RECEIVED
FER 07 2022

LABCOR RELATIONS

UNITED STATES
‘ POSTAL SERVICE

February 2, 2022

Mr. Ivan D. Butts Certified Mail Tracking Number:
President 7020 3160 0002 0328 8484
National Association of Postal Supervisors

1727 King St., STE 400

Alexandria, VA 22314-2753

Dear lvan:

As a matter of general interest, the Postal Service has updated the Window Operations
Survey (WOS) time factors for Retail Systems Software (RSS) offices.

Enclosed on compact disc are the WOS time factors for Fiscal Year 2022.

Please contact Dion Mealy at 202-507-0193 if you have any questions concerning this
matter.

Sincerely,

Sha o

Shannon Richardson
Director
Contract Administration (APWU)

Enclosure

475 L'ENFANT PLaza SW
WasHingTon DG 20260-4100
WWW.USPS.COM

(CA2022-016)
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Standard Operating Procedure — Function 4 Timekeeping
Regional Intelligent Mail Server (RIMS)- Mobile Delivery Device In-Office Scanner (MIO)

Background
Developing a new process for time keeping purposes has become necessary due to the Hyper Electronic

Badge Readers (HEBR) nearing its end of life. The Postal Service will utilize existing technology, by
commissioning the MIO scanners to be used with the RIMS application to accurately capture and transmit
time keeping records for Function 4. The process will utilize operational move placards placed in work
locations throughout the office which employees will scan. Work hours for each employee will be
transmitted from the MIO to RIMS, then reported to the Time and Attendance Control System (TACS.).

Responsibility

All Postmasters/Station Managers/Supervisors and employees performing function 4 duties are responsible
for adhering to the procedures outlined in this SOP (Note: Level 18 Postmasters should be the only EAS
performing function 4 MIO operation moves).

Management must be responsible for creating placards and ensuring all employees are properly trained.
Employees performing function 4 duties must utilize MIO scanners, instead of moves on the HEBR, to
reflect work hours in the operations where the work is being performed.

HEBR moves should only be used in emergency cases and only as directed by management.

RIMS — TACS Creating and Printing Placards

Placard Procedures Merrifield Engineering 123456
To create placards: PARCEL RETURN
Log into Regional Intelligent Mail Servers (RIMS) SER\(/LIDEE(SPRS)

https://rims-imdas.usps.com/login.php OPERATION

LR
TACS Operations

The TACS operations screen allows management to create, edit, delete, and print TACS placards that can
be scanned by employees when performing work that falls under a specific operation code. When first
displayed, the TACS operations list is sorted in ascending order based on operation description, but it can
be sorted by any field where the column title is underlined. The list can be searched by finance number,
operation description, and operation code, and can be exported to an Excel or CSV formatted file for
reference.

The list currently supports only In-office operations but may be enhanced at a later date to include On-street
operations as well. The data in the list is stored in RIMS for an indefinite time period and can be modified or
deleted at any time.

The columns on the TACS operations list are listed below followed by a sample TACS operations screen.
Edit (hyperlink used to modify an entry)

Type (In-office is currently the only option)

Finance Number

Operation Description

Operation Code

LDC Code (Labor Description Code)

Created Datetime (CST)

CONFIDENTIAL NOVEMBER 2021
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Config Tab — TACS Operations

m Firmsheets Reports Regmail Messaging Config  Tracking Area District  Special Accountable  Manifests  National Engineering  Ad

FETAL SONIS of Systemn: SYSI0AI) . 22003 - ME  TESY

tcuts TACS Operations

igurations

o Print setected Placards

Print MODMOD-TR [Finance Number 0

Site Configuration

Barcode

IMDAMDD

wowoo

IMD File Versions Results: Viewng tems 130 of 42

RIMS Local Edit Ives Emance Number QPERATION DESCRIPTION « Qperation Code L0C Coge Croated Qatstime (C ST}

Configurabon and ==

Versions ] El  IN-OFFICE 020313 ADMIN & CLER AREA STAT 6780 4300 13-May-21 08 4836 AM

m"'gz“”o L EGl  IN-OFFICE 020314 ALUED DISTRIBUTION 2410 4300 12-May-21 04 2226 PM

Confguralion Barcode £l IN-OFFICE 020314 AMAZON FRESH DIST 0750 4300 12-May-21 04 22.00 PM

oy Egl  IN-OFFICE 020313 BULK MAIL ACCEPTANCE 5440 4800 13-May-21 073712 AM

agement O £at IN-OFFICE 020313 BUSINESS REPLY MAIL (BRM) 5490 4200 12-May-21 04 23.04 PM

IMDMDD Sensitive

Users [] Eot  INOFFICE 020313 CAGES SRVS CARR/SPC DLY 5440 4800 13-May-21 0855 45 AM

;T,:?ﬁ,f,“ Egl  IN-OFFICE 020314 COA SCANNING 0850 4900 12-May-21 04 2134 PM

View RIMS Users [0 Edt  IN-OFFICE 020314 COLLECTIONS-CPMS 5400 4800 12-May-21 04 2245 PM

Tempotary Emplogees £l IN-OFFICE 036367 CUST SERV ACTIVITIES 9560 4700 14-May-2109.11.38 AM

Route D5 Egl  IN-OFFICE 020314 CUST SERV ACTIVITIES 9560 4700 12-May-21 04 24.06 PM

Employee Route M.

Asonments Edl  IN-OFFICE 036367 CUSTODIAL PER MOU 7480 3800 14-May-21 091157 AM

s [0 Eg  INOFFICE 036367 DBCS/DIOSS DPS-1ST PASS 9120 4100 14-May-21 091249 AM

TJACS Operations [] Ea  IN-OFFICE 036367 DBCS/DIOSS DPS-2ND PASS 9130 4100 14-May-21 091324 AM
mo Edl  IN-OFFICE 036367 DBCSDIOSS IIC PRIMARY 8250 4100 14-May-21 0913:45 AM

To Add a New Operation
= Click on the New Operation Button

TACS Operations

New Operation | Print Selected Placards

Finance Number Operation Description Operation Code
[ | I
[search_

= Select an Operation Description from the pulldown list

» Finance Number for the operation (Default to site Finance Number)
= The Operation code and LDC code will be populated automatically
= Click on the Save button

For Op Code 6210 Finance Number does not default to site Finance
Number and user can enter a different Finance Number.

For all other Op. Codes Finance Number defaults to site Finance
Number and user cannot change the Finance Number.

TACS Operations: TACS Operations:
 Save [ Cancel |

Operstion Descrpion (GPERATIONAL STANDBY CUST SRV - 3530 ~ Operation Descriplion. | TRAVELCUST SERV - 6210 v

Finance Numbet (133115 Finance Number

Operation Code: (3530 Operation Code: [g21p

LDC Code: (4500 LDC Code: (4300

CONFIDENTIAL
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To Edit or Delete an Operation Entry
= Click on the Edit hyperlink next to the entry to be edited or deleted

New Operation || Print ] d Placards |
Finance Number Operation Description Operation Code
Results: Viewing items 1-20 of 42
O Edit Type Finance Number OPERATION DESCRIPTION =
Edit IN-OFFICE 020313 ADMIN & CLER AREA STA
O Ednt IN-OFFICE 020314 ALLIED DISTRIBUTION

= Edit the Operation Description if desired (use the pulldown menu to select an operation)
= To save the changes, click Save
» To delete the entry, click Delete

TACS Operations:

Save ] Cancel | Delete ]

Operation Description” [ ApmiN & CLER AREA STAT -6780 [v]
Finance Number (gga102

Operation Code: (g7ap
LDC Code: 4800

To Print a Placard
1) Select the placard(s) to be printed by checking the box next to the desired operation
2) Click the Print Placards button
3) The selected placards as displayed in a PDF file with one placard per page (the placard includes the
facility description and the finance number assigned to the operation followed by the Operation
Description, the LDC number, and the barcode for the selected operation)

TACS Operations

Print selected Placards 2) Click to print
the placard

Finance Number Operation Description Operation Code
[ Clear |
Results: Viewng ftems 1-20 of 42
O Edit Type Finance Number OPERATION DESCRIPTION = Operation Code
o Edit IN-OFFICE 020313 ADMIN & CLER AREA STAT 6780
O IN-OFFICE 020314 ALLIED DISTRIBUTION 2410
o Edit INQEFICE 020314 AMAZON FRESH DIST 0760

1) “Check” the
check box for
printing

Reston Main Facilities 123115
SUNDAY PARCEL DIST

(LDC 4300)

OPERATION

(AR
0770

CONFIDENTIAL NOVEMBER 2021
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4) The placard is printed showing the facility description for the current office followed by the finance
number, the operation description, the LDC and a barcode that captures the information.

MIO Scanner - Function 4 Timekeeping

Once all placards have been printed for the facility, they should be displayed in or nearest the workstation.
Placards should be easily accessible for employee to reach.

If the office requires employees to travel to various locations, placards for these finance numbers should be
displayed in a segregated area as to not be confused with the primary office placards.

Utilizing the MDD In-Office Scanner (MIO)

Employee begins work for the day

1. Press RED+F
2. Start Tour

Timekeeping 2 ll Timekeeping «J] Timekeeping

Select Ring Type: [@ Information

1 Moves Information recorded
2 Begin Tour 4 successfully!

3 End Tour

4 Qut for Lunch

5 Return from Lunch

Scan Employee ID:

3. Press RED+F
4. Start Assignment (Scan Placard)

| Timekeeping =l Timekeeping Timekeeping

Timekeeping & % | Timekeeping

Select Ring Type: @ Question : ) (@ Information
1 Moves Do you want to scan
2 Begin Tour 4 Worstation Placard
3 End Tour Barcode or key-in the
4 Out for Lunch 4 information?

5 Return from Lunch ]

Information recorded

Scan workstation placard
successfully!

barcode:

Scan Employee ID:

1 Scan

5. Press RED+F
6. Start Assignment (Key-in Placard

Timekeeping & 7 | Timekeeping [ Timekeeping i+ Timekeeping

Select Ring Type: @ Question Select/Key-in Operation & Information
Code:

1 Mov:s Do you want to scan Information recorded

2 Begin Tour 4 Worstation Placard | successfully!

Scan Employee ID:

d

3 End Tour
4 Out for Lunch
5 Return from Lunch

Code |Description
0760 |AMAZON FRESH DI
ST

0790 |MANUAL PARCEL D
IST

Barcode or key-in the
4 information?

4 o 14:30 d= 1051 BT 4= 10:51

CONFIDENTIAL NOVEMBER 2021
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Employee takes lunch break
1. Press RED+F
2. Out for Lunch

Timekeeping Timekeeping <40 Timekeeping

Select Ring Type: ) Information

; Moves Information recorded
Begin Tour < !
Scan Employee ID: 3 End Tour Sl

4 Out for Lunch

5 Return from Lunch

Employee returns from lunch break
1. Press RED+F
2. Return from Lunch

- | Timekeeping | Timekeeping

Timekeeping
Select Ring Type: #) Information

1 Moves Information recorded

2 Begin Tour 4 successfully!
Scan Employee ID: 3 End Tour

4 Out for Lunch
5 Return from Lunch

4= 1624 | BF

3. Press RED+F
4. Start Assignment (Scan Placard)

Timekeeping

Timekeeping # 2 | Timekeeping ] Timekeeping

Select Ring Type: a | & Information
oves Information recorded
-~ . Scan workstation placard successfully!
Scan Employee ID: 2 Begin Tour barcode: '
ploy! : 3 End Tour

4 Out for Lunch
5 Return from Lunch

Employee ends work for the day

1. Press RED+F
2. End Tour

CONFIDENTIAL NOVEMBER 2021
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Select Ring Type: @) Information

1 Moves

2 Begin Tour

3 End Tour

‘ 4 Qut for Lunch

Information recorded
successfully!

Scan Employee ID:

Sample TACS Ring Report from RIMS

5 Return from Lunch

Custom D&MT Reports - TACS Ring Report
Descrption: Shows al TACS rings.

Ciick hes

Sort
| tanywhere) | |(anywhere)
[soarh
Reauts: Vicwing o 1100 240
SYSTEM  FACILITY FACILITY NAME EID EMPLOYEE  TRANSACTION O TRANSACTION TIMEZONE TIMEZONE TWiZONE  FMNG  oyanee mnance operaTions
D [ G D copE REASON paterme  cope  orrser DS TE wumseR uwTib D
22082 -
MERRIFIELD 02-JuL-21
SYSI33 124567 proEio) o 14ZZIDBAIC 00004350702 011 o aatepw  UTC 0a00 Y o0 Ge3102 0000 2330
TESTING
20032 -
MERRIFIELD 029021
SYS36433 1234567 ENGINEERING 14223D841C 00004380702 011 [ 1230.54PM utc -04:00 Y 000 663102 0000 0790
STING
22082 -
MERRIFIELD 02-JuL-21
svsaoans 1zaser PEERTED | 142230801C 00004300702 013 o e UTC 0a00 Y o0 G302 0000 7420
TESTING
22082 -
MERRIFIELD 029uL21
SYS36433 1234567 ENGINEERING 14223D841C 00004380702 012 00 123016 PM utc -04:00 Y 000 663102 0000 0000
TESTING

CONFIDENTIAL
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LocaL
unm
NUMEER

ROUTE

NUMBER.

000000

000000

000000

000000

RING DEVICE

14223D841C

14223D841C

14223D841C

14223D841C

DEVicE
TYPE

LATITUDE

38764047

387640505

38764063

387640841

LoNGITUDE

77.613003

77.6130043

77.6129965

77.613006

UPLOAD
FLAG.

POST
DATETIME
cst

20mAY-21
113312
M

20-MAY-21
113250
AM

20.MAY-21
113228
M

20MAY-21
113213
AM

NOVEMBER 2021

uPLOAD

RESPONSE

106000000820

106000000819

106000000818

106000000817

UPLOAD
ATTEMPT
DATETIME

20-MAY-21
13715
an

20-MAY-21
113715
AM

20-MAY-21
13714
an

20-MAY-21
113714
M

Mz 5 wed

UPLORD.
TRANSACTION ID ™

16621075-4621-
4g73-38b1-
38c0b733c93

aes7cb5a-074-
4412-9217-
2621320088

S1701073-2494-
asdg-16C-
20032c85285

402b0941-e2ab-
4502-b1de-
b7c22d9ck871



Standard Work Instruction: MDD In Office Scanner (MIO) - RIMS

Management must log
into RIMS to print

operation placards for
the office(s)

Management will print

operations utilized in

placards with the

their office(s)

Management will post
placards in an easily
accessed, visible
location in each work

location
Reasons
. Important Key
Visual " for Key
Steps Points Points
Allows
access to
. the Config .
. Ili%g ilg:l?:ﬂ tab and Time 2;106 berglzness
Int(glli ent and for printin
Mail ’ Attendance Iafards f%r
Servers Collection gpecific
(RIMS) (S.I}/:?g; offices
Operations
shortcut
2. Clickthe | This Access all
! placards
Config tab | accesses the .
available
then TACS | placard for the
Operations | selection selected
on the left | menu office(s)
TACS Operations Allows you
Print selected Placards 3. t(r:1“eCK| g\?v Opens up \tlsitﬁr?ﬁ:ed
Finance Number Operation Description Operation Code Operation the next following
| [ b screen
utton menu
| search | Clear | selection
4. Selectthe
operation
R description ;
TACS Operations: from the -[IJ-(:]L)SUIateS
S Cancel i
pulldown d the operation T(ejnbe?g!c?n
Operation Descnption [OPERATIONAL STANDBY CUST SRY - 3530 V] Z‘lllirl'(llihaén COde and g Ilst of g
Finance Number 173115 LDC .
e, | aomatcaly | PR
" and saves P .
(Operation the the office(s)
codes ; .
default to information
site
finance #)
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https://rims-imdas.usps.com/login.php

Standard Work Instruction: MDD In Office Scanner (MIO) - RIMS

Allows site to

0770

Operation prepare
_?_?;\?él placards,
S with Necessa
T e does not alternate to correc?lgl
Cancel .
o el Sheefaslijtlteto finance #s charge
TRAVEL-CUST SERV - 6210 v . that travel time
finance #. employees to alternate
ol ﬁﬁ;?;ge may travel office
of the to. Allows where
office(s) time to be employee
that will be recorded to may work.
the correct
traveled office
to. finance#
[ New Operation [ ) . Access the
w peration : : . Click the . Allow user
Finance Number Operation Description Operation Code . ed|t menu .
T edit and make to modify or
. hyperlink eliminate
Results: Viewing items 1-20 of 42 necessary .
Edit Type Finance Number OPERATION DESCRIPTION = to ed|t or |nCOrreCt
Eait IN-OFFICE 020313 ADMIN & CLER AREA STA~ delete Changes Or entrles
Edit IN-OFFICE 020314 ALLIED DISTRIBUTION de|etions
) Edit
TACS Operations: operation | Allows user Finance
[ Save | Cancel | Delete | description | to make number or
_ _ as necessary operation
Operation Description: [ ApmIN & CLER AREA STAT -6780 V] necessary | corrections dzscriptions
Finance Number (gg3102 and save. to finance were
numbers or .
Operation Code: [g7gg t-[;]oeienlﬁ’te operation selected in
LDC Code: (4300 : Y ; error
click entries
delete.
TACS Operations Select the
ot square llow th
Allow the
Finance Number Operation Description Operation Code next to the . Necessary
desired user to print to post
["search | Ciear | the desired P .
P placard. I d placards in
Edit  Type Finance Number OPERATION DESCRIPTION o Operation Code Click the p acards all function
¥4 IN-OFFICE 020313 ADMIN & CLER AREA STAT 6780 Prlnt from the 4 WOI’k
IN-OFFICE 020314 ALLIED DISTRIBUTION 2410 generated .
<] gt FICE 020314 AMAZON FRESH DIST 0760 SeIeCted ||St |OcatI0nS
1) “Check” the Placards
check box for button
printing
Indicates the
Reston Main Facilities 123115 .
Sample office name,
SUNDAY PARCEL DIST plac;rd for finance Provides a
- number, visual
(LDC 4300) Fhostlng on operation description
workroom description, for
e floor LDC, and employees
operation
T opeate
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Standard Work Instruction:

MDD In Office Scanner (MIO) F4 Timekeeping

Employee must log on
to the MIO and scan

badge to Begin Tour

(BT)

Employee will select
from the list of options
in the MIO to move
between operations

Must scan badge and
different placard for
each operation
throughout the day

Visual

Important Steps

Key Points

Reasons for Key
Points

1. Employees must utilize

the Red + F button prior
taking additional steps
shown in the following
screens.

This opens up the
timekeeping module in the
MIO

Allows employees to
make operational
moves throughout the
day to report
timekeeping data to
TACS

Timekeeping

Scan Employee ID:

2. Scan Employee ID

Identifies the employee
logging into the
timekeeping module

Ensures the
operational moves are
properly associated to
the correct employee
in TACS

Timekeeping

3 End Tour
4 Qut for Lunch
5 Return from Lunch

3. Select Ring Type:

2 Begin Tour (BT)

This begins the
employee’s tour on base
operation 7420 in LDC
4800

This starts the
employee’s work day,
recording function 4
workhours into a single
operation until the next
operational move is
performed

&) Information

Information recorded
4 successfully!

4. The “Information

recorded successfully!”
screen will appear
following each proper
entry

Verifies information was
recorded

Allows user to see that
all information was
recorded successfully
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Standard Work Instruction: MDD In Office Scanner (MIO) F4 Timekeeping

Timekeeping o
Select Ring Type:

1 Moves

2 Begin Tour

3 End Tour

4 Qut for Lunch

5 Return from Lunch

5. Select Ring Type:
1 Moves

Allows the employee to
move to the next process
of scanning the placard or
keying in the operation
code

Accurately records
actual time in each
LDC

Timekeeping

@ Question

Do you want to scan

4 Worstation Placard
Barcode or key-in the
4 information?

1 Scan

I Key-in

4= 10:47

6. When prompted with the
guestion to the left,
select one of the two
options. Scan should
always be the preferred
method.

1. Scan. You will be
prompted to Scan
the workstation
placard

Selecting scan eliminates
the need to search for the
operation code manually

Increases efficiency

Merrifield Engineering 123456

PARCEL RETURN
SERVICE(PRS)

(LDC 4200)

OPERATION

6370

7. Sample Barcoded
Placard.

Note: Employees must use

the 6210 placard for the unit

they travel to if it differs from

the unit they are working in

Lists the office name,
finance number, operation
name and number and
LDC

Assists the employee
in confirming the
correct unit and
operation code are
selected

Timekeeping

Scan workstation placard
barcode:

8. Scan workstation
placard barcode:

Records the Finance
number and operation
code for the office the
workload is being
performed. Records
operational moves from
one work location to
another and records the
workhours accordingly

Scanning the
Workstation placard
barcode correctly
identifies the nit
finance number and
workhours associated
with the operation
code

Timekeeping L

Select Ring Type:

1 Moves

2 Begin Tour

3 End Tour

4 Qut for Lunch

5 Return from Lunch

9. To sign out for lunch,
select:
4 QOut to Lunch

Ends the previous
operation and signs the
employee out to lunch

Stops the workhours
while employee is off
the clock
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Standard Work Instruction: MDD In Office Scanner (MIO) F4 Timekeeping

Timekeeping

Select Ring Type:

1 Moves

2 Begin Tour

3 End Tour

4 Qut for Lunch

5 Return from Lunch

10. To sign in from lunch,

Select:

5 Return from Lunch
followed by:

1 Moves, to start the
next assignment

Starts the employees time
returning from lunch then
moves them to the next
operation

Accurately records the
employee returning
from lunch and starts
recording workhours
on the next operation

Timekeeping )

Select Ring Type:

1 Moves

2 Begin Tour

3 End Tour

4 Out for Lunch

5 Return from Lunch

A= 16:24

11.

To end employee’s work

day, select:
3 End Tour

Ends employee’s workday

Stops the recording of
all workhours for the
day

CONFIDENTIAL

INTERNAL USE ONLY

HQ DRAFT — JULY 2021




	Naps Copier_20220207_171542
	SOP F4 Timekeeping
	SWI - MIO F4 Timekeeping -  RIMS Managers
	SWI - MIO F4 Timekeeping - Employees

