MAINTENANCE TECHNICAL SUPPORT CENTER / MAINTENANCE POLICIES & PROGRAMS
ENGINEERING / UNITED STATES POSTAL SERVICE 7

Maintenance Management Order sz

SUBJECT: Preventive Maintenance Guidelines for the DATE: December 18, 2006
Change of Address Forms Processing System
(CFPS) NO: MMO-131-06
TO: 1. Manager, Maintenance Support, Area FILE CODE: |4
Offices

2. Maintenance Managers, CFS Offices tkos:mm05055af
3. Supervisors, CFS Offices
4. Processing & Distribution Centers

This Maintenance Management Order (MMO) provides Preventive Maintenance (PM) guidelines
for supporting the CFPS.

The minimum maintenance skill level to perform each task on these checklists is included in the
Minimum Skill Level column. This does not preclude higher level employees from performing
any of this work.

The work hours represented in this MMO reflect the maximum work hours required to maintain
the equipment. Given local conditions, management may modify task frequencies.

The attached master checklists provide tasks to be performed at periodic intervals (Weekly,
Monthly, and Semi-Annual), time required per task, and the minimum skill level for each task.

Maintenance Managers are to use these preventive maintenance guidelines when preparing the
route sheets for local maintenance personnel. It is the responsibility of each Maintenance
Manager to ensure all WARNINGS, CAUTIONS, and NOTES are included with each applicable
task as part of the preparation of any local route sheets.

NOTE

If possible coordinate the weekly directory CD load with the
Weekly PM route. Time to complete the software load has been
included in the Weekly PM.

MAINTENANCE MANAGEMENT ORDER

WARNING

Various products requiring Material Safety Data Sheets
(MSDS) may be utilized during the performance of the
procedures in this bulletin. Ensure the current MSDS for each
product used is on file and available to all employees. When
reordering such a product, it is suggested that current MSDS
be requested. Refer to MSDS for appropriate personal
protective equipment.

Web Access: https://www1.mtsc.usps.gov
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MMO-131-06 Maintenance Technical Support Center

WARNING

The use of compressed or blown air is prohibited. When
cleaning is required, an alternative cleaning method such as
a HEPA filtered vacuum cleaner or a damp rag must be used
in place of compressed or blown air. A lint-free cloth or brush
may be used only on optical equipment when other cleaning
methods can not be used.

For questions or comments concerning this bulletin contact the MTSC HelpDesk, either online
at MTSC>HELPDESK>Create/Update Tickets or call (800) 366-4123.

Earl J. Jones

Manager

Maintenance Technical Support Center
Maintenance Policies and Programs

Attachments: 1. Summary Workload Estimate
2. Master Checklist; 03-CFPS-AA-001-M; Weekly PM
3. Master Checklist; 03-CFPS-AA-002-M; Monthly PM
4. Master Checklist; 03-CFPS-AA-003-M; Semi-Annual
5. lllustrations for CFPS Server/Scanner
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Maintenance Technical Support Center

Attachment 1

ATTACHMENT 1

SUMMARY

WORKLOAD ESTIMATE

FOR

CHANGE OF ADDRESS FORMS PROCESSING SYSTEM

MMO-131-06
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MMO-131-06 Maintenance Technical Support Center

SUMMARY

WORKLOAD ESTIMATE FOR CFPS

Grand Total
Operation Routine | *Repair Time Total **Non- Operational | Total Time Per
Servicing Per| Per System | Servicing | Productive |Maintenance System
System (hrslyr) Time Per | Time Per Time Per (hrslyr)
(hrslyr) System System System
(hrslyr) (hrs/yr) (hrslyr)
7 day 53.1 15.9 69.0 6.9 0 75.9
Scanner Site
7 day 18.4 5.5 24 24 0 26.4
Non-Scanner

Total Servicing per CFPS System = Routine Servicing + Repair
Total Time per CFPS System = Total Servicing + Non-Productive + Operational Maintenance
* Repair estimates based on 30% of servicing.
*+ Based on 10% of total servicing and repair.

TOTALS Scanner Sites Non-Scanner Sites
03-CFPS-AA-001-M  Weekly 58 Minutes 21 Minutes
03-CFPS-AA-002-M  Monthly 13 Minutes 0 Minutes
03-CFPS-AA-003-M Semi-Annual 7 Minutes 7 Minutes

TOOLS AND SUPPLIES REQUIRED

Vacuum Cleaner

Universal Maintenance Kit #3003408 (Scanner kit)
e Optic Cleaning Pads

e Shimmer Cleaning Sheets

o Transport Cleaning Sheets

o Spray Duster (not use this product)
o Rubber Tire Cleaner Bottle

Cotton Swabs/Cue Tips

Isopropyl Alcohol

Cleaning cloth

CD/DVD Player

REFERENCE MATERIALS

Siemen CFPS Maintenance Training Materials
MS-216 PARS System Maintenance Handbook

2 Attachment 1
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Maintenance Technical Support Center MMO-131-06

Attachment 2

ATTACHMENT 2

CHANGE OF ADDRESS FORMS PROCESSING SYSTEM

MASTER CHECKLIST
03-CFPS-AA-001-M
WEEKLY
Time Total: 58 Minutes

Reference: MS-216, TL-3, October 1, 2004 or later for location of
components, parts, and procedures.

NOTE
The weekly directory CD load should be coordinated with the Weekly

PM if possible. Time to complete the software load has been included in
the Weekly PM.

NOTE

Figures referred to in the following checklist are in attachment 5.
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MMO-131-06

Maintenance Technical Support Center

U.S. Postal Service

Maintenance Checklist

IDENTIFICATION

WORK EQUIPMENT
CODE ACRONYM

CLASS
CODE

NUMBER

TYPE

0|3|C|F[P]|S]

| | [Aa]A

001

Equipment Nomenclature
Change of Address Forms
Processing System

Equipment Model

Bulletin Filename

MMO5055AF

Frequency

WEEKLY

Part or
Component

ltem
No

Task Statement and Instruction
(Comply with all current safety precautions)

Est.
Time
Req
(min)

Min.
Skill
Lev

Thresholds

Run
Hours

Pieces
Fed
(000)

Weeks

SAFETY
STATEMENT

LOADING
DIRECTORY

COMPLY WITH ALL SAFETY PRECAUTIONS.
Disconnect power and apply lockouts when
required by this instruction. Refer to current
local lockout procedures to properly shutdown
and lockout this machine. Open equipment
and inspect dust conditions. Check for
suspicious dust or unusual debris. If any
unusual substance is found notify supervisor
prior to proceeding with any further action on
the equipment.

THE USE OF COMPRESSED OR BLOWN AIR
IS PROHIBITED.

When cleaning is required, an alternative
cleaning method such as a HEPA filtered
vacuum cleaner or a damp rag must be used in
place of compressed or blown air. A lint-free
cloth or brush may be used on optical
equipment only when other cleaning methods
can not be used. Report safety deficiencies to
your supervisor immediately upon detection.

NOTE

When this weekly procedure falls on the
same day as monthly procedure, all covers
or panels opened during weekly can be left
open to complete monthly procedure. Also,
the monthly lockout step will have already
been performed in this procedure.

Load weekly directory CD.
1. Log on the COA Server.

2. If the COA Process Control status is OK, (see
figure 1) from the Commands pull down menu
select Stop COA System (see figure 2), to
change the status to OFF.

NOTE

The COA Process Control status must be
OFF (no COA Forms processing).

3. Attach removable CD/DVD player to the USB
port of the COA server (front port).

1
MIN

10
MIN

All

11

Attachment 2
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Maintenance Technical Support Center

MMO-131-06

U.S. Postal Service

IDENTIFICATION

WORK EQUIPMENT

Maintenance Checklist CODE ACRONYM

CLASS
CODE

NUMBER

TYPE

ofsfcl]rfrPfs] | | |

Al A

001

Equipment Nomenclature

Change of Address Forms

Processing System

Equipment Model

Bulletin Filename

MMO5055AF

Frequency

WEEKLY

Part or
Component

ltem
No

Task Statement and Instruction
(Comply with all current safety precautions)

Est. | Min.
Time | Skill
Req | Lev
(min)

Thresholds

Run
Hours

Pieces
Fed
(000)

Weeks

COA SERVER

Attachment 2

3.

| CAUTION |

As software changes are made, this load
procedure may change; check the latest
SMO for load procedure.

Using the Tools pull down menu, select “Load
Directories from CD” (see figure 3).

Insert the directory CD into the player.

As directed by the WINNT\System32\cmd.exe
screen press Enter.

Wait for the following window, then click OK
(see figure 4).

NOTE

See figure 5 for window displayed during
the directory load.

Once the load is complete, press any key as
directed by the WINNT\System32\cmd.exe
window displaying the “Successfully Loaded”
message.

From the COA server Ul screen, using
commands pull down window, select Start
System to change the status window to OK
(for COA Forms processing) (see figure 2).

NOTE

QSCAN and/or KFP will not go READY until
individual task is started.

10. Verify that all subsystems status are ready.

Cleaning the COA server computer.

Remove dust and dirt from the computer access
door screen and cooling fan filter.

1.

Using the commands pull down window, shut
down the computer.

| WARNING |

Keep hands away from moving fan
blades during computer shutdown.

6 11
MIN
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MMO-131-06

Maintenance Technical Support Center

U.S. Postal Service

IDENTIFICATION

. . WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[1] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF WEEKLY
Processing System
Part or ltem Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev [ Run Pieces | Weeks
(min) Hours Fed
(000)
2. Open front panel/access door of COA server
(see figure 6).
3. Grasp the fan filter holder and turn 4 turn
counter-clockwise to remove it from the fan
housing.
4. Use vacuum to clean both sides of the filter.
| WARNING |
Keep hands away from moving fan
blades when verifying operation of fan.
5. Keeping hands clear of fan blades,
momentarily power-up the computer verify
that fan turns, then power-off the computer. If
the fan does not turn, replace the computer.
6. Return filter holder to its proper location
against fan housing, line-up fan filter holder
with slots in fan housing, press and turn filter
holder %4 turn clockwise to lock it in place.
7. Use vacuum to clean the screen on the
computer access door.
Power-up the computer.
Check system to verify it is working properly.
MONITOR AND 4. Cleaning the COA server peripherals. 3 8
KEYBOARD Clean the monitor and keyboard with a soft cloth MIN
or vacuum.
1. Vacuum the keyboard with a brush.
2. Using soft cloth wipe, clean monitor screen.
3. Vacuum other dust from monitor casing.
CFPS SCANNER 5. Cleaning scanner transport area. 4 8
(FOR COA 1. Note current position of the paper guides MIN
SCANNER SITES ' P paper guides.
ONLY) 2. Open paper guides to the maximum width.
3. Press Clear button to place scanner in Ready
mode, if not ready (see figure 7).
4. Press Cleaning Menu button on control panel.
4 Attachment 2
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Maintenance Technical Support Center MMO-131-06
U.S. Postal Service IDENTIFICATION
. . WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[1] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF WEEKLY
Processing System
Part or ltem Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev [ Run Pieces | Weeks
(min) Hours Fed
(000)
Press the F1 key to start the scanner.
CFPS SCANNER Raise the skimmer roller
(CON'T) '
Place transport cleaning sheet from scanner
kit, in feed tray and lower skimmer (the sheet
should feed through the scanner).
8. Remove the sheet from the exit tray and feed
it through again.
9. Remove sheet from exit tray and flip it over.
10. Repeat steps 7 and 8, twice.
11. Press the Stop button, then the Clear button
(scanner should return to Ready mode in
approx. 8 sec).
12. Return paper guides to the normal position.
13. Discard the used cleaning sheet.
CFPS SCANNER 6. Cleaning skimmer roller (feeder). 5 8
(CON'T) : . : . MIN
Dirty skimmer rollers may slip or cause multi-
feeds. Clean the skimmer as required.
1. Remove all documents from feed and exit
trays.
2. Press the Clear button to place scanner in the
Ready mode, if not ready (see figure 7).
3. Press Cleaning Menu key on Control Panel.
4. Raise the skimmer roller.
5. Press the F1 key to start the scanner.
6. Using rubber tire cleaner and skimmer
cleaning sheet from scanner kit spray, lightly
dampen center leading edge of sheet (see
figure 8).
7. Place dampened end of skimmer cleaning
sheet in feed position, hold the back of sheet
with one hand (see figure 9).
8. Lower the skimmer roller.
9. While holding sheet, let skimmer roller spin on
dampened area of sheet (roller should spin
freely on sheet).
Attachment 2 5
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MAINTENANCE MANAGEMENT ORDER

MMO-131-06

Maintenance Technical Support Center

U.S. Postal Service

IDENTIFICATION

. . WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[1] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF WEEKLY
Processing System
Part or ltem Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev [ Run Pieces | Weeks
(min) Hours Fed
(000)
10. Allow the sheet be pulled slowly into the
scanner and feed through the transport.
11. Remove the cleaning sheet from the exit tray,
repeat steps 9, 10, and 11 three times.
12. Press the Stop button, then the Clear button
(the scanner should return to the Ready mode
in approximately 8 seconds.
13. Discard the used cleaning sheet.
CFPS SCANNER 7. Cleaning the page sensors. 6 11
(CON'T) Page sensors are located at the transport entry MIN
and at the back of the transport paper path.
1. Turn the scanner OFF.
2. Open transport to its highest position, by lifting
latch on lower right side of front cover (see
figure 10).
NOTE
There are five pairs of sensors in the
transport entry section, located behind the
holes in the stainless transport plates at the
front of the scanner. Also, in the paper path
there are jam sensors.
CAUTION
Do not touch sensors with cotton swabs
or anything else when cleaning them.
3. Vacuum sensor areas (top/bottom) and
complete transport page path, including page
sensors and jam sensors (see figure 11).
4. Close the transport firmly.
8. Cleaning the feeder sensor. 2 8
1. Remove all paper from the feed tray. MIN
2. Vacuum feeder sensor area (see figure 12).
9. Clean glass flat. 11 8
The glass flat is located inside the scanner MIN
6 Attachment 2
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Maintenance Technical Support Center MMO-131-06
U.S. Postal Service IDENTIFICATION
. . WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[1] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF WEEKLY
Processing System
Part or ltem Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev [ Run Pieces | Weeks
(min) Hours Fed
(000)
transport above the bottom read lamps.
NOTE
When scanner transport is opened, a safety
interlock removes power from the transport.
CFPS SCANNER 1. Open transport by lifting transport latch on the
(CON'T) lower right side of the control panel upward.
2. Raise the cover to its highest position.
Place your index fingers on each side of the
glass flat (see figure 13).
4. Press down slightly on the glass flat and slide
it to the left until you can see right end.
| CAUTION |
Handle the glass flat by its edges to
avoid smudges and scratches. Do not
twist or turn glass flat while removing it.
5. Push down on the left end of the glass, the
right end will rise slightly (see figure 14), grasp
this end.
6. Holding the right side, gently pull the glass out
scanner. Take care not to twist the glass.
7. Check the glass flat for chips and scratches.
NOTE
If glass flat is chipped or scratched, contact
service representative/MTSC to replace it.
8. Using optic cleaning pad from scanner Kit,
carefully clean all surfaces of the glass flat.
9. Wipe the glass flat down with cleaning cloth
dry, to eliminate streaking.
10. Replace the glass flat by grasping each end,
placing left end in the track first.
11. Pressing down slightly on left and slide glass
flat to left until the right end fits in the track.
12. Slide glass flat back to right until right and left
Attachment 2 7
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MAINTENANCE MANAGEMENT ORDER

MMO-131-06

Maintenance Technical Support Center

U.S. Postal Service IDENTIFICATION
. . WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[1] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF WEEKLY
Processing System
Part or ltem Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev | Run | Pieces | Weeks
(min) Hours Fed
(000)
ends are about " into its socket. When
centered, glass flat is held in place by springs.
13. Close the transport cover firmly.
CFPS SCANNER 10. Checking scanner lamps. 1 11
(CON'T) The lamps are cleaned during the monthly PM, MIN
replace as required.
1. Check the bulb icon ( ® ) in the Control
Panel display, if this icon is showing or
flashing, replace lamp.
2. If alamp needs replacing, contact the MTSC
HelpDesk, and a service technician will be
sent to replace it.
CFPS SCANNER 11. Cleaning the imprint head. 5 11
(CON'T) Check/verify print quality, by priming and firing all MIN
nozzles on the imprint head.
1. On the control panel press CLEAR button to
display the READY menu (see figure 15).
2. Press the RIGHT arrow until the FRONT
PRINTER Menu is displayed (see figure 16).
Press F1 to turn the imprinter ON.
Press F3 to select CLEAN (see figure 17).
Insert a blank sheet of paper in the feed tray.
Verify that the paper is wide enough for the
imprinter to print on it.
6. Press F1 to select OK, the paper should feed
(see figure 18).
7. Verify the control panel displays “CLEANING
IMPRINTER” while the blank sheet is feeding
through the scanner (see figure 19).
8. Remove the sheet of paper from the exit tray
verify that a black rectangle is printed.
NOTE
The above action will prime and use all
nozzles of the imprint head.
9. If there is no white streak(s) through the black
8 Attachment 2

MAINTENANCE MANAGEMENT ORDER
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Maintenance Technical Support Center MMO-131-06
U.S. Postal Service IDENTIFICATION
. . WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[1] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF WEEKLY
Processing System
Part or ltem Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev [ Run Pieces | Weeks
(min) Hours Fed
(000)
rectangle go to step 13.
10. Cycle scanner power (OFF/ON) to pre-fire
imprinter.
11. Repeat steps 5 through 9.
NOTE
If the problem persists, it may require
priming or replacing the cartridge, contact
the MTSC HelpDesk.
12. Once “Front Printer: ON” message appears
press F1 to turn printer OFF (see figure 20).
13. Press the CLEAR button to return to READY
menu (see figure 21).
CFPS SCANNER 12. Clean the imprinter housing. 3 11
(CONT) Clean the imprinter and print cartridge, and check MIN
print cartridge ink level.
1. Open the scanner transport.
2. Mark position of imprinter handle (see figure
22).
3. Grasp imprinter handle, slide it to service
position all the way to left side of scanner.
4. Flip the print cartridge securing lever upward
and over the cartridge (see figure 23).
5. Grasp the print cartridge by its clear plastic
tab and remove it from the imprinter.
CAUTION |
When cleaning the print cartridge do not
damage the foil below the ink cartridge.
6. Carefully remove dried ink from the bottom of
print cartridge with a dry soft cloth.
Lay ink cartridge on its side (see figure 24).
8. Check ink level by observing bladder, if
bladder lies real low in the cartridge, the ink
level is too low.
9. If the ink is low, replace print cartridge. Refer
to scanner print cartridge replacement
Attachment 2 9
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MMO-131-06

Maintenance Technical Support Center

U.S. Postal Service

Maintenance Checklist

IDENTIFICATION

WORK EQUIPMENT CLASS
CODE ACRONYM CODE

NUMBER

TYPE

ofsfcfrfpfs] | | | [A]A

001

Equipment Nomenclature

Change of Address Forms
Processing System

Equipment Model Bulletin Filename

MMO5055AF

Frequency

WEEKLY

Part or ltem
Component No

Task Statement and Instruction Est.
(Comply with all current safety precautions) Time
Req
(min)

Min.
Skill
Lev

Thresholds

Run
Hours

Pieces
Fed
(000)

Weeks

10.

11.
12.

13.

14.

15.

16.

17.

procedure.

Clean ink from imprinter housing with a cotton
swab and isopropyl alcohol to remove residue.

Slide the cartridge back into the imprinter.

Move the securing lever down to secure and
hold the cartridge in place.

Slide the imprinter back to the normal
operating position.

Using a cloth and isopropyl alcohol, clean ink
from transport feed path.

Close the transport cover firmly.

Verify scanner operation and print quality by
scanning a COA form or paper the size of a
COA form.

Report or correct any problems.

CLEAN UP 13. Clean up. Ensure all tools, cleaners, rags, etc., 1

10

are

removed from the work area. Report all MIN

deficiencies to your supervisor.

All

Attachment 2
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Maintenance Technical Support Center MMO-131-06

ATTACHMENT 3

CHANGE OF ADDRESS FORMS PROCESSING SYSTEM

MASTER CHECKLIST
03-CFPS-AA-002-M

MONTHLY

Time Total: 13 Minutes

Reference: MS-216, TL-3, October 1, 2004 or later for location of
components, parts, and procedures.

NOTE

Figures referred to in the following checklist are in attachment 5.

Attachment 3 1
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MMO-131-06 Maintenance Technical Support Center

MAINTENANCE MANAGEMENT ORDER

U.S. Postal Service IDENTIFICATION
) A WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[2] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF MONTHLY
Processing System
Part or Item Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev | Run | Pieces | Weeks
(min) Hours Fed
(000)
SAFETY 1. COMPLY WITH ALL SAFETY PRECAUTIONS. 1 All
STATEMENT Disconnect power and apply lockouts when MIN

required by this instruction. Refer to current
local lockout procedures to properly shutdown
and lockout this machine. Open equipment
and inspect dust conditions. Check for
suspicious dust or unusual debris. If any
unusual substance is found notify supervisor
prior to proceeding with any further action on
the equipment.

THE USE OF COMPRESSED OR BLOWN AIR
IS PROHIBITED.

When cleaning is required, an alternative
cleaning method such as a HEPA filtered
vacuum cleaner or a damp rag must be used in
place of compressed or blown air. A lint-free
cloth or brush may be used on optical
equipment only when other cleaning methods
can not be used. Report safety deficiencies to
your supervisor immediately upon detection.

LOCKOUT 2. Power down and lockout power. Power down 1 All
the machine and lockout its electrical power as MIN
prescribed by the current local lockout instructions
providing lockout/restore procedures.

CFPS SCANNER 3. Cleaning the scanner lamps. 5 8
(FOR COA . MIN
SCANNER SITES 1. Remove paper from exit tray.

ONLY) NOTE
When the user access panel is opened, a
safety interlock removes nower from the

transport. If the bulb icon ( < ) is displayed
the lamps should be replaced.

2. Open the scanner transport.

Open the scanner left side access panel by
folding it down (see figure 25).

| WARNING |

The lamps may be very HOT, use caution
when removing the lamps.

2 Attachment 3
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MAINTENANCE MANAGEMENT ORDER

Maintenance Technical Support Center MMO-131-06
U.S. Postal Service IDENTIFICATION
. . WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[2] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF MONTHLY
Processing System
Part or Item Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev | Run | Pieces | Weeks
(min) Hours Fed
(000)
4. Remove the front lamp (1), then the back
lamp (2), by grasping the green bulb housing
and gently pull the lamp toward you (carefully
slide the lamps out).
5. Using an optic cleaning pad (from the scanner
kit); wipe the lamps until they are free of dust.
6. Replace the lamps by carefully sliding them
back into the scanner and lamp sockets.
NOTE
If scanner does not operate properly or the
light source is degraded, check the position
of the lamps ensuring they are properly
installed. If replacement is required, contact
your service representative.
7. Close the side access panel and transport.
8. Power-up scanner and ensure it is
operational.
CFPS SCANNER 4. Calibrating the CFPS scanner. 5 11
(CON'T) Noise interferes with OCR readability and MIN
increases error rate and labor cost.
1. Check COA form images for dirty looking
images (see figure 26).
2. If the images are not clear (see figure 27),
take the following actions to clean it up.
Log in with the maintenance account.
Scan in an image that is known to cause
bleed through (a dirty image).
5. Select STOP and allow the image to be
injected (see figure 28).
6. Move the SCAN window to the lower left
corner of the screen (see figure 29).
7. Move the mouse to the lower right part of the
screen and expose the start bar.
8. Double click on the Virtual Rescan icon in the
Windows tray area, located next to the time
(see figure 30).
Attachment 3 3
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MMO-131-06 Maintenance Technical Support Center

MAINTENANCE MANAGEMENT ORDER

U.S. Postal Service IDENTIFICATION
) A WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[2] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF MONTHLY
Processing System
Part or Item Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev | Run | Pieces | Weeks
(min) Hours Fed
(000)

9. Using contrast slide bar, adjust to point where
drop out color truly drops out (see figure 31).

10. If scripting of the form begins to deteriorate,
adjust the brightness and gamma slide bars to
achieve optimum dropout (see figure 32).

NOTE
Items to be aware of:
o Do not degrade patron scripting

e Leave OFFICIAL MAIL FORWARDING bar
black at the top of the form

o All that is not a drop out color, should be
legibly exposed (i.e. fine print writing)

e This may need to be repeated with a
number of different scripted forms (various
inks, colors, pencils) to gain optimum
adjustment.

11. Save settings by clicking on the Profile tab
(see figure 33).

12. Click Save, then click Apply Batch.

13. If scan window is still active, from CFPS Ul,
click COMMANDS select STOP SCAN.

14. If SCAN window has timed out, click
COMMANDS select START SCAN, and move
scan window to expose the counters and the
Current Login information bar (see figure 34).

15. Allow SCAN window to time out to save its
location settings, then start the scan by
clicking COMMANDS select START SCAN

16. Ensure proper location of scan window. If the
window is concealing counters, go to step 13.

17. From the CFPS Ul screen click COMMANDS,
select STOP SCAN and release back to
operations.

CLEAN UP 5. Clean up. Ensure all tools, lubricants, rags, etc. 1  ALL

are removed from the work area. Report all MIN
deficiencies to your supervisor.
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ATTACHMENT 4

CHANGE OF ADDRESS FORMS PROCESSING SYSTEM

MASTER CHECKLIST
03-CFPS-AA-003-M

SEMI-ANNUAL

Time Total: 7 Minutes

Reference: MS-197, TL-3, October 1, 2004 or later for location of
components, parts, and procedures.
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Maintenance Technical Support Center

U.S. Postal Service

Maintenance Checklist

IDENTIFICATION

WORK EQUIPMENT
CODE ACRONYM

CLASS
CODE

NUMBER

TYPE

o|s|C|F[P|S] |

| | [Aa]A

0[o0]3

M

Equipment Nomenclature
Change of Address Forms
Processing System

Equipment Model

Bulletin Filename

MMO5055AF

Frequency

SEMI-ANNUAL

Part or Item
Component No

Task Statement and Instruction

Est. | Min

(Comply with all current safety precautions) Time | Skill

Req | Lev
(min)

Thresholds

Run
Hours

Pieces
Fed

(000)

Weeks

SAFETY 1. COMPLY WITH ALL SAFETY PRECAUTIONS. 1 All
STATEMENT Disconnect power and apply lockouts when MIN
required by this instruction. Refer to current
local lockout procedures to
shutdown and lockout this machine. Open

equipment and

properly

inspect dust conditions.

Check for suspicious dust or unusual debris.
If any unusual substance is found notify
supervisor prior to proceeding with any
further action on the equipment.

THE USE OF COMPRESSED OR BLOWN AIR
IS PROHIBITED.
When cleaning is required, an alternative
cleaning method such as a HEPA filtered
vacuum cleaner or a damp rag must be used
in place of compressed or blown air. A lint-
free cloth or brush may be used on optical
equipment only when other cleaning methods
can not be used. Report safety deficiencies to
your supervisor immediately upon detection.

COA SERVER 2. Replacing the fan filter.

COMPUTER y

Power OFF the COA server.
| WARNING |

MIN

Keep hands away from moving fan
blades, during computer shutdown.

Open the computer access door.

Grasp the fan filter holder and turn % turn
counter-clockwise to remove assembly from

the fan housing.

Remove two screws from the filter holder

assembly.
Replace old filter with new filter.

Replace two screws in filter holder.

| wARNING |

Keep hands away from moving fan
blades when verifying operation of fan.

Attachment 4
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Maintenance Technical Support Center MMO-131-06
U.S. Postal Service IDENTIFICATION
. . WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[3] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF SEMI-ANNUAL
Processing System
Part or Item Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev | Run | Pieces | Weeks
(min) Hours Fed
(000)
7. Verify that the fan works, by turning computer
ON momentarily you should see fan blades
moving. If not computer should be replaced.
8. Return the filter holder to its proper location
in the filter holder housing, place the fan filter
holder into the slots on the server front and
turn ¥4 turn clockwise to lock it in place.
9. Power ON the computer.
10. Check the system to verify it is working
properly.
CLEAN UP 3. Clean up. Ensure all tools, lubricants, rags, etc., 1 All
are removed from the work area. Report all MIN
deficiencies to your supervisor.
Attachment 4 3

MAINTENANCE MANAGEMENT ORDER



MMO-131-06 Maintenance Technical Support Center

U.S. Postal Service IDENTIFICATION
) A WORK EQUIPMENT CLASS NUMBER TYPE
Maintenance Checklist CODE ACRONYM CODE
o|3|c|F[P]s| | | | Al AJolo[3] M
Equipment Nomenclature Equipment Model Bulletin Filename Frequency
Change of Address Forms MMO5055AF SEMI-ANNUAL
Processing System
Part or Item Task Statement and Instruction Est. | Min. Thresholds
Component No (Comply with all current safety precautions) Time | Skill
Req | Lev | Run | Pieces | Weeks
(min) Hours Fed
(000)
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ATTACHMENT 5

ILLUSTRATIONS FOR CFPS SERVER/SCANNER
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Maintenance Technical Support Center

=H.COA Process Control |

Start System | Start T8 Systemn
Stop System | Stop COA Svstem

—Ertire System

—Subsystems

@ Ready

............ .a. CoaServer
- CfslosServer
-l QPipe

-l HipServer

& ArchiveSal
- RIC Connection
-y FCS Server
v Mot Ready

S QScan

< MFP Connection

Figure 1. COA Process Control Screen

. COA Server UL =] )5S |
File | Commands Reports Tools MWindow Help
e R ystern Iy
Yo7 Duplicate Images Results Semo“te Results Final | Results Final | Results Final | Results Final KFP Result KFP Verify Remote
= Queued Completed | Remote Reject S Mod Dup Del Sent Pending Results
__ EndofDay Pending
a 12 a il 14 a 0 a 3 3 1]
— | systen Shutdowy
Figure 2. COA Server Ul
Figure 3. Tools Pulldown Window
Exktrack CFPS Directory? x|
This will extract a new CFPS CirlZip4 direcktory to the target syskem.
{MOTE: During the extraction process, please do MOT click on Ehe
""WinZip Self-Extrackor..." dialog box., Otherwise this may
cause the process to pause dior Fail. )
O ko continue?
Cancel I
Figure 4. Extract CFPS Directory
Attachment 5
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Attachment 5

wWinZip Self-Extractor - ClpsDirecto

; .|
To unzip all filez in CipzDirectories. exe to the Unzip |
zpecified folder press the Unzip buttor.

Unzip to folder:
II::'x Browsze... I Cloze |

¥ Ovenarite files without prompting Abaut |

[+ “when done unzipping oper:

C:\CFPS4BinU pdateDir. cmd A3l

Bl Unzipping FIM335.Cak

Figure 5. WinZip Self-Extractor

o .

W Cooling Fan
Filter

pr

ST Access Door

M Screen E"‘]

F1

Figure 6. Computer Front Panel

Cleaning Menu Mode/Status Indicator

Skimmer Roller
Figure 7. Scanner Control Panel

MMO-131-06
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Maintenance Technical Support Center

Figure 8. Applying Cleaner to Cleaning Sheet

Figure . Transport Latch

Attachment 5
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Figure 13. Fingers on Glass Flat

Attachment 5
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MMO-131-06 Maintenance Technical Support Center

N .. L
Figure 14. Removing/Replacing Glass Flat

(staws READY 0000 )
Fncion | 850D AUTO FEED < >

F1 F2 F3
Figure 15. Ready Menu

~+: FRONT PRINTER: OFF =
v ONIOFF  REFILL Ep € )
F1 F2 F3

Figure 16. Front Imprinter Menu (Printer OFF)

C FRONT PRINTER: ON 100% )
Function | ON/OFF REFILL CLEAN < >

F1 F2 F3
Figure 17. Front Imprinter Menu (Printer ON)

sais | PRINTER ON NEXT PAGE FED?
Function OK CAN C E L
F1 F2 F3
Figure 18. Page Fed Menu

6 Attachment 5
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Status
Function

CLEANING IMPRINTER....

D

F1

F2

F3

Figure 19. Page Feeding Screen

Status
Function

FRONT PRINTER: ON

ON/OFF

REFILL

100%
CLEAN < >

F1

F2

F3

Figure 20. Front Imprinter Menu

Status
Function

READY 0000
8050D AUTO FEED < >
F1 F2 F3

Figure 21. Return to Ready

Figure 22. Imprinter Positioning Handle

MMO-131-06
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Ink Bladder
Figure 24. Ink Cartridge (Lying on side)

\ 3

Side Access Panel
Figure 25. Scanner Lamps
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»

i Individual (#5) )q Entire Family (#5)
- J - O T

{3. Start Date: 0 0

{
§

,‘TI Change ol Address for: (Read Anached Instrucuons) -
4 Business (#6) l Temporary? vt

If TEMPORARY move, pnnl date to
dlseontlnue fcrwardmg (ex 03/27/04)

OFFICIAL MAIL FORWARDING CHANGE OF ADDRESS ORDER
) Plaasa PRINT Itama 1—10 in hlua or black lnk. Your slgnature is required In item 9.

'2 Is This Move Yes . No

i

OFFICIAL USE ONLY
Zone/Route 1D No.

[ I |

Date Entered on Form 3982
M M D D Y Y

Expiratiocn Date
D D Y

‘55 TUAST i ] i ; : !
sN‘;me z & ] 'P: i T A ‘ M M Y
JrsSeretc. &= 1T N I VN N S N SO S S T o | I - I |
'5b FIRST e H [ Clerk/Carrier Endorsement
iName Y < i A T
. | i UG SRS G S SO S SR SO SO : , 5
6. If BUSINESS . ! I ) [T
i Move, Print H H ' H : H H I H i : - H } '
'Bus1ne§s Name ! ) 4 | : 1 ¢ to i i
) ESS BELOW: HOUSEIBUrLDING NUMBER AND STREET NAME (INCLUDE ST AVE cT., ETC.) OR PO BOX
Ta. OLD’ i i i H i i i i
o H T ; P E [
;_g"g'“"gsr-‘_ ;K;SH ) K E D! 2NN v i S
| 1,7\%1_01-0 ) E : E ; 7b. For Puerto Rico Only: If address is in PR, print urbanization name, if appmpnate
or !
+ Sulte _____ L ; J -l
= : T s T, . PR .
‘7¢.0LD R oy H 7d. 7e.
ey i 'I R R T B © sme F L ze 22 7 Z ;z
- PRINT NEW MAILING ADDR S LOW: HOUSEIBUILDING NUMBER AND STREET NAME (INCLUDE 8T.. AVE., CT ETC. ) OR PO BOX
8a. NEW I H ' i H v h i N . .
Mailiry [ y H . : H : ' ! : f ! . . H
@ddrsgs : :g 0 X! ﬂ 5 0 8 0 ' . . . : E ' : . : '
;;“GP}"IISE':I E i Bb For Puerto Rico Only: If address is in PR, print urbani: namae, if appropriaf
lor PMB i H
" g, NEW : I ©1 ed
ey A i Y ; State T)( zP 7 é O & 5
‘9. Print and Sign Name (see conditions on reverse) ;10 Date ) OFFICIAL USE ONLY
Print: __ M Signed: ! . ,
) Sign: - _("' Rhiientt : '
PS FORM 3575 January 2004 Y T Vislt http:/h to change your address online. 0oLy
Figure 26. Bad COA Image
OFFICIAL MAIL FORWARDING CHANGE OF ADDRESS ORDER OFFICIAL USE ONLY
Plaasa PRINT items 1-10 in blue or black Iink. Your signature is required In itern 9, Zone/Route ID No.
1. Change of Address for: {Read Attached Instructions) 2. Is This Move Yes No L J ! |

Individual (#5) 2@ Entire Family (#5)

3. Start Date: 4,
{ex. 02/27/04) 0 0

Sa. LAST :
Name & Z I 'P

Jr.iSr.letc.

5b.FIRST A

Name K

and MI

6. If BUSINESS

Move, Print

Business Name

7a. OLD
Mailing
Address
7a. OLD

APT or
Suite

7c. OLD
CiTY

DELAND

8a. NEW
Mailing
Address

Ba. NEW
APT/Ste -
or PMB

g ARLINGTO N

9. Print and Sign Name (see conditions on reversa)
Print;
” Sign: .

PS FORM 3575 January 2004

Business (#6)

Temporary?

If TEMPORARY move, print date to
discontinue forwarding: (ex. 03/27/04)

PRINT OLD MAILING ADDRESS BELOW: HOUSE/BUILDING NUMBER AND STREET NAME (INCLUDE ST, AVE,, CT,, ETC.) OR PO BOX

€09 Yo fKSHIRE DR

7b. For Puerto Rico Only: If address is in PR, print urbanization name, if appropriate.

7d.
State

PRINT NEW MAILING ADDRESS BELOW: HOUSE/BUILDING NUMBER AND STREET NAME (INCLUDE ST, AVE,, CT, ETC.) ORPO BOX

PO BoX 495080

8b. For Puerto Rico Only: Iif address is in PR, print urbanization name, if appropriate.

8d.
State
10. Date
Signed:
{6x. 0127/04)

-~ -
Y Visit http:/fusps.comimoversguide ta change your address online.

Date Entered on Form 3982
M M D D Y Y

I N

Expiration Date
M M DD Y v

Cleri/Carrier Endorsement

FLw327124

Kzu>7é00§

OFFICIAL USE ONLY

00y

Figure 27. Good COA Image
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Ba. NEW
APT/Ste
or PMB

BEARLINGTo N

9. Print and Sign Nama (see condiions an reverse)

B Po BoX 95080

Bb. For Puert Rico Onty: i address is In PR, print urbanization nema, If appropriate.

=181
Images e Images Sent Images Results Ei:uuhf Results Final | Results Final | Results Final | Results Final KFP Result KFP Yetify Remote
Scanned 9 Error Completed | Remote Reject Sl Add Mod Dup Del Sent Pending Results
0 0 o 0 o 0 0 o 0 o 0 0 o
Wosen e
Fie & ielp
C:AQ2K\Images}49912410000110524149910100010af org Eah:.h Name
Select Scan Template

FICIAL MAIL FORWARDING CHANGE OF ADDRESS O OFFICIAL USE ONLY Eohedsean £
Pleage PRINT items 1-10 in hius or black Ink. Yaur elgnaturs ts requirad In item 9. Zone/Roula 1B Na. BRLRIL MR
1. Change of Addrass for: {Read Attached Instructions) 2. Is This Move Yes No e

Individual (#5) F Entina Famlly (#5) Busingss (#6)  Temporpry? Dote Entered on Form 3962 [ ted Duples Mods:
3. Start Date: 4, Il TEMPORARY mave, print dats to M WS DL R, T e =
ey diacontinug forwarting: {ox, 03127704} DE“;E'“‘"';"DW"‘D
. Expiration Date CEET
ﬁ:—m‘-ﬁ" Z l ? 2 ¥ Coalnknowng -
JriSeete. [ B
50 FIRST %, ACE YirtualReScan Auto Resolve. x|
Name K' Scanner Enar ment
and Ml Dut of Paper Barcodes
€. f BUSINESS Load more paper to continue scanning, —
v brint o |

Business Name ¥ AutoResaive

PRINT OLD MAILING ADDRESS BELOW: HOUSE/BUILDING |
Ta. OLD MHE Igriore:
Malll M K H
Addr:gs: g ﬂ q Y a f . S l K E 1=
7% oLD Th. For Puarto Rico Only: H addrasa is in PR, print urbanlzation name, if appropriate.
gui;f!or Brightness Contast

2 = =

To. OLD L 7d. 74, 3 2 7 Z
ciY 6 ﬂ State F L zZIP

PRIMT NEW MAILING ADDRESS BELOW: HOUSEBULOING NUMBER AND STREET NAME {INCLUDE ST, AVE., C7., ETC.) OR PQ BOX
3. NEW
Meling

Y TX%70065

OFFICIAL USE ONLY

10. Date
P Signad:
> Eigl’l: % L, 01727i04)
PS FORM 3575 Jenuary 2004 V VEit hitp:dLBps.conUmoversguite 10 changs yous sddress oniing, ooLYy
4 » 1 0F 1 Doc ID:0
limage 1 0f 1 Doc D: 0 [

Current Login : User Hame: 0004 User Level: AdminSuper

Figure 28. COA Server Scan Screen
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W COA Server UT

Fle Commands Reports Tools Window Help

Status 8/29/2005 8:29:18 AM

Images
Scanned

Images Sent

Images Sent
Error

Images
Completed

Results
Remaote Reject

Remote
Results
Pending

Results Final | Results Final
Add Mod

Results Final
Dup

Results Final
Del

MMO-131-06

KFP Result
Sent

KFP Werify
Pending

Remaote
Results

a01

0

1]

0

0

0 0 0

0

0

1]

0

0

Batch Name

[Fato By Soan

Select Scan Template
Coa3fedScan
Coa3 Red New Forms

[ Gimulated Duplex Made |

COA Process Control

[~ Entire Syste

@ CodingSystem

@ Ready
@ CoaServer
@ G5can
@ ClslosServer
@ OPipe
@ WipServer
@ ArchiveS0L
@ RIC Connection
@ FCS Server

3 Not Ready
(3 MFP Connection

Detault Form D

F Level: AdminSuper

Attachment 5

Figure 29. Scan Window in Lower Left Corner

WirtualRescan
] =y

Figure 30. Virtual Rescan Icon
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ACE VYirtualReScan Interactive Propetties

LClarity I Moigze I Skew  Profile |Q|:utiu:uns| .-'f-.nal_lgsisl Ahout I

Axvailable Profiles:

Default zettings

Load Save | Remove |

e Prafile;

I Save b |

lgnore | Stop

Hescan | Lpply Page |

Status: 0K,

Figure 33. Saving Settings
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& COA Server UL TS|
Fle Commands Reports Tools ‘indow Help
Status 6/29/2005 9:08:01 AM.
Images e Images Sent Images Results Ezzﬁ‘t: Results Final | Results Final | Results Final | Results Final KFP Result KFP Yetify Remote
Scanned d Error Completed | Remote Reject Pending Mod Dup Del Sent Pending Results
1204 1] 1] 0 1] 1] 1] 1] 1] 1] 1] 1] 1]
I [=] 53
File Scan Help
Batch Batch Nanme
i Bgan
ey Selex emplate
CoadRedScan =
Delet Coad Red Mew Forms

Expose Counters

UANTUM
2000

Current Login
Information Bar

Eorfig

™ Sirmlated Duplex Mods

Default Form 1D
Coallnknown -
Default Page 1D
Coallnknawnp -

Brightness Canlrast

R -

Current Login :

User Hame: 0004

User Level: AdminSuper
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Figure 34. Expose Counters and Current Login Information Bar
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