This is the home page that gets you (from any computer connected to the
internet) to the “Postal Ease” page. The address is

https://liteblue.usps.qov
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Welcome to LiteBlue
The next generation in employee communications

LiteBlue is here to help you to communicate faster and stay connected. It's packed with the information vou want about
career developrment, revenue and service performance, products, recognition — vou name it. There's even a place
where vou can give us feedback, Tou also have secure access to PostalEASE through LiteBlue to check, and during open
season, change vour benefits selections.

Check back often, because LiteBlue will continue to evolve — to transform — and deliver results that serve you better.
It's the postal way!

Here's how you log on:
vou'll need vour Employee ID and USPS PIM to log on to LiteBlue,

" your Employee ID is easy to find — just look at the top of your earnings statement, It's the &-digit number printed
just above the words "Emploves 10"

" yYour USPS PIN number is the same one you use to access PostalEASE. If you've forgotten it, dial 877-477-3273.
Fallow the steps and vour USPS PIN number will be mailed to your address of record.

El Employee ID' If ﬁls this Site Secure?
(7] USPS PIN: [ Logon |

FOR EMPALOYEE USE ONLY -

Thifis a U5, Government website intended for authorized use only by Postal Service
emplovees, Unauthorized access or useNgf this website may subject violators to
administrative action, civil, alN/ar crirminal prosecution. _I
-
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Enter your 4 digit Personal

Enter your 8 digiit (usually Indentification Number (PIN) here
begins with a “0”: ) Employee
Identificaiton Number here




) When you arrive at this page, the tabs below vaildfHome” on
top. Click on théMy Life” tab to access your alletment informatign.
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Postal Bulletin

IPSS-o facto

Image Supply chain management
Procesging delivers results!
Subsystem kits
save
replacement
costs

April 25 — As USPS Rermote Encoding Centers

(RECs) are consolidated, it makes good business
sense to transfer the equipment elsewhere. Full
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The official source of Postal
Service policy and procedure
updates — now anline.
Postal Bulletin

B The people’s choice: Retail associate is
“friendliest customer service representative”

® Mid-year standardization: Revisw period another great resource is now available for postal
lengthened to six weeks employees! The Sacramenta District stretches
" IT Tip: Case worker from the Oregon border to beyond Fresno.
=" Did You Know? ) Wwhether at work or at home, you can now enjoy
" Quotable Quotes: Real mail gets results our local LiteBlue website 24 hours per day, Check
" Postscripts: I'll take "2006 Stamps” for $800, back often as sormething is always happening.
Alex! ) . ) " Wisit Sacramento Performance Cluster
® Mailbag: Let’s go prime time * Passport fairs pay
off
® Heroes' Corner: Ahove and beyond District Sites
8 Mewsstand: Post Offices support breast cancer B Sacramento Performance Cluster
AWArENEsSs B Gateway Performance Cluster
B Ray-Yalley Performance Cluster
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Once on the “My Life” page click on thllotments” link




d

Your are now insidéPostal EASE” , ready to create and adjust allotments on yc¢
paycheck You will again need to enter your 8 dagitployee identification number
(EIN) and your 4 digit personal identification nuenlgPIN).

(This site/page can be directly accessed from amypater “inside” any postal work

location as well)

ur

Enter your 8 digit employee identification numbEiN) and your 4
digit personal identification number (PIN).




Now selectAllotments/Payroll NTB
/




Here you receive an explanation of the differencleetween
Allotments and Net to Bank transactions

You will be picking Allotments.




Select Allotments

/




Below, this is what an “open allotment” looks like.
To “start” (establish) a new allotment you need to know these items
Routing Transit Number : It is always 011900445
Financial Institution Name: Bank of America (You do not fill this in. This will “appear” when you
hit the
Account # : CGS0380 + your Social SecuritfNumber
(for example your SS# is 222 22 2222
S0 your Account # iSCGS0380222222222
Account Type is always'Savings”
Amount is the amount per paycheck that agent quoted you.

Always 011900445

Always CGS0380 + Your
Social Security #
Always “Savings”

The per paycheck amount
your agent quoted you.

Hit the “validate” button to complete the transaction.




Once you “submit” the change, the you see this page be
with a“confirmation” number. (This 6 digit confirmation
number needs to be provided to your insurance agent
verify that you have made the change to fund your insuri

low

to
Ance

coverage /

You can also print the page. Please print the pagend fax a copy
(or mail a copy) to
(310) 246 9787. (There is no need for a cover shadten you are
faxing to this phone number)




Here is what the printed page looks like




're finished!!!!




