Closing MOB segment to work out of the Retail Floor Stock Check List

Current employee with the MOB segment role must go into eAccess to request the retail floor stock role (value).

Transfer cash portion of the MOB segment to another employee using the Cash transfer AIC 647 option.  Make sure the cash is transferred to an employee in the retail floor stock segment.  That employee needs to accept the cash by going to Clerk Services>Money and Accounts>GL Activity>Financial Differences (over/short)>Clear a Financial Adjustment>Select Reference Number from List>they will see the cash that you have transferred and they will continue all the way through using offset of AIC 752 until they receive a receipt for performing this transaction.  At this time, this clerk should be given the money that was reported as transferred to them and place it in their cash drawer.

The MOB segment employee needs to return the money orders assigned to them to the Stock Custodian before initializing the Final Count by going to Clerk Services>Inventory and Adjustments>Return MOs to stock custodian>Initiate a new return.  ****Make sure to only select Group of consecutive money orders (even when it is a full pack of 100) and enter each block individually.

Stock Custodian must accept the Money Orders from the MOB segment before initializing the Final Count.

Initiate a FINAL count of the MOB segment.

Once the audit quantities have been entered and accepted, print the audit sheets that show the items numbers and quantities on hand.
The MOB segment employee signs into the MOB segment and reviews and accepts the audit results.

***Any shortage posted must be paid and cleared within 30 days.

The MOB segment employee goes to Clerk Services>Inventory and Adjustments>Returns all stock to the Stock Custodian (use the print out from the finalized count to ensure accurate information is being keyed in for the transfer of stock).

Prior to closing out of the MOB segment for the last time, go to Clerk services>Administrative Functions>Reports>Print Financial Report (1412) to ensure AIC 853, total accountability has been zeroed.

Mob segment employee will end their day and close out.

Stock Custodian signs into the Back Office to accept the stock transfer from the MOB segment.

Then, go to Back Office>File Maintenance/Unit settings>Employee Information>Highlight the employee that had the MOB segment>View/Edit Employee>Go to Roles>deselect the MOB role>toggle on the Retail Floor Stock role>Accept>Save.

***Make sure to document on the PS Form 3368 and the PS Form 3369 filed in the count folder for the MOB segment that the accountability was “CLOSED” on 10/7/2010.  File this documentation annotated as “closed” and the final count in a “Closed Credit” Folder for 3 years.
The stock custodian needs to assign the money orders back to the employee but now that employee is in the retail floor stock segment.

A cash drawer transfer needs to be entered in POS to establish a cash drawer for the “new” retail floor stock employee. (see attachment #2 for these instructions)

Complete a new 3368 and 3369  for the cash portion of the credit for the “new” retail  floor stock segment.

Go back into eAccess a couple of days after the transfer and deselect the MOB segment value.

****The new cash drawer will have to be counted monthly like the other cash drawers assigned to the retail floor stock segment.

****When the retail floor stock segment is audited once during every Postal Quarter, the Unit Reserve Stock will be required to be audited concurrently because the same employee has access to both.

