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This toolkit is your central source for information about the new elWS Online Forms (OLF) application, 

training resources, job aids, and access to the application. elWS Online Forms (eOLF) is the USPS 

Enterprise Tool for completing and submitting certain Accounting forms. eOLF is an online forms repository 

and submission application. The eOLF web-based application is used for the completion and submission of 

certain online forms electronically transmitted to Accounting Services for processing. 

See a complete list of Postal Forms now required to be submitted through the new elWS Online Forms 

application. 

Alerts/Announcements 
My Accounting 

elWS Online Forms is the USPS Enterprise Tool for Completing and Submitting certain Accounting forms 

for Processing. 

elWS Online Forms 

Training 

Application Access 

1 
Restricted Forms 

J District Approvers 

Login at https://olf.usps.gov/OLF/ 

elWS Online Forms (OLF) 

Click to Login 

1---------------------------·---··-·---·-----··-·--··-------------·-·----·-·----·-----·---·--·-----··------·--··--·--·-·----
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eIWS Online Forms (OLF) 

Job Aids: 

• EDMR, Employee Debt Modification Request - Job Aid (Sep, 2020) 

• PS Form 1011, Travel Advance Request and Itinerary Schedule - Job Aid (Jun, 2018) 

• PS Form 1164-A, Claim for Reimbursement for Postal Supervisors - Job Aid (Sep, 2020) 

• PS Form 1221, Advance Sick Leave Authorization - Job Aid (Sep, 2020) 

• PS Form 1839, Payment Record for Carrier Drive Out Agreement- Job Aid (Sep, 2020) 

• PS Form 1902, Justification for BH/ing Accounts Receivable - Job Aid (Sep, 2020) 

• PS Form 2130, Claim for Loss/Recovered Claim for Loss - Job Aid (Mar, 2018) 

• PS Form 2240, Pay, Leave, or Other Hours Request - Job Aid (Sep, 2020) 

0 2240 Quick Reference Guide (Sep, 2020) 

Page 2 of 2 

• PS Form 2240-R, Rural Pay or Leave Adjustment Request for PS Form 1314 - Job Aid (Oct, 2019) 

• PS Form 2240-RA, Rural Pay or Leave Adjustment Request for PS Form 1314-A - Job Aid (Sep, 2020) 

0 2240-R/2240-RA Quick Reference Guide (Sep, 2020) 

• PS Form 2551, Non-Goods and Non-Services - Payment Authorization - Job Aid (Apr, 2020) 

• PS Form 3533, Application for Refund of Fees, Products, Withdrawal of Customer Accounts - Job Aid 
(Mar, 2018) 

• PS Form 7227, Local Cleaning Services Payment Authorization Form - Job Aid (Sep, 2020) Newt 

• PS Form 7228, Local Cleaning Services Agreement Modification Form - Job Aid (Sep, 2020) Newt 

• PS Form 8127, Rural Carrier Supplemental Payment- Job Aid (Sep, 2020) 

• PS Form 8231, Vendor Payment 1099 Reporting Form - Job Aid (Mar, 2018) 

FAQs for elWS Online Forms (Dec, 2016) 

© 2020 U.S. Postal Service -All rights reserved 
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EDMR, Employee Debt Modification Request - Job Aid 

Postal Officials must complete and submit the 
~ 

EDMR, online form in elWS Online Forms to notify elWS Online Forms (OLF) ' 
• Accounting Services to stop the automatic payroll 

deduction. 
click to Login ' 

Stop Automatic Payroll Deductions 

The Automatic Payroll Collection process is stopped when one of the following conditions are met: 

• Employee files Grievance or Judicial Hearing. 

• Employee is on active Military Duty leave. 

• Claim for Loss is approved/processed. 

• Employee debts paid in full to Accounting Services. 

Postal Officials must complete the EDMR to stop payroll deductions for the following: 

• Grievance Filed (this action will stop the auto-collection process) 

• Grievance Settlement (attach "signed" settlement documentation) 

• Judicial Hearing Filed (this action will stop the auto-collection process) 

• Judicial Hearing Resolution (attach settlement documentation) 

• Military Active Duty Employee on Active Duty (this action will stop the auto-collection process) 

• Claim for Loss - Reason Code 10, Uncol/ectible Employee Items (requires District Finance Manager 

approval) 

• Other - refund requests for automatic payroll deductions that occurred as a result of untimely action by 

the Postal Official (i.e., EDMR was not completed and submitted for grievance, judicial hearing, active 

military duty). This EDMR type (Other) cannot be used to circumvent policies supporting the other EDMR 

types. 

Full Repayment: 

Repayment of debt can be made within 30 days of notice: 

• Submit check or money order, with the invoice, to the appropriate official and address listed on the debt 

letter. 

• To pay by CrediUDebit card, a valid email address is required. 

https://blue.usps.gov/accounting/employee _receivable/stoppayrolldeduction.htm 11/21/2020 



Employee Receivable Stop Payroll Deduction Page 2 of 2 

• Send an email with Name, Employee ID#, Invoice# and Total Amount to be paid to the following email 
address: YWQJO@USPS.GOV. 

• The secured link to pay on line will be provided in a return email notification. 

© 2020 U.S. Postal Service -All rights reserved 
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;·· ··· MPlOY££ Toolkit - Modify/Start Payroll Deduction 
RECBVABLE 

Modify/Start Automatic Payroll Deductions 

EDMR, Employee Debt Modification Request - Job Aid 

Postal Officials must complete and submit the 

EDMR, online form in elWS Online Forms to notify 

Accounting Services to stop the automatic payroll deduction. 

elWS Online Forms (OLF) 
Click to login 

1 
Once the Debt Collection Act notifications are completed, the Postal Service will automatically begin 

I collecting the debt, by deducting 15 percent of an employee's disposable pay. Accounting Services initiates 

Automatic Payroll Collection Process within 60 days. 

• Employees also have the option for voluntary payroll deductions that exceed 15 percent or to start 

(initiate) immediate payroll deduction of 15%. 

The Automatic Payroll Debt Collection is modified or started when one of the following conditions are met: 

• Grievance Settlement 

• Judicial Hearing Resolution 

• Military Returned from Active Duty 

• Claim for Loss 

• Severe Hardship 

• Initiate Voluntary Payroll Deduction 

1 Formal Proceedings Resolution Process 

• The Postal Official must complete and submit the EDMR, Employee Debt Modification Request Form, and 

attach signed copies of the resolution issued by labor relations and/or Judicial Officer to notify Accounting 

Services of resolution. 

• Accounting Services will take appropriate action based on resolution of formal proceedings: 

• Cancel debt based on resolution. 

• Adjust debt and initiate payroll deduction based on resolution. 

• Initiate automatic debt payroll collection process on original debt. 

https://blue.usps.gov/accounting/employee_receivable/StartModifyPayrollDeduction.htm 11/21/2020 



Completing 
an Online 

Form/or 
Submission 

elWS Online Forms 
Employee Debt Modification Request (EOMR) 

Access the elWS Online Forms (OLF) application by visiting the Accounting 
Web Site at: http://blue.usps.gov/accounting/ or typing OLF in your browser. 
Reference page 8 for additional information. 

Once logged into the Online Forms application, the Home Page below is 
displayed. All forms approved for access will display on the left navigation of 
the screen. 

The following are displayed under the submenu for each individual form: 
• New Form - Create new form. 
• Draft- View forms in draft mode (awaiting submission or returned by a District Approver or ASC Technician). 
• Return to Draft - Form returned by an ASC Technician for correction and resubmission. 
• Pending Processing - Forms are in Pending Processing status until processed by an ASC Technician. 
• Pending Reactivate -These forms have been 'Pended' by an ASC Technician for further research or future processing date. 
• Processed - Forms that have been processed by an ASC Technician. 
• Cancelled - Forms that have been Cancelled by an ASC Technician. 
• Template - Create templates for frequently used forms. 
• View All - Displays all forms of this type created by user. 

I ID New form 

I D Dri,fl 

I 
I 

;::t Pending District Approvai 

!Sa Pending Processing 

I D Pemling Readiv<>k 

I ;:::!: Processed 

J A Ca oce!led 

I ai Tcompl1>tc 

I 
j ~ ViewAJI 

= Advanced Search {Filter Applied) 

Form ID Title 

EDMR-Tue Mar 10 15:47:59 CDT 2020 

Test on 2/18 

Test 2 for date 

TESt for Andrea_ 2.18 

Test on 2/18 on 2nd 

test 

test 

Ein Test 

EDMR SH t:frstnct approv-ei 

Creab,cl 

03/10/2020 15:47:59 CDT 

02/18/2020 10:36:59 CST 

02/25/2020 16:01:04 CST 

02/18/2020 12:06:14 CST 

02/18/2020 10:53:47 CST 

Ql/13/2020 tl'l:21:12 CST 

02/12/2020 12:01:02 CST 

12/16/2019 11:09:51 CST 

12/12/2019 14:22:39 CST 

12/16/2D1C/ \1:12:48 CST 

User History Log 

Updated 

03/10/2020 16:19".46 CDT 

02/18/2020 10:52:32 CST 

02/25/2020 16:01 :<>4 CST 

02/18/2020 12:16:53 CST 

02/18/2020 10:55:43 CST 

02/13/2020 09:21:26 CST 

02/13/2020 09:17:41 CST 

12/16/2019 11 :12:38 CST 

01/14/2020 13:37:30 CST 

iZ/16/201911:13:16CST 

Job Aid 
September 2020 

Status 

Processed 

Draft 

Processed 

Pending District Approval 

Processed 

Pending District Approval 

Pending District Approval 

Pending Processing 

Pending District Approval 



e!WS On Forms Job Aid 
Employee Modification Request (EDMR) September 2020 

Creating a New Form: 

1. Click on EDMR from the left navigation and Select 'New Form'. 

The following dialog box displays: 

Crea!e New £1lMR 

1. P1-ease enter a Hie for 'the new Form: 

Enter title here 

2. Online Submission Type: 

® OnlineFotm °'«*hilre10~ea.ilf>d~.)IOUronfil'll!!fOJm 

•n.e pt~ fu~ wilh raquil'OO ~lgn.itun."1, m,us, t..• r:et.i»l€d nn iik!'<><:.J~ 

3. Monitor Status of Online Form: 

~nal Options l 

X 

_ .. 
2. Enter a title for the new Form (name the form you are creating/submitting). 

Important! If a title is not entered, the system will apply a default title (Form ID, Date, and Time). --"7 case35312s - EDMR-Tue Mar 10 1sA1.s9 cor 2020 

Note: Once you create a form, it cannot be deleted. 

3. Select Online Submission Type: Online Form 

Complete the Online Form, print, obtain required signatures and retain on file locally. Note: This online form is authorized for submission utilizing 
an eSignature Validation based login credentials and submitted without attaching the signed form. 

4. Click 'Create Form' button. If using a template reference (a.) below otherwise, proceed to Step 5. 

a. For procedures on "Using an Existing Template When Creating a New Form" reference the job aid OLF Template Instructions_ 

Template Benefits: recurring information is pre-populated in the form (e_g. office name, finance number, customer name, etc.). 
Job Aid: OLF Template Instructions is located under Support in the elWS Online Forms application. 

5. USPS eSignature Validation notification will appear, Click Close. 

USPS eSigflaluJO Validation X 

This onlme form is supported wmi an eSignature validabon Prior to submission, the 

coropleted online fOfTTl must be Printed and all required s.tgnatures ob1ained. The pnnted 

fmm Wffh requffed signatures must be retained on file locally and does not have to be 

uptoaded in the application. 

-
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eiWS OnUne forms 

Employee Debt Modifkation Request (EDMR) September 2020 

6. Complete the fields for each section of the EDMR. 

A. Employee Information - Employee ID, Employee Name, Finance Number, Postal Installation Name 
B. Debt Information - Invoice Number, PRO Number, Invoice Date, Original Invoice Amount (copy of invoice is maintained in the employee folder) 

C. EDMR Type 
• Grievance - Filed, Settlement or Withdrawn (settlement requires the signed document to be uploaded) 
• Judicial Hearing - Filed, Resolution, Withdrawn (settlement requires the signed document to be uploaded) 
• Military Active Duty Employee Debts 
• Claim for Loss - Only for Reason Code 10, Uncollectible Employee Items (routes to DFM for approval) 
• Severe Hardship- In accordance with policy outlined in Handbook F-101, Section 15 and ELM 452.334 (routes to DFM for approval) 
• Voluntary Payroll Deduction - In accordance with policy outlined in Handbook F-101, Section 15 (minimum 15%, no exception) 
• Other - Used for special circumstances (e.g., deductions started for a debt in grievance), not used to circumvent policy for other EDMR types. 

D. USPS eSignature Validation - Contact information 

7. After form fields are complete, click Save. 

8. Click Print Preview button to review and print the system-generated online form. 

9. Obtain required signatures. 
Note: Retain this form with all required signatures on file locally. Do NOT attach this form. 
(eSignature validation supersedes the need to attach the form.) 

10. If there are NO supporting documents to attach- Skip to step 17 (Submit). 

11. If there are supporting documents to attach, Click Attachments button to upload the completed 
and signed form. Note: Compatible attachment formats include pdf, jpg, jpeg, tif, tiff, and gif. 

12. Click the 'Upload New Attachments' button. 

13. Select Supporting Documentation or Settlement Documentation (as applicable) to upload. 

14. Click the Browse button to locate the supporting documentation to be attached. 

X 

_... IHftiHHIB 
·---··----·-··----~~---·--------
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elWS Online Forms Job Aid 
{EOMR) September 2020 

15. Click the Upload File button. The screen below displays. 
~--···-~--------------- )( 

The m.-u1murn oumbef,,1 <fffocnments ,., 10 

Type -
em• 

16. Click Close. 

17. Click the Print Preview button to review the online form and to ensure attachments are displayed correctly. 

18. Click the Submit button at the bottom of the form. 

Important! Be advised, if there is incomplete information within the form submission, the ASC Technician may return your form draft. If your form 
is "Return to Draft" by an ACS Technician, you must correct and resubmit - do NOT create a new form. 

Delete Pnnt Preview save Attachments sunn,,t 

Note: Users cannot recall or edit a form after it has been submitted. However, if the ASC Technician identifies an issue with your form, it will be 
"Returned to Draft" for correction and resubmission. 

19. After clicking Submit, user will receive the eSignature Validation certification. Click Certify. 

" 
1 Mr _is Genent1Userat>d1RJ ACELO!F'IOisOIS_GENERAL __ USER 

l I\IIM!lriesf01_..n;OnU'lefotm111e~111,!llamllU1hOl'll&11tosllbmllllus 

l._ All raquirYd !iigf~e6 have been obtaillOO Oli lho oi111"'al hanl·COPY '°'"'·and' 

isret;,ih&dcmllelocclll)o 

.f Fi'llslilralon"" tt>r,~on. m llll'!'ti'dormalKl11 on ll'us Ol'II.""' Form, nm~ ti/' 

Q1t'l.lllllslorlove;;t11J81janand.:o1Jldleudlod1sc~1Vadi0011Plorem<Welfr001 

11w USf>ostll8cfvlce 

Note: If all mandatory fields have not been 
completed, or the form is missing a required 
attachment, a 'Form Validation' warning message 
will display the errors. Click Close button. Correct 
the identified errors and resubmit . 

Note: Clicking the Submit Form button will transmit the form to the processing environment and 
the Status will update to 'Pending Processing'. This form will no longer be editable (only a form in a 
"Draft" status can be edited). All Draft, Pending District Approval, Pending Processing, Pending 
Reactivate Processed and Cancelled forms can be viewed in your history log. 

• Missir)iil value b "1mtf.li0@ 0me~ Fteid 

• t.digsir1gw.luetror"Postal~Nsme"'F,eld 

• rdi'!l!>ing't&l~b"ooflbl,eiT!!lephorief'ltamhet"Fiekl 

• Miss1111g'ffilueior~Ftetd 

• J.6ssin; value iot "ein_,, Field 

• Mi9!!iing~h"eff$1~~FIE!id 

• lld!i!iingw~Sol"finan~mber"rw-\d 

• Mis.'!'>if\G wlue for "ilWOO.leW.umb&" Fed 

.. M55ir.g wiue b "originelhwoceAI~ Retd 

• Miss1nq V1'.llue b "pn:INumber" F~ 

)( 
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Navigating 
the Online 
Form 

elWS Online Forms 
Debt Modification Request (EDMR) 

Provided below is a screenshot of an EDMR with mandatory fields highlighted. 

Job Aid 
'ieptember 2020 



Monitoring 
the Status 
of an Online 
Form 

elWS Online forms 
Employee Debt Modification Request MR) 

There are three ways you can monitor the status of a form submitted in eOLF: 

• The History Log will show the status of the form: 

Search (Filter Applied) 

Show l 10 "J entries 

Seq N° Form ID rrtte 

353086 EDMR 

EDMR 

353071 EDMR 

353068 EDMR 

352866 EDMR 
': ;: 

352846 EDMR 

Lls~z fDMR 

Test on 2/18 

Test 2 to, date 

Test for Andrea_ 2.18 

Test on 2/18 on 2nd 

test 

test 

CFl district approver 

Ein Test 

SH district approver 

Created 

03/10/2020 15:47:59 CDT 

02/18/2020 10:36:59 CST 

02/25/l020 16:01:04 CST 

02/18/2020 12:06: 14 CST 

02/18/2020 10:53'.47 CST 

OZ/ 13/.'020 09:21:12 CST 

02/12/2020 12:01:02 CST 

12/16/201911:09:51 CST 

12/12/2019 14:22:39 CS1 

12/16/201911:12:48 CST 

Updated 

03/10/2020 16:19:46 CDT 

02/18/2020 10:52:32 CST 

02i25/2020 16:01 :04 CST 

02/18/2020 12:16:53 CST 

02/18/2020 10:55:43 CST 

02/13/2020 (19:21 :26 CST 

02/13/2020 09:17:41 CST 

12/16/2019 11 :12:38 CST 

01/14/2020 1337:30 CST 

12/16/2019 11:13:16 CST 

Status 

Returned m Draft 

Processed 

Draft 

Processed 

Pending District Approva I 

Processed 

Pending District Approval 

Pending District Approva I 

Pendmg Processing 

Pending District Approval 

The 'Status' column displays the current status of the form, the 'Updated' column displays the last date the form was updated. 

Job Aid 
Septernb,•r 2020 
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elWS Online Forms 

Employee Debt Modification Request (EDMR) September 2020 

• The Audit Log will show any events or comments. You can look here to see any comments an ASC Technician entered when they processed the form. 
To access the Log, go to Menu>Show Log. 

Templates• 

Create Copy 

Oisalie Tooltips 

Acid Comment 

Show Log 

I 

~ USPS I DLF I Audrt:form Entry· lnttrn,t ftplmer provided by US Po,tol SeMc, 

fle:umedtoi:>mtT«micianisrelarlingfu!-mfuf~.-·-1-__ . _· ____ _ 

1
4 Frnm E.rdl)' Con1~ 

1
1 howi~1m1d1ffim~ 

Fom, log~ 

F~-~~~~~.~-~~ 
Fom, un--rescrvcd from "Olf _TECHNICIAN" SY 00 _TEOHCIAN 

Fo,...... ~m"OLF_1KHNICWl' BVOi.F3ECHNICIAN 

Form Sblt>.JS~~~~~-'.':'.-~it~ ~~~~-(listr,ct~~al 

Fo~~~~~~Oistrid:~to~~ii>g?!"oc~'.~ 

Form o-tf'd 

..... 

X 

Se.itt_t\:r_-····_-----··_··---

2020-03-1016:1!1 

--203Hl3--l015;19 

2020-a3-1016;19 

2020-0J.1016.19 

2020--o..i-101t.11 

2020-03-1016:17 

2020-03-1015:47 

..... 
""" 

• System Generated eMail: Anytime the status of a form is updated (e.g., Processed, Cancelled, or Return to Draft) the submitter will receive an email 
notification which will include any comments entered by the ASC Technician. Shown below are examples of email notifications: 

Examples: 

Return to Draft* 

New Statua fur eIWS Online Form 351126: Return ru Di-aft 
P1oim....,.,~ lillkio.-..dWS~ , __ m·iowyo,,rf"""' ~.ll!mi.m[ ,-c-

Te.chnidan is returlliag femi for additiooal 
documentatien 

3/1012820. 

Processed: ,------------------------------, 
dc-not-reply@usps.gov 

New Status for elWS Online Form/15754: Processed 
Pkru;e use the follow',ig link to login to e!WS Online FOIIIIS and revilew yonc Form: bttp,:/lolf.us])!i.g(!.\': 

Form Commeats 

Comment Dat• 

*When a form is "Returned to Draft" by an ASC Technician, the email notification as shown above indicates the reason it is being returned under the 
Comment field. In addition, the Show Log above is another source that identifies the reason the form was returned to draft. 
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Login to 
e/WS 

Online 
Forms 

eiWS Online forms Job 
Request (ED September 2020 

Access the elWS Online Forms (OLF) application by visiting the Accounting Web Site at: http://blue.usps.gov/accounting/ or typing OLF in your browser. 

Accounting Website - elWS Online Forms Toolkit: 
• Select the elWS Online Forms (OLF) button under 'Toolkits'. 
• Select the elWS Online Forms (OLF) Click to Login button to access the application. 
• Users must log into the application using their ACE login and ACE password. For login issues see the FAQs. 

Wel-cnme to the elWS OnL,ne Forn1s 

Resmcted Information 

ThoefWS OrU,o Fcrms(OI.F)~ ... - ... ~lo-. -.,lele, P<lal l'1d 
subml-Fonnspro<......it,yAttounlngS<!Mces~-c~ml 
subml li:lrms-. Tho fmns lhet f11S!de in u.. ftl1l)llcatiol1.,. no i<mger"""""1 lo lhe 
Scanning & knoging Conlef. 

SO.alslole,,,,,u-,,m,.lhet,_,. .... "IJPllCl.lllon 

-RWIOMICW.USEOIU 
lmilaU.S.~~~-•......su~Sldot.-~-..-,,.~-.u-weottw~mrr 
-,.a ........ 10~aelM.¢M..M.'iammnl~WtdllirlheUnillaf~c.-..illC".ttla(flllll18U$C.t,1~H......_ ..... ___ .. _____ .. _.... ... -....... -_ ... _ 
...,..._...,..ailrirul~AnJ~•~-el#IJ$~~..-.~IOlllf~wtl!:potlal --~_,,_..,,. 
Help 

Forllldri:J!l--lllislllPllil<-.<ontedlMIT~ °""'"" 1-800-IJSPS.HB.P (1~n7"-15i Fot~ 
inli:Jm1ahan, -111<> etWS Online Forms~ on a., Accollnllrlg- .... 

FAQ: I received the Error message below. Answer: The screenshot below is for elWS, a restricted system, not the elWS Online Forms application. 

lmagm & Wo1t<tt-ow 

--dlsCl•"'-
WJ!Qi/;;i 

f:prpdYwc~ 
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