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Use of Training Materials

These training course materials are intended to be used for training purposes only. They
have been prepared in conformance with existing USPS policies and standards and do not
represent the establishment of new regulations or policies.

Copyright 2014 by the United States Postal Service, Washington DC 20260-4215

All rights reserved.
No part of this publication may be reproduced in any form or by any means without
permission, in writing, from Employee Resource Management.

Certain parts of this publication may contain copyrighted materials from other sources the
reproduction of which for this specific training use has been interpreted not to exceed the
fair use clause of the copyright regulation (Ref. 371.5 ASM).



A Commitment to Diversity

The Postal Service is committed to fostering and achieving a work and
learning environment that respects and values a diverse workforce.
Valuing and managing diversity in the Postal Service means that we will
build an inclusive environment that respects the uniqueness of every
individual and encourages the contributions, experiences and perspectives
of all people.

It is essential that our work and learning environments be free from
discrimination and harassment on any basis.

In our classrooms, on the workroom floor, in casual conversation and in
formal meetings, employees and faculty are asked to encourage an open
learning environment that is supportive of everyone.

Course materials and lectures, classroom debates and casual conversation
should always reflect the commitment to safety and freedom from
discrimination, sexual harassment and harassment on any prohibited basis.
Instructors and class participants are expected to support this commitment.

If you find course material that is presented in the classroom or in self-
instructional format that does not follow these guidelines, please let an
instructor know immediately.

If classroom discussions do not support these principles please point that
out to the instructor as well.

Diversity is a source of strength for our organization. Diversity promotes
innovation, creativity, productivity and growth, and enables a broadening
of existing concepts.

The Postal Service’s policy is to value the diversity of our employees,
customers and suppliers, and to do what is right for our employees and the
communities we serve, thereby ensuring a competitive advantage in the
global marketplace.
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General Information

Objective:

Upon completion of this lesson, using this Introduction to Mail Flow
Controller participant guide, you will be able to:

e Describe the Mail Flow Communications and Troubleshooting course
content and structure.

Time Allocated for Module:

e 90 minutes

Instructional Methods:
e Instructor-led Lecture.

Participant Material Used:
e Mail Flow Communications and Troubleshooting participant guide

Media Required:
e Ace 2 Computer
e Hands Free Phone
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Course Introduction

Mail Flow Controller (MFC) training is intended to broadly introduce the job functions of a
Mail Flow Controller. The training is delivered in a blended learning format via Virtual
Learning and eLearning that provides general knowledge and skills required for the MFC to
perform his or her job. This training is not intended to be comprehensive training to all
functions of a Mail Flow Controller. By the end of the training, have your plant manager
support your online training with on-the-job training.

Mail Flow Controller training consists of four modules.
e Module 1 — Mail Flow Controller Training Introduction (Virtual Learning)
60 minutes
e Module 2 — Mail Flow Distribution Operations (ELearning)
45 minutes
e Module 3 — Mail Flow Computer System Operations (ELearning)
45 minutes
e Module 4 — Mail Flow Communications and Troubleshooting (Virtual Learning)

90 minutes
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Module 4:

Mail Flow Communications and
Troubleshooting

Objective:

Upon Completion of this lesson, using the Mail Flow Communications
and Troubleshooting Participant Guide, you will be able to:

e Recognize color code tags for Standard mail correctly to adhere to the
National Color Code Policy

e Use proper etiquette for radio, telephone or public address system
communications

e Discuss conditions of the mail with MFC personnel to ensure
efficiency

e |dentify mail flow situations and respond correctly

Time Allocated for Module:

e 90 minutes

Instructional Methods:

e Virtual Learning Room

Participant Material Used:

e Mail Flow Communications and Troubleshooting participant guide

Media Required:
e ACE Computer
e Hand-Free phone

For Further Information:

e For questions relating to training, contact your Supervisor. For
technical support, contact the NCED @ VLRHelpDesk@usps.gov
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Mail Flow Communications and Troubleshooting
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Figure 4-1

Page 4-2 Participant Guide



Introduction to Mail Flow Controller Training

Mail Flow Communications and
Troubleshooting Training

> Ovenview of color code tags
> Overview of communication operations

> Troubleshooting mail flow issues

Figure 4-2
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Course #10022455

Course Objectives

» Recognize color code tags for Standard mail correctly to
adhere to the National Color Code Policy

" Use proper etiquette for radio, telephone or public address
system communications

> Discuss conditions of the mail with MFC personnel to ensure
efficiency

> |dentify Mail flow situations and respond correctly

Figure 4-3
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Introduction to Mail Flow Controller Training

Color Code Overview

Color Code Overview

’ Ensures efficient and effective delivery of the mail

» Increased level of service

" Increased internal productivity
> Adherence to the National Color Code Policy
 Identifies delivery standards for mail for prioritizing

" Tags have specific colors that correspond with day it was
entered into the mailstream.

» Labels indicate date, time & facility

Figure 4-4
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Understanding Color Codes

General principles to determine processing
sequence are,

> Oldestmailis processedfirst

> Outgoing standard mail gets
clearance color code corresponding

to that day

» Clearance colorcode is usedto
correlate the day that entry and
processing must be completed

Figure 4-5

Page 4-6 Participant Guide



Introduction to Mail Flow Controller Training

Color Code Standards

Some color code procedures apply to ALL facilities destinating
Standard Mail.

» Colorcodes are based on date and time mail entered the facility.

Facilities musthave local procedures to ensure color codes are
maintained.

> Mail retains the delivery day commitment.

Delivery Color Codetag is based on original entry date andtime
not the extraction date or time.

Figure 4-6
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Communication Equipment

Communication Equipment

> Types of Equipment
- Proper Etiquette ~

—

==

Figure 4-7
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Introduction to Mail Flow Controller Training

Communication Equipment

YOU are the hub of communications in a plant.

> You may be responsible fortaking and routing
ALL calls.

> Equipment includes:
Telephone
PA system

Microphone
Radios

> Calls mightinclude:
Official Postal calls

Employee calls

Emergency calls

Figure 4-8
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Course #10022455

Communication Equipment Cont.

7 Channels mustbe keptopen
> Communications understood by everyone

’ Receive onthe job training

Figure 4-9
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Introduction to Mail Flow Controller Training

Types of Communication Equipment

> Personnel carry different types of communication
equipment

> Maintenance andtransportation carry radios
but use a differentfrequency

> Managers have capabilityto listento all communications 1 {

> Two separate radios inthe control room

Figure 4-10

NOTE: TELEPHONE SYSTEMS MAY VARY AT YOUR FACILITY. I
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Telephone Etiquette Example

> Provide name of facility
> Provide your name

Ask how you can helpthe
caller

> Letthe callerknowyou are
transferringthe call

= e

S g

Nofe*Communieation systems at your faciitymayvans

Figure 4-11
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Introduction to Mail Flow Controller Training

Two-Way Radio Etiquette

When you use the radio system,
Be sure to speakclearly
To operate the radio:

1. Holdthe button while you
speak, thenrelease

2. Keep 6-8 inches away

3. Waitfor aresponse

Figure 4-12
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PA System

To usethe PA system,

1. Pick up the handset
2. Dial#66 (facility specific)
3. Speakthe message

4. Hangup

“All Call* broadeastssthroughout the facility.

Figure 4-13
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Introduction to Mail Flow Controller Training

Daily Line of Communication

————
| Operations Maintenance

@ Verify conditions @ Sorterissues
@ Verify types of mail @ Dispatch maintenance
@ Start up of machines

. r—
Transportation Safety

@ Drop shipments @ Info on spills
@ Priority mail @ Callspillteam
@ Specialload @ Dispatchforcleanup

18

Figure 4-14
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Other types of calls

Weather alerts and warnings

If there is an emergency, contact the MDO.

Fire detection system

If the alarm sounds, the MDO will give instructions.

External calls

Redirectexternal calls to the appropriate person.

Figure 4-15
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Introduction to Mail Flow Controller Training

Typical Day Start of Tour and Communication Flow

Typical Day
Start of Tour and /‘

Communication Flow

1i]

’ s S
VY

Figure 4-16
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Start of Tour Communications

You are responsible for discussing the interface ofthe previous tour
with the outgoing MFC.

This can include:
Floor condition
Number of slides and containers backed up
Any equipment that is down
Maintenance calls in progress
What mail is being processed

Color code ofthe day

Figure 4-17
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Introduction to Mail Flow Controller Training

WebEXx
Breakout Room Audio Commands

= *9 To return to the Main Room

= *9 ( .=, ) 1# For Breakout Room 1
= *9 (= ) 2# For Breakout Room 2
= *9 (.= ) 3# For Breakout Room 3
= *Q (= )4# For Breakout Room 4

Figure 4-18
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Troubleshooting

Troubleshooting Mail Flow Issues

> Diagnose and Troubleshoot Processing Systems

> Communication is Key

=

Figure 4-19
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Introduction to Mail Flow Controller Training

Figure 4-20
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Figure -21
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Introduction to Mail Flow Controller Training

Figure 4-22

Figure 4-23
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Over Width

Over Width Sensor Pole
Over Height Sensor Pole

Figure 4-24

Figure 4-25
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Introduction to Mail Flow Controller Training

Close |

PSM-1

Preset Off Shaft Encoder Error  Software Stop 2
Maintenance Mode Index Sensor Error  Software Stop 3
Emergency Stop  Discharge Unit Malf  Software Stop 4
Open Track Sack Trapped Software Stop §
Hardwired Stop 4 Tracking Sensor Jam Software Stop 6
Hardwired Stop S Transfer Fallure Bad Location Data
Hardwired Stop ¢ CCR Stw0p

HEAE

HAERE

Figure 4-26
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Jammed Chute-Head End/Tail End

Head End

Tail End
el

Figure 4-27
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Introduction to Mail Flow Controller Training

Presets

Figure 4-28
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Figure 4-29
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Introduction to Mail Flow Controller Training

Figure 4-30
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Figure 4-31
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Introduction to Mail Flow Controller Training

Figure 4-32
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Course Wrap up

You've completed Module 4 of Mail Flow Controller Training!

You know how to:

Recognize color code tags for Standard mail correctly to adhere to
the National Color Code Policy

Use proper etiquette for radio, telephone or publicaddress system
communications

Discuss conditions ofthe mail with MFC personnelto ensure
efficiency

Identify Mail flow situations and respond correctly

Figure 4-33
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Introduction to Mail Flow Controller Training

Thank you for taking

Mail Flow Communications
and Troubleshooting

Course # 10022455

Figure 4-34
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