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Open the Excel file. 
Select "Enable Macros" when the message appears. 
Select "USPS" from the drop down User ID menu. 
Click "Log In." (No password is required.) 

Vehicle Info: 
Enter the vehicle number. 
Select the vehicle type from the drop down menu (DDM). 
Enter the odometer reading. 

Pick-up Info: 
Enter the FEDSTRIP number of the pick-up location. (USAC has a list of FEDSTRIP numbers and 

corresponding addresses). 
Select the date and time the vehicle is to be picked up from the DDM. 
The date must be either current or within the next 5 consecutive days. 

Drop-Off Info: 
Enter the FEDSTRIP number of the drop-off location 
Select the date and time the vehicle is to be delivered from the DDM. 
Select the appropriate time zone from the DDM. 

Vehicle Maintenance Facilitv info: 
Enter the VMF FEDSTRIP number. 
Enter your first and last name. 

Controls: 
After all fields are filled in for the first vehicle request, click "Submit." 
The data will move to the bottom of the screen. 
Repeat the steps above for each vehicle to be shuttled. 
NOTE: The "Same as" DDM on the top left of the screen will contain a list of vehicles recently input. 

It will repopulate the vehicle information, and only the information that needs to be changed can be 
entered. The time zone, VMF FEDSTRIP number, and first and last name will not have to be keyed in 
again. 

To save the information for viewing by other VMF personnel, click "Save As," and choose a file 
name and shared folder. 

When all services have been requested, select "EMail USAC." 
Select "Yes" when the message appears asking if you want to send an email, and "Yes" again to 

confirm. 
The sender's email Sent folder will indicate that the email was sent to usps@citigroup.com. 

Edit Vehicle: 
Note: Chanaes will not be forwarded to USAC after selecting "EMail USAC." Contact USAC - 

at 800-756-4000 immediately if the request changes. 
Select the vehicle from the DDM. 
Information will repopulate the vehicle information. 
Enter the necessary changes. 
Click "Save Changes." 

Delete Options: 
To delete vehicle information from "Vehicles Entered," click the "Del" box to the right of the 

respective line items. All boxes can be clicked or unchecked. Click "Delete Vehicle." 

I l l .  VMAS 
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