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This guide is designed to help you navigate quickly through the Interactive Voice Response (IVR) system when you call the Accounting Help Desk. First, locate your particular issue or problem listed (alphabetically) under the column labeled, “How can we help you?” Then, follow the guide, left to right to get a quicker response. You can either speak your response or press a number on your telephone’s keypad. This guide provides both options. 

	How can we help you?
	Would you like to hear the USPS privacy statement?  
	What is the reason for your call?
	What particular issue or problem are you having?
	If applicable, you are asked to provide more information…
	Response

	Address Change – Employee
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Address Change – Vendor
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
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	An agent answers

	Adjust Pay – Accessing or Error Message
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Adjust Pay – Change Password 
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	ADM Reports -- How to Run
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	ADM Reports – How to Read
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	AIC Problem
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Bad Check List
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Bank Reconciliation Report
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Claim Status
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say Status or press 1
	Enter your complete Mailing Receipt Number
	Claim status is provided

	Claim was Denied
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say General or press 2 
	
	An agent answers

	Claims -- How Long to Wait Before Filing
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say General or press 2
	
	An agent answers

	Claims -- How to File 
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say General or press 2
	
	An agent answers

	Claims -- How to Protest Amount
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say General or press 2
	
	An agent answers

	Claims -- Reimbursements for Postage and Fees
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say General or press 2
	
	An agent answers

	Claims -- Delivery After Claim Is Paid
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say General or press 2
	
	An agent answers

	Claims -- When to Expect a Decision
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say General or press 2
	
	An agent answers

	Contract Cleaner Guidelines
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	Contract Cleaner Not Paid
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	Contractual Payments – How Much Remains
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	Customer Postage Meter –Refunds 
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	Direct Deposit – Postal Employee
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Direct Deposit – Contractors or Vendors
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	eTravel Issues – Non-Technical
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	eBuy Issues – Non-Technical
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	eMOVES Information
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Expense Charges or Reports
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Form 2240 – Mailing Information
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Form 2240R – Mailing Information
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Form 3239 – Mailing Information
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Form 3533 – Mailing Information
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	Form 8127 – Mailing Information
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Form 8230 – Completion
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	In-Transit Stock Expenses
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	International Claim
	To bypass, say No
	Say Insurance Claim 

or press 2
	Say Status or press 1
	Enter your complete Mailing Receipt Number
	Claim status is provided

	International Money Order – Fees
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	International Money Order – Purchasing
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	IRT Information
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Leave – Buy Back
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Master Trust Report
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Master Trust – Balance Discrepancies
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Money Order – Billing Information
	To bypass, say No
	Say Money Order 

or press 1
	Say Status or press 1
	Say Agent 
	An agent answers

	Money Order Copy
	To bypass, say No
	Say Money Order 

or press 1
	Say Get a Copy or press 3
	
	Receive recorded instructions 

	Money Order – Dollar Limits
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Money Order Fees 
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Money Order – Reconciliation Expense or Report
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Money Order Replacements
	To bypass, say No
	Say Money Order 

or press 1
	Say Replacement 

or press 2
	
	Receive recorded instructions

	Money Orders – Sequentially Omitted
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Money Order Status
	To bypass, say No
	Say Money Order 

or press 1
	Say Status or press 1
	Enter the Money Order Serial Number
	Money order status is provided

	Money Orders – Voiding
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Money Order – Where to Cash
	To bypass, say No
	Say Money Order 

or press 1
	Say Status or press 1
	Say Agent
	An agent answers

	eMOVES Information
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Opening or Closing Your Office Problems 
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Paycheck – Allotments
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Paycheck – Copy of Pay Stub
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Paycheck – Involuntary Deduction
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say Yes or press 1
	An agent answers

	Paycheck – Direct Deposit
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	Paycheck – Replacement
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	POS Information
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	PostalOne! Information
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Salary Advance
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Stock In - Transit Report
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Transmission Issues
	To bypass, say No
	Say Other or press 3
	Say 1412 or press 1
	Enter your 10-Digit Unit Finance Number
	An agent answers

	Vendor -- General Information
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	Vendor -- Invoice Questions
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	Vendor -- Payment Status or Questions
	To bypass, say No
	Say Other or press 3
	Say Accounts Payable 

or press 3
	
	An agent answers

	W-2 – Getting a Duplicate
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers

	W-2 – Inquiries, Information
	To bypass, say No
	Say Other or press 3
	Say Payroll or press 2
	Say No or press 2
	An agent answers


For accounting assistance, contact the Accounting Help desk at 1-866-974-2733, send an email to THelp Desk, Accounting - St. Louis, MOTH or visit us at http://blue.usps.gov/wps/portal/accounting/
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