2.5 Job Bid Management – Bid Equipment


Resolving Automated Bidding Equipment Issues
This information is provided to assist with reporting difficulties or interruptions experienced with local automated bidding equipment.

Bid Cluster:

1. Gather as much information as possible and contact Local Services.  

Information to note would include:

· Employee name, employee EIN.

· Bid Cluster, Craft, and posting number.

· Which system is involved (phone, kiosk, bid computer)

· At what juncture is the error occurring such as...

The system won’t accept pin, call disconnects, doesn’t display posting, etc.

(Note: After 3 unsuccessful pin entry attempts the system will lock the employee out for a 24 hour period.  Do not attempt to try again before 24 hours. If this occurs the system will reset and begin a new 24 hr period.)

2. Note any “error” message(s) received.

Is this an isolated incident or has there been multiple occurrences?

3. Communicate information immediately to District Local Services.

Bid Clusters must communicate with District Local Services if manual bids are accepted due to the system’s malfunction.  If manual bids are accepted forward them to Local Services for processing immediately upon acceptance.

Local Services:

Determine with District Kiosk custodian if the issue can be addressed locally (printer paper depleted or jammed, equipment/power failure, etc).  If the issue cannot be resolved contact the IT Help Desk at 1-800-USPS HELP to report the problem and initiate a Remedy ticket immediately.  

Contact the affected Bid Cluster(s) to communicate any employee messaging which may need to be posted or the acceptance of manual bid cards.
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