting to server…

Sending greetings

Acknowledged: greeting

Preparing Transaction files…

Acknowledged: transaction files upload

Transferring files…

Saying good-bye

Acknowledged: good-bye

Next, a prompt appears saying End of Transfer (see Figure 4‑6). Click OK to return to the EES/WinSSI main menu.

Terminating the File Transfer Process

To terminate a download or upload during the file transfer process, click the Close button in the upper right-hand corner of the window. A prompt asks, Are you sure you want to terminate the file transfer? (see Figure 4‑8).
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Figure 4‑8. Terminating the File Transfer

Click Yes to cancel the file transfer and return to the EES/WinSSI main menu. Click No to continue with the process.

Times When Files Cannot Be Transferred

The user cannot transfer files under certain circumstances:

· When an NDSS refresh or SPS refresh is occurring—In such a case, the following message appears shortly after the user clicks Transfer: [NDSS or SPS] refresh is taking place. Please try again later. Wait until the refresh has finished and then transfer the files.

· When a file transfer has just been terminated—If the user attempts to transfer files soon after canceling a previous file transfer, the message A previous request is still in processing. Please try again later appears. (This message appears shortly after the user clicks Transfer.) Wait a few minutes and then attempt the transfer again.

Verifying the Success of a File Transfer

EES/WinSSI provides log files for the user to verify whether a file transfer has been successful. A log file is created the first time a communications action is initiated each day. Additional information is appended to the file for each subsequent transaction file upload or DPF download that day. The name of the file consists of the day of the week and the extension .log (e.g., Monday.log). EES/WinSSI will save the log files for exactly one week before overwriting them. For example, a file created on Thursday, January 15 will be overwritten on Thursday, January 22.

If the system administrator has not changed the root directory for EES/WinSSI, the log file will be located in the C:\sie\log directory. The log file provides the following information:

· Success or failure of the transmission

· Start and end time of the transmission

· Date of the transmission

· Any greetings messages sent by NDSS

Server Errors

A server software program known as the SPS Application Server Daemon (SASD) fulfills any request made by the DUC for files from the NDSS computer. 

When the delivery unit at a site requests a transaction file upload through EES/WinSSI, the daemon transfers the transaction file(s) in a pend.zip file from EES/WinSSI on the DUC to the NDSS computer. On the NDSS computer, the daemon applies the transaction files immediately. 

When the delivery unit requests a DPF download, the daemon prepares the DPF, pkzip the DPF into a file called newssi.zip, and send the newssi.zip file down to EES/WinSSI on the DUC. 

The daemon runs constantly from the time that EES/WinSSI is installed on the Computer. If the daemon is not running for some reason, the error prompt EESCommSockDlg: Can't Connect to Server! Retry? appears immediately after the user clicks either Download Transaction Files (SPS‑>PC) or Upload Transaction Files (PC‑>SPS) at the Communication window (see Figure 4‑9).
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Figure 4‑9. Difficulty Connecting to Server

Click Yes to retry or No to stop the communication process.

The command procedure update_dps_driver normally monitors the daemon's activity and will launch it if it is not running. Anyone launching the daemon manually must do so on the Computer. See the EES/WinSSI v2.0 NDSS Computer User's Guide for more information.

Viewing AMS Decisions on Delivery Unit Changes

To facilitate communications with the delivery unit, AMS provides an EES Transaction report that the user can access from the EES/WinSSI main menu (see Figure 4-1). This report comes with the weekly refresh tape and the DUC receives it when a DPF download is requested. The report (one per zone) includes rejections, approvals, and actions pending by carrier, as well as rejected changes to specific addresses (see Figure 4‑10).
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Figure 4‑10. EES Transaction Report

The report contains several columns:

	H/D
	Header (H) or detailed (D) record—A header record displays data for a carrier while a detailed record displays data for an individual delivery point.

	Status
	The status of the record; what appears in this column depends on whether the record is a header record or a detailed one (see Table 4‑4).

Table 4‑4. What Appears in the Status Column

For Header Records

For Detailed Records

One of three abbreviations:

· E—Expired

· N—Pending

· Y—Processed

Two possibilities:

· R—Rejected

· No abbreviation—If this column has no abbreviation (i.e., is blank), it means that the address change has not been rejected.



	CRID
	Carrier ID—Listed in alphabetical, then numerical order


The other columns contain address and Edit Sheet information that match the ones in SIE's route information list.

Only detailed records contain complete address and Edit Sheet information. Header records only show the code indicating the status of the record.

The delivery unit should print this report every Monday or Tuesday, as this report changes with each weekly refresh tape. Click Print to get a hard copy of the report. The hard copy does not display the entire report, but only the columns from Header/Detail through Suffix and the Firm/Building column. Click OK at any time to exit the report.   

Once AMS approves the changes, they are reflected in the new DPF from the weekly refresh.

5. Maintaining the EES/WinSSI System

The system administrator is responsible for setting up, maintaining, and deleting user accounts that determine who has access to Electronic Edit Sheets/Windows SPS Station Input (EES/WinSSI), and for configuring the modem to transfer files. These tasks are accomplished through EES/WinSSI's System Administration (SysAdmin) function. 

Entering SysAdmin

When entering EES/WinSSI, the user is prompted for a user name and a password (see Figure 1‑2). The user then enters the EES/WinSSI main menu (see Figure 1‑3). Click the System Administration button.

When the user first enters SysAdmin, the General page appears; the root directory cannot be edited (see Figure 5‑1). 
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Figure 5‑1. General Page

Creating and Maintaining Accounts

The default account for EES/WinSSI is sysadmin. The user name and password for this account are both initially sysadmin, and both are case sensitive (lower case). If accounts were created in previous versions of station input software (including WinSSI), those accounts will be valid in EES/WinSSI.

The user logged in as sysadmin is able to perform all the functions in System Administration, including adding, modifying, and deleting users. Users logged in under a user name other than sysadmin can only modify their own account and view other information. The system administrator should create accounts for each user. 

All users have the same access to all the zones in SIE and can upload and download files in the Transaction/DPF Transfer function of EES/WinSSI. 

To create or modify an account, log onto EES/WinSSI as the system administrator and click the System Administration button in the main menu (see Figures 5-1 and 5-2). Click the User Information page (see Figure 5‑2).
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Figure 5‑2. User Information Page Displayed in SysAdmin

The following information is displayed for each user: the user name for the account, the full name of the user to whom the account belongs, the user's phone number, and any comments. These fields have been completed only if the system administrator entered the relevant information when the account was created.

Not all of the information on this page is immediately visible to the user. To view all the information in the User Information list, use the horizontal scroll bar by clicking the arrows in the bottom left and right corners of the box, or by dragging the scroll box.

From this menu, the system administrator can add an account, modify an account, or delete an account. Other users can only modify their own accounts. Each option is described in the following sections.
Adding a User

To add a user, click the Add User button on the User Information page. A dialog box appears for the system administrator to add an account for a new user (see Figure 5‑3).
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Figure 5‑3. Add a User

To enter information in a field, place the cursor in that field by pointing the mouse and clicking. Type the desired input.

The user name and password must be entered. The user name can consist of up to 16 uppercase or lowercase letters and numbers; do not place spaces between the characters. The password can also be a maximum of 16 alphanumeric characters and can be the same as the user name; it will appear in the Password box as a set of asterisks(*). The user has to confirm the password.

The fields in the User Info box are optional. For Full Name, enter the full name of the person to whom the account belongs. Telephone refers to the contact phone number for the person to whom the account belongs. 

After all the fields are completed, click Add to add the account. To exit the window without adding a user, click Cancel. The user returns to the User Information list, which will now contain any added account information (see Figure 5‑4).
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Figure 5‑4. User Information List With Account Added

Click OK to save the changes and exit SysAdmin to the EES/WinSSI main menu. Click Apply to save changes and stay within SysAdmin; if the system administrator does not click Apply, the new account will be lost upon exiting SysAdmin.

To add another account, click Add User and repeat the process. The system administrator can enter a maximum of 100 users.

Modifying a User

The information for a user's account can be changed. The system administrator can modify any user's account. Other users can only modify their own accounts. If a user attempts to modify another person's account, a warning prompt appears and EES/WinSSI does not permit that account to be accessed (see Figure 5‑5).
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Figure 5‑5. Unauthorized to Modify Account

To modify an account, select the user name in the User Information list by pointing to it and clicking it. Next, click Modify User. The user's information appears in a dialog box (see Figure 5‑6).
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Figure 5‑6. Modify a User

If the system administrator is modifying the account and the password is not being changed, the modified information can be entered without using the password fields at all. To supply a new password, enter it in the New Password field and then confirm it in the Confirm Password field. The system administrator does not need to enter the old password, so that field is unavailable (i.e., shaded in gray). 

Any user besides the system administrator, however, must enter the current password for the account in the Old Password field. To replace that password with a new one, enter the replacement in the New Password field and confirm it in the Confirm Password field.

To change any information, place the cursor in the appropriate field, delete the old information and type in the new information. (See this chapter's "Adding a User" section for more information about these fields.) Click Modify when finished to exit and save the changes. Click Cancel to exit without saving the changes. 

The user is not allowed to save modifications if the old password is either missing or incorrect, or if a new password has not been confirmed. If any user (save for the system administrator) has left the Old Password field blank or has entered the wrong password there, the prompt You must provide the correct old password appears once the user clicks Modify. Click OK to remove the prompt and supply the old password (see Figure 5‑7).
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Figure 5‑7. Provide Old Password

If any user (including the system administrator) clicks Modify but has not confirmed a password entered in the New Password field, the prompt Reconfirm password!!! will appear (see Figure 5‑8). Click OK to remove the prompt, confirm the new password, and click Modify again to save the changes.
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Figure 5‑8. Reconfirm Password

Any new information saved will appear in the User Information list after the user exits the Modify User dialog box (see Figure 5‑9).
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Figure 5‑9. User Information List With Modified Account

If staying within system administration to perform other tasks, the system administrator should click Apply to apply the changes (otherwise, changes made will be lost whenever the user exits the SysAdmin function). To save the changes and exit SysAdmin, click OK. 

Deleting a User

All accounts added to EES/WinSSI can be deleted, but only by the system administrator. Users not logged in as sysadmin cannot delete accounts. The sysadmin account cannot be deleted. 

To delete an account, select the user name and click Delete User. A prompt asks the user to confirm if the account should be deleted (see Figure 5‑10).
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Figure 5‑10. Delete a User

Click Yes to delete the user's account or No to retain the user's account.

If staying within system administration to perform other tasks, click Apply to apply the changes (otherwise, the deletion will be lost when the user exits SysAdmin; the next time that the user returns to SysAdmin, the "deleted" account still appears in the User Information list). To save the changes and exit SysAdmin, click OK. 

Configuring SPS on the NDSS Computer 

In-Plant Support personnel must enter information into the Sort Program System (SPS), which resides on the NDSS computer, to set up an account for the DUC using EES/WinSSI software. To set up an account, contact In-Plant Support. 

Communication Configuration

The system administrator must properly configure the modem on the DUC to ensure proper transfer of transaction files and Delivery Point Files (DPF). To do this, click the Communication tab (see Figure 5‑11). 
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Figure 5‑11. Configuring the Modem to Transfer Files

This page contains all information necessary to configure EES/WinSSI on the DUC for file transfer. Only the system administrator has the authority and access to enter information at this page; other users will find the fields unavailable (i.e., shaded in gray).

File transfer is made via a TCP/IP connection. Kermit and other dial-up connections are not supported.

When the system administrator first accesses this screen, no information is in the fields that are available to the user. 

The fields in the NDSS/SPS Information box (IP Address and Port #) relate to the connection with the local NDSS computer:

	IP address
	Enter the NDSS IP address, if available.

	Port #
	The modem is connected to port 8010 (the default). System administrators should not change this number unless absolutely necessary. Should the number need to be changed, it must be altered in the EES/WinSSI text editor on the Computer before it is changed here. The new number should be > 1024. (For more information, se the SASD v1.0 Release Notes.)


Information must also be entered in the Station Information box: 

	Station Name
	Type the name of the station. This name should be the same name that is entered for the station in the Sequence Database (Two-Pass) Editor's Maintain Stations option in SPS on the NDSS computer. Contact In-Plant Support to make sure that the station is set up for EES/WinSSI.

	Password
	Type the password for the station—the same password that is entered for the station in the Sequence Database (Two-Pass) Editor's Maintain Stations option in SPS on the NDSS computer.

	Station ID
	The station must be designated as either a DUC or remote CSBCS PC (RCPC). A delivery unit is a DUC station if its mail is sorted by the mail processing plant using SPS. A delivery unit is an RCPC if its mail is sorted by a carrier sequence bar code sorter (CSBCS) at another delivery unit. The default is DUC. To change the station ID, click the arrow, then click RCPC from the list.

	Host Tel #
	Provide the telephone number for the modem on the DUC.

	Host Name
	The DUC's host name appears in this field, which cannot be edited by the user.

	Host IP
	If the DUC at this station has an IP address, it appears here; otherwise, this field is left blank. This field is unavailable to the user (i.e., shaded in gray), so it cannot be edited.


If staying within system administration to perform other tasks, the system administrator should click Apply to apply the changes (otherwise, the user will find that the information has not been modified). To save changes and exit to the EES/WinSSI main menu, click OK. To exit without saving the information entered, click Cancel. Online Help is available by clicking Help.

For more information on EES/WinSSI communications, see Chapter 4.

Appendix A. EES/WinSSI Conversion Issues

This appendix repeats the information found in the "Conversion" section of Chapter 3 in its own section for ease of reproduction.

Steps for Converting to EES/WinSSI

Converting to EES/WinSSI v2.0 from WinSSI v2.1 involves a 3-step process on the DUC:

1. Installing EES/WinSSI v2.0.

2. Entering station information and the IP address of the local NDSS computer in EES/WinSSI's System Administration function. 

3. Downloading the first set of DPF from the local NDSS computer using EES/WinSSI's Transaction/DPF Transfer function. 

This section lists guidelines and critical information related to the conversion process.

Before Conversion

· Do not switch to EES/WinSSI during a route adjustment.

· If there are major problems with WinSSI on the DUC, fix them before switching to EES/WinSSI.

· Upload all pending files from WinSSI v2.1.

· Do not plan on keeping both WinSSI v2.1 and EES/WinSSI v2.0 on the DUC. EES/WinSSI v2.0 replaces WinSSI v2.1.

· If boxes have been merged to create phantom routes, inform In-Plant Support to unmerge them during a DPF import.

During Conversion

· The station initiates the conversion to EES/WinSSI using the 3-step process listed at the beginning of this section. 

· The station does not lose any data during the conversion process.

· Bundle Splits previously marked as A (for AMS use) are converted to S (for SPS/station use).

· User-created phantom routes (i.e., all F and S routes) are returned to their original carriers, with the exception of S999 routes.

· MPD associated with firm (F) records are removed.

· All old WinSSI directories, old SSI files, and the WinSSI v2.1 application itself are automatically deleted from the DUC.

· Transaction files with non-delivery days (NDD) and window calls (WC) are created and sent to AMS.

After Conversion

· Once a station requests DPF, the DUC can no longer use SSI files and will only receive DPF in the future.

· Allow more time for all downloads—The downloading process will take longer, so schedule time for it carefully.

Acronyms

This section lists the acronyms used in this document and their definitions.

	Acronym
	Definition

	AMS
	Address Management System

	COA
	Change of Address

	BRM
	business reply mail

	CMRA
	commercial mail receiving agency

	CSBCS
	Carrier Sequence Bar Code Sorter

	DPF
	delivery point file

	DPS
	Delivery Point Sequencing

	DUC
	Delivery Unit Computer

	EES
	Electronic Edit Sheets

	EES/WinSSI
	Electronic Edit Sheets/Windows SPS Station Input

	MPD
	Multiple-Point Delivery

	NDCBU
	neighborhood delivery and collection box unit

	NDD
	Non-Delivery Day

	NDSS
	National Directory Support System

	POBT
	P.O. Box Throwback

	RCPC
	remote CSBCS PC

	SASD
	SPS Application Server Daemon

	SIE
	Station Input Editor

	SPS
	Sort Program System

	SSI
	SPS Station Input

	TND
	Temporary Non-Delivery

	WC
	Window Call

	WinSSI
	Windows SPS Station Input


Glossary

+2—The tenth and eleventh digits of the bar code, which correspond to the last two digits of a delivery point's address number; also called delivery point code and DPS digits

+4—The 4-digit add-on to a 5-digit ZIP Code; the fifth through ninth digits (sector/segment digits) of a bar code

1621 code—An alphabetical and/or numerical code found on Edit Sheets that describes the type of delivery (e.g., residential central, business curbline, nostats, etc.)

Address Management System (AMS)—A database of all the addresses in the nation that contains address information from delivery units throughout the nation

address marker code—See "relay data."

address sort code—An alphabetical code that allows for special handling (manual or automated) of specific delivery addresses; also called address sort instruction code

Bundle Split—A pseudo delivery address used to divide mail into manageable bundles

carrier identification (CRID) number—A 4-character identifier of the carrier route, consisting of a letter signifying the type of carrier (e.g., "C" for city, "R" for rural), followed by a 3-digit route number (e.g., "001")

Carrier Sequence Bar Code Sorter (CSBCS)—A small machine used in some delivery units and post offices that was designed for processing incoming secondary mail to the delivery point

Change of Address (COA)—A holdout where mail is pulled out of the sort temporarily, not permanently, to accommodate a temporary address change (the default length of time for this holdout is 30 days)

commercial mail receiving agency (CMRA)—A commercial organization registered with a post office that holds mail or forwards it to its addressee
delivery point code (DPC)—See "+2."

Delivery Point Files (DPF)—Files from the NDSS weekly refresh tape that are used by the delivery unit in EES/WinSSI to make changes to the mail sort; they contain address data such as carriers' sequences, street numbers, and street names from the Address Management System

Delivery Point Sequencing (DPS)—The process of getting bar coded mail into the walk sequence so that it can be delivered by the carrier without manual sorting

Delivery Unit Computer (DUC)—A PC with software such as EES/WinSSI that is used by the delivery unit
detailed record—A record in a delivery point file that displays data for an individual delivery point

DPS digits—See "+2."

Drop site—A single delivery point or receptacle that services multiple customers (e.g., a single door slot shared by two customers), or a site for a commercial "mailbox" company

Edit Sheet—A window in EES/WinSSI in which the delivery unit marks information about an address record that was previously recorded on a paper copy of the Edit Sheet or in an Edit Book 

EES Transaction Report—The report accessed from the EES/WinSSI main menu that allows users to view the status of the delivery unit's changes during the 14-day EES/WinSSI cycle

Electronic Edit Sheets/Windows SPS Station Input (EES/WinSSI)—The application that enables a delivery unit to electronically transfer its address record changes to AMS for inclusion in the national address database

header record—A record in a delivery point file that displays data for a carrier

Hi-Rise Sorting—The process of having mail for high-rise units sorted to the delivery point; the District turns this option on or off at the zone, carrier, or building level, while the delivery unit still can perform other actions associated with high-rise records (e.g., add a new unit, move records)

holdouts—Categories of mail that are separated (i.e., held out) of the regular sort for special handling
letter cell size—The number of cells of a carrier's case required to hold a given delivery point's letter mail pieces; the valid values are 0–99, including ½

log file—A file that is created the first time a communications action (i.e., file transfer) is initiated each day that provides information for verifying whether a file transfer has been successful
Multiple-Point Delivery (MPD)—A holdout for a delivery that has more than one point that receives mail (i.e., default street and building records) and that is unable to be processed using Delivery Point Sequencing

neighborhood delivery and collection box unit (NDCBU)—A group of boxes that provide mail delivery and collection for a given neighborhood

Non-Delivery Day (NDD)—A day when mail is not delivered to a specific address; the default is Saturday and Sunday is not an option because it is always a non-delivery day

P.O. Box Throwback (POBT)—A holdout that allows the customer with both a street address and a P.O. Box to receive all mail at the P.O. Box

relay data—Letter codes set by the Address Management System that specify points of importance along a customer's route; also called address marker codes

remote CSBCS PC (RCPC)—This designation indicates that the delivery unit’s DPS mail is sorted on a carrier sequence bar code sorter at another facility.

seasonal address—An address for which the resident has filed a temporary Change of Address that is effective for three or more months

secondary address—A designation and number (e.g., Apartment 101, Suite 500) that serves as part of an address in conjunction with the primary address, which consists of the street name and number

Sort Program System (SPS)—An application on the local NDSS computer that supports the creation, updating, and maintenance of sort programs for mail processing equipment

SPS Application Server Daemon (SASD)—A server software program that fulfills any request made by the delivery unit for files from the local NDSS computer

SPS Station Input (SSI) files—Files generated from Delivery Point Files that are used in older versions of SIE to make changes to the way mail is sorted

Station Input Editor (SIE)—The function within EES/WinSSI that delivery units use to make changes to the mail sort

System Administration (SysAdmin)—The EES/WinSSI function that allows system administrators to create, modify, and delete user accounts, and which allows other users to modify their own accounts

Temporary Non-Delivery (TND)—A holdout that pulls mail out of the sort and is used for vacation holds (the default length of time for this holdout is 30 days)

Transaction/DPF Transfer—The EES/WinSSI function for downloading Delivery Point Files and uploading transaction files

transaction files—Files that are created whenever the delivery unit makes changes to the mail sort (and, consequently, Delivery Point Files) using the Station Input Editor; these files are uploaded to the local NDSS computer, then beyond that to NDSS at San Mateo and AMS

vacant address—An address that has been unoccupied for 90 days or more

Window Call—Mail for the address with this holdout will be picked up at the post office by individuals or firms, so the mail is pulled out of the sort for special handling.







� "No stats" also appears as "nostats" in the EES/WinSSI application; in both cases, the term is short for "no statistics."
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