Utilizing eReassign

Submission of eReassign, 21-Day Reassignment Opportunities (Clerks Only)

From the internet browser, go to https://liteblue.usps.gov.

Enter Employee ID and Password to login.

2/, | LiteBlue

Welcome

Keeping USPS employees connected

All USPS employees must have multifactor authentication (MFA)
enabled to access LiteBlue and their Self-Service Profile.

USPS recommends that all employees register for at least two
MFA security methods. To update your MFA settings, click here.

Sign in

Self-Service Profile | Multifactor Authentication

UNITED STATES
B PosTaL service

Sign In
USPS recommends that all
employees register for at least two
MFA security methods. To update
your MFA settings, click here.

Employee ID

@ This field cannot be left blank

lentification Number (EIN)

|| Keep me signed in

UNITED STATES
‘ POSTAL SERVICE.

Verify with your password

@I

Password

! °

Password Recovery

Verify with something else

Back to sign in

After inputting your password, you must verify with the Multi-Factor

Authorization (MFA) method you set up.

1 of 27



Utilizing eReassign

From the home page, click the “Apps” tab at the top.
Locate and click on the “eReassign” application.

Apps Inside USPS MyHR @ ‘ LiteBlue Home Apps Inside USPS MyHR

Have you moved recently? O) . .
Update your maling address in Employee applications
MyHR today.
MyHR now offers the convenience of i
reviewing and updating personal and - A
contact information in a few quick and ) —
easy steps. HR Employee Self Service eCareer eJob bidding
Visit MyHR to verify your information.
0 N
UNITED STATES E —
B ‘ ol it POSTAL SERVICE. ePayroll eReassign eRetire
. ] e (Y X
. Az aE) fore)
Human Resources Featured Topics . .
@ MyHR « Career Conferences Informed Delivery My Contact Information PostalEASE
[)COVID-19 Resources « Informed Delivery
2. Retiree

A new window will open. Click on “Go here to Log in to
eReassign”. This link is at the bottom of the page.
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Utilizing eReassign

Click “Submit 21-day Request” at the top of the page.

P UNITED STATES

POSTAL SERVICE « ]
elReassign
Welcome | FAQ| Help | Sign Out RESTRICTED INFORMATION

Welcome:

K_LNAME, J_FNAME
J

Request for Change
in Craft

eReassign is not to be
used for requests to
change crafts within an
installation. It is to be
used only for
reassignment requests
from one postal
installation to another

Update HR Contact
Please update the HR
Contact list as turnover
occurs in personnel. To
remove someone from
the list, the FSC should
revoke their access in
eAccess.

Reassignment No
Longer Desired

If you are no longer
interested in being
reassigned, please
remember to withdraw

your request

= APWU Contract
= Mail handler
Contract

My 21 Day Clerk Craft Only Requests
To submit a 21-Day request, click the following button: I Submit 21-Day Request | @
My Requests

To submit a request, click the following button: l Submit a Request

Search for Bid Cluster

To search for a bid cluster by State, click on the following button:
l Search by State

To search for a bid cluster by entering the City and State, click the following button:
l Search by City

Reassignment Opportunities
Reassignment opportunities are advertisements of positions in demand.

To search the Reassignment Opportunities Postings, click the following button:
| Search Reassignment Opportunities |

Administration

[Z] SO Contacts - View the contact information for Selecting Official personnel.

kd HR Contacts - View the name, address, phone/fax number, and email address of all
Reassignment Coordinators.

Return to Top

Welcome | FAQ | Help | Sign Out

If you need assistance, please refer to the Help, FAQ
or your local Personnel Office.
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Utilizing eReassign

a UNITED STATES
POSTAL SERVICE

Weilcome | FAQ | Help | Sign Out

Welcome:

K_LNAME, J_FNAME
J

Request for Change
in Craft
eReassign is not to be
for requests to
nge crafts within an
allation. It is to be
only for
gnment reque
from one postal
mnstallabon to another

Update HR Contact
Please update the HR
Contact kst as turnover
occurs in personnel. To
remove someone from
the hist, the FSC

revoke their ac
eAccess

Reassignment No
Longer Desired
Ify e no longer
r

swresled in beng
reassigned, please
remember to withdraw
your request

handiler

NALC
Job Descnphons

ELM Policy

APWU Transfer
Y

-

eRReassign
RESTRICTED INFORMATION

Instructions: Complete the following form to submit your 21 Day Clerk Craft Only
Reassignment Opportunity

Please note your selection will allow you to apply within your current district, within a 100
miles of your current bid cluster, and expanded distance opportunities (when available).

Note: Empioyees who receive a reassignment will be pting a position as a FT ot
for some maintenance positions.

Request History

Z] Employee Name: K_LNAME. J_FNAME J

2] Empiloyee ID: 57257661

This 1s your official address on file. You can change your address for this request
however, it will not change your official address. Please contact your local personnel
services if there are official changes

= “ Home Address: |7661 LONE OAK PKWY |

k) * Home City: :MINNFAF’Ol Is

i d| " State: ;Mxnnesota ~

7 = Zip Code: 55418

7] Zip~a: [oo00 | (Optionat)
i d| Email Address: | (Optional)
kd) Daytime Phone Number: | | (Optional)
kd) * Supervisor Name:

d) * Supervisor Phone Number:

kd) Current District: Northland District

i d| Current Bid Cluster: MINNEAPOLIS(MN) POST OFC - INS
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Utilizing eReassign

[l

N

[

%)

[

W

[

@

* Supervisor Phone Number:

Current District: Northland District

Current Bid Cluster: MINNEAPOLIS(MN) POST OFC - INS
Current Position: MAIL PROCESSING CLERK . Level 06
City: MINNEAPOLIS

State: MN

Zip Code: 55401

Zip+4: 2002

Enter on Duty Date: 01/07/2015

DES ACT: 110

Seniority Date: 010772015

Months at Current Location in 18 or more

Present Crafu:

Pay Location: 343

* Do you have a valid state
driver's license?

Yes No

! * Please click this checkbox to indicate that you understand and accept
the terms of the Driving Disqualifications Table.

Please select one or more districts in order to look for 21 Day Clerk Craft Only
Reassignment Opportunities from the combo box below and click Add
Districts. Reassignment Opportunity selection will be filtered by district. You
also have the option to filter by bid clusters within your selected districts.

* To qualify for this position your current impacted bid cluster must be in

the same District or within 100 miles. Award shall be based on clerk craft
seniority in your current bid cluster.
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Utilizing eReassign

Driving Requirements:

You must answer BOTH
driving questions.

*And you must answer the
qualification verification.
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Utilizing eReassign

Z] " Bid Cluster Selection:

Instructions: Highhght your preferred Bad Cluster(s) and use the arrows to generate a
kst of selected Bed Cluster(s) for which you would ke to wew 21-Day Reassignment
Opportunites

Awvailable Selected

Lakeland District

DEERFIELDYL ) POST NSHD
417 miles srevary
SACONOM) POST OFC - INSHD N
SS4 miles sasry e
>
Northland District <
<<

AFTOMNMBMN) POST OFC -
413 miles oravary

Al E X AS ST S W
471 miles srevary

" Privacy Act: Please read the following

IThe collection of thus informatbon s authonzed by 39 USC 401

and 1001. This information will be used 1o process your reguest
for reassignment. As a routine use. the informaton may be
cesclosed to an appropnate govermment agency, domestic or
forewgn. for law enforcement purposes. where pertnent, n a

legal proceeding to which the USPS is a party or has an interest,

ko o Aansinsnesoot Scsoese s e oscdos to ot e asfosees ataoes solooc et Ses

|Thes posting closes on the 21st day of the month at midnsght
Central Time. You may withdraw or modify your selection(s) during
rhe month until that tme. Once the posting s closed (21st day at
midnight CT) you may not make further changes and your
placement is mandatory. Failure 1o report to the gaining bid cluster
you selected will result in your separation from the U .S Postal
Service._If the asssggnment you select has a skill or scheme
requirement hsted on the posting for which you are not currently
guakhfied you must successfully guahfy or you will be separated from
the U.S. Postal Service. Chck Agree to continue or Disagree to end
this sesswon

Agree Dssagree

Chic ik on thes Dutton if you wish o modify your reguest
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Utilizing eReassign

Select your choices from the table by entering the choice number in the textbox.
Selections will be ranked by numerical choice.
Acknowledge the location requirements and hit SAVE.

UNITED STATES
POSTAL SERVICE » _
eReass/igrn
Welcome | FAQ | Help | Sign Out RESTRICTED INFORMATION
Welcome- 21 Day Clerk Craft Only Reassignment Opportunities Selection
K LNAME. J FNAME Instructions: Select your choices from the table below by enternng the choice number into

J the Choice # textbox. If you would ke to unselect or remove a reassignment opportunity
delete the entry from the Choice # textbox. Selections will be ranked by your numencal

Request for Change choice
in Craft i
eReassign s not 1o be Display | 10 | records per page
used for regquests to ol Bid Skills, o Rl
N = - Schedule Hours Schemes, ay Title olce
installation_ It is to be 1D Cluster =] =3 License Lvi ) -
used only for i 4 rd e B 4 z B rd
reassgnment requests —
from one postal AFTONMN) Sa
t,0900.170 CLERK
mnstallabvon 1o another 10862380 POST OFC - o 8 - - CRAFT 71
INSHD
Update HR Contact AFTON(MN) -
Please update the HR 31038457 POST OFC - OSa.‘OQ-OO.‘TTO s - - g'ﬁi@?
as turnover INSHD
_ sonnel. To
remove someone from 85542743 :FOTSCT)\S?(?)— Sat.0900.170 o _ _ Sample
the kst the FSC should - o Posmon
INSHD
revoke thewr access in
eAccess R Skills, Pay _ -
Job 1D Bid Cluster Schedule Hours Schemes, Ll Title Choice #
Reassignment No License
Longer Desired -
If you are no longer Showng 1 to 3 tem(s) of 3 Prev IS 1 Next

nterested n beng
reassigned. please
remember to withdraw —
your request

* To qualify for this position your current impacted bid cluster must be in the same
District or within 100 miles. Award shall be based on clerk craft seniority in your

AFPWU Contract current bid cluster.

Save | Cancel

Welcome | EFAQ | Help | Sign Out

If you need assistance. please refer to the Help. FAQ
or your local Personnel Office
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Utilizing eReassign

You have the ability to withdraw or modify your requests from the Welcome Page.
REMEMBER THAT ALL CHANGES MUST BE MADE BEFORE THE POSTING CLOSES.

a UNITED STATES
POSTAL SERVICE «

eReassigr
Welcome | FAQ | Help | Sign Out RESTRICTED INFORMATION
Welcome: My 21 Day Clerk Craft Only Requests
“RSON. ARTHUR To modify your 21 Day Clerk Craft Only requests. click the following button Modify 21-Day Requests
Show 10 ~ entries
Skills, Pay Choice
Job 1D Bid Cluster Schedule Hours Schemes, Titde .
= = =) Lwvi =) »
(rd d rd ird) License =1 rd pa
= (i d) d
ABBYVILLE(KS) P Sat.0100.040 700 mal
39879433 ST OFC - INSHD  ©: L - - es -
ABBYVILLE(KS) P Sat.0100.080 819 mal
42739487 oST OFC - INSHD  O©: 168 - - es 2
i Skills, Schemes, Pay
Job 1D Bid Cluster Schedule Hours L icanae Ll Tide Choice #
Update HR Contact
the HR Showing 1 to 2 of 2 entries Previous 1 MNext
My Requests
To submat a request, click the followang button k Submet a Request |
Search for Bid Cluster
To search for a bid cluster by State. click on the following button
Reassignment No Sessch by State
Longer Desired
. To search for a bad cluster by entenng the City and State. click the following button
Search by Caty
Reassignment Opportunities
Reassignment opportunities are adverisements of positions in demand
To search the Reassignment Opportunities Postings. click the following button
Search Reassignment Opporunities
Administration
[Z7] SO Contacts - View the contact information for Selecting Official personnel
----- HR Contacts - View the name_ address. phone/fax number, and emasl address of all Reassignment

Coordinators
=7 Print Submission Form - Print a blank copy of the submission form to mail to employees. Include a

et ad crarcenes ~fF tha Memans Meocrmialfic atenes Takla
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Utilizing eReassign

Submission of Regular eReassign Reassignment Opportunities

*Note: There are 2 ways to submit a Regular eReassign Request.*

Method 1: You can submit a request for a specific installation and craft at any time, even when there is no vacancy (this gets
your name on the list for that location immediately), or

Method 2: you can submit for an installation and craft when there is an actual listed vacancy.

From the internet browser, go to https://liteblue.usps.gov.
Enter Employee ID and Password to login. UNITED STATES

B POSTAL SERVICE

UNITED STATES

'
E@ ‘ LIteBIue POSTAL SERVICE.
G

%k k
SignIn K/

USPS recommends that all
employees register for at least two

MFA security methods. To update @_

your MFA settings, click here.

Welcome

Keeping USPS employees connected

Verify with your password

All USPS employees must have multifactor authentication (MFA) Employee ID Pasiword

enabled to access LiteBlue and their Self-Service Profile. Employee Identification Number (EIN ‘ | © ‘

USPS recommends that all employees register for at least two

MFA security methods. To update your MFA settings, click here. 0 This field cannot be left blank

[ ] Keep me signed in
Sign in Password Recovery

Verify with something else

Self-Service Profile | Multifactor Authentication g
Back to sign in

After inputting your password, you must verify with the Multi-Factor
Authorization (MFA) method you set up.
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Utilizing eReassign

From the home page, click the “Apps” tab at the top.
Locate and click on the “eReassign” application.

Apps Inside USPS MyHR @ ‘ LiteBlue Home Apps Inside USPS MyHR

Have you moved recently? O) . .
Update your maling address in Employee applications
MyHR today.
MyHR now offers the convenience of i
reviewing and updating personal and - A
contact information in a few quick and ) —
easy steps. HR Employee Self Service eCareer eJob bidding
Visit MyHR to verify your information.
0 N
UNITED STATES E —
B ‘ ol it POSTAL SERVICE. ePayroll eReassign eRetire
. ] e (Y X
. Az aE) fore)
Human Resources Featured Topics . .
@ MyHR « Career Conferences Informed Delivery My Contact Information PostalEASE
[)COVID-19 Resources « Informed Delivery
2. Retiree

A new window will open. Click on “Go here to Log in to
eReassign”. This link is at the bottom of the page.
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Utilizing eReassign

Method 1: Click “Submit a Request” at the top of the page.

UNITED STATES
2=

POSTAL SERVICE )
elReassign
Welcome | FAQ | Help | Sign Out RESTRICTED INFORMATION

Welcome: My 21 Day Clerk Craft Only Requests
K_LNAME, J FNAME To submit a 21-Day request, click the following button: | Submit 21-Day Request
J My Requests

To submit a request, click the following button: I Submit a Request | @
fRoguost foriChanre Search for Bid Cluster

eReassign is not to be To search for a bid cluster by State, click on the following button:
used for requests to l Search by State

change crafts within an
installation._ It is to be
used only for =
reassignment requests I Search by City

from one postal

installation to another. Reassignment Opportunities

Update HR Contact Reassignment opportunities are advertisements of positions in demand.

To search for a bid cluster by entering the City and State, click the following button:

Please update the HR

Contact list as turnover
occurs in personne]_ To I Search Reassignment Opportunities

To search the Reassignment Opportunities Postings, click the following button:

remove someone from

LWCEMS LN SR LG Administration
revoke their access in ) : 2 . g
eAccess. [Z] SO Contacts - View the contact information for Selecting Official personnel.

HR Contacts - View the name, address, phoneffax number, and email address of all

Reassignment No . :
9 kd Reassignment Coordinators.

Longer Desired

If you are no longer
interested in being Return to Top
reassigned, please

remember to withdraw

your request. Welcome | FAQ | Help | Sign Qut

- APWA Confract If you need assistance, please refer to the Help, FAQ

= Mail handler or your local Personnel Office.
Contract
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Utilizing eReassign

E LINT T | ED STATES
AL SERVIE »

Welcome | FAQ | Help | Sign Owut RESTRIC

eITeISSIgr?
TED INFORMATIMON

Welcome: Instructions: Complete the following formm to submit your reassignment request Each reguest can only
be for one distrnicl. one bid cluster and up 10 five crafts within that bed clv <3 for me > cts
MNANE J_FMNANME or bed clusters must be submitted as separate reguests
Request
Request for Change [7] Employee Name: C_LNAME. J_FNAME H
in Craft
gnN s Not 1o be R _
used for requests to 7] Employee 1D: S0458357
change cra arthen
ilatson_ It s 1o be This is your official address on file. You can change your address for this request,
»nily for howewver. it will not change your official address. Please contact your local
grment reque personnel services if there are official changes.
allatron 1O aNo ==
7 "Home Address: 8357 LONE OAK PKWY |
ll')(lall~ HR Contact
== 7 "Home City: JASPER
> DLarT
oCccurs n pE'rle‘n(l To }
rermon SOIMEON [F] “Stuate: Georgaa ~
the st the FS
revoke the: E = B
eAccess [F] ~Zip Code: 30143
Reassignme . -
Longer Desired [T Z1P - 4: 0000 {optional)
(7] Email Address: {optional)
remember tO woathdr arew _
Yy Oour request o Daytime Phone (optional)

= Number:
[F] "Supervisor Name:

=) “"Supervisor Phone

— Number:

7] Current District: Azianta District

[7] Current Bid Cluster: ACWORTH(GA) POST OFC - INSHD (GA)
F] Current Position: MAIL PROCESSING CLERK. Level 06
#)] Ciny: ACWORTH

7] Stave: GA

7] Z1P Code: 30101

(7] ZWP-a: a9ss

7] Enter on Duty Date: O1/07/2015

[FIDES ACT: 110

7] Seniority Date: O1/07/2015

Complete the required information.
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You can selectup to 5
craft choices per bid
cluster per request.
Once you select the first
choice, then the second
choice box will appear
and so on.

When complete, click
Submit Request. You
may save as a Draft but
this will automatically
delete after 30 days of
inactivity.

Utilizing eReassign

Monihs at Current

7] Location in Present 18 or more
Craftu:
(7] Pay Location: 144

[¥F] " Do you have a valid state driver's license?:

Yes No

icate that you understand and accept the

Click the buttons below to search for crafts. Bid Cluster and crafi(s) should be selected
i order of preference. Each request can only be for one distncl. one bid cluster and up
to five crafts withan that bid cluster. Requests for mulbple distnicts or bid clusters must
be submitted as separalte requests You must specify a bid cluster and craft when
requesting a reassignment

You must be qualified on the appropriate exam(s) at the time of consideration.

7] “Suatve: You must first select a State.
7] “District: v nust first select a State  ~~
7] "Bid Cluster: - e e e,
¥] “"First Choice Crafu: Y g t first select a E | tar. ~
Privacy Act: Please read the followwng
The collectton of thes information s authonzed by 39 USC 401 and 1001
This information will be used to process your request for reassignment -~

As a routine use. the mformaton may be disclosed to an approprnate
government agency ., domestic or foreign. for law enforcement purposes
where pertment. in a legal proceeding to whach the USPS is a party or
has an interest. 1o a government agency in order 1o obtain information
roloccant to o L ISPS for icics ©one Sesano ool rnant  soc st

If you would ke to submst thas reguest to the distnct where you requested
reassignment. click the following button

Subrmet Request

If you are not fimished with the reguest and want to complete it later. click the following
button to save the reguest as a draft Reguests that have not been submitted within 30
days will be deleted

Save Draft

¥ you wowuld ke to Cancel this request. chck the following button
Return to Weicome FPage
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Utilizing eReassign

Once submitted, you will receive a confirmation page.

Welcome:

H

not

mnstallabon 1o anc

Update HR
Please update

1o with

Welcome | FAQ )

C_LNAME., J_ FNAME

to be
o

ther

Contact kst as turmmover

e

Help 1 Sign Out RESTRICTED INFORMATION

Submit Request Confirmation

You have submitted this request. Below is the Acknowledgment Letter. You may print
it out for your records.

117292016

C_LNAME. K J FNAME H
8357 LONE OAK PKWY
JASPER. GA 30143 - 0D0OO

This is to acknowledge receipt of your request for reassignment
First Choice: FT LAUDERDALE(FL) POST OFC -1 (FL)
CLERK CRAFT

Reassignment requestis are processed in the order in which they are recerved. Each choce
on your request has been placed On Hold until one of your requested choices has a vacancy
and you are the next avaslable candidate for conssderation. Al such ime, the commesponding
choice on your request will be placed In Review and you will be notffied in writing of the
specific posiion for whech you are being considered

You will have the option of dechning the offered position but will then be removed from
consideration for this choice on your request Any remaming choes within the request will
remain On Hold and you will continue to be considered in date order as vacancies anse

Please do not call our bed cluster to inguire about the status of your request. as you will be
notified n wrnting when you are being consixdered for a position

All request choice(s) with a status other than 'In Review” expire one year from the
Submussson Date or on thes date each subsequent year that a request choxce(s) is extended
Choice(s) with a status of In Review will be automatic ally extended for an addihonal one year
and will expire unless manually extended. Employees. or HR on behalf of an employee. are
able 10 extend choice(s) for an additional year beginning 90 days before it is set 1o expire. To
do thes. click the Extend Reguest button on the bottom of the Request Tab to proceed to the
extend page. Only choices that are ebgible 1o be extended based on status and expiraton
date will be avaslable to be extended. If a regquest choice(s) is not extended. i 1s set to
“Cilosed as Expired” one year from the Submission Date or on this date each subsequent
year that a request choice(s) s extended

If. dunng this penod. your home address changes. it will be your responsibility to update your
request online 10 assure accurate addressang of letters informing you of the progress of your
request You may also check the status of your request online n the event that you are
unable 1o pnnt thas letter at thes me

If you are no longer interested in reassigning to one or more of your selected choices, you
should withdraw the choice or the entre request as apphcable

If the position to which you transfer reguires you to gualify on a skill for which you recemve
formal tramning. fadure to pass that tramning will be grounds for removal from the Postal
Service

You can review and update your request at the eReassign web site

hitps lleRe:

Thank you for your interest in reassigning to the South Florida District

Return to Welcome Page l‘

Print Confemation

Retum to Top
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Utilizing eReassign

If you are an impacted employee eligible for Priority Status, there will be a message above your
choices as below.

You must be qualified on the appropriate exam(s) at the time of consideration.

You have APWWU priority status for request received between 06/30/2016
and 04/01/2017.

7] “State: [You must first select a State. ~ |

[7Z] "District: Y ou must first select a State. ~

N .
[E] "8Bid Cluster: You must first select a District. ~

[F] "First Choice Craft: You must first select a Bid Cluster. ~

Privacy Act: Please read the following
[The collection of this information is authorized by 39 USC 401 and 1001 ]
This information will be used to process your request for reassignment ~~
As a routine use, the information may be disclosed to an appropriate
government agency, domestic or foreign, for law enforcement purposes
where pertinent, in a legal proceeding to which the USPS is a party or

~

has an interest. to a government agency in order to obtain information
lralavcant to a LISPS decision concernino emoloument  sec ot

If you would hke to submit this request to the distnct where you requested
reassignment, click the following button

Submit Request

If you are not finished with the request and want to complete it later, click the following
button to save the request as a draft. Requests that have not been submitted within 30

days will be deleted
Save Draft

If you would like to Cancel this request, click the following button.
Return to Welcome Page

Return to Top

Welcome | EAQ | Help | Sign Out

If you need assistance, please refer to the Help. FAQ
or your local Personnel Office
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Utilizing eReassign

If you sucessfully submitted a Priority Request, the confirmation will appear as below.

Welcome:

LNAME J FNAME

Request for Change
in Craft

Reassign
used for reqe

Update HR Contact
Fle update the HR

revoke thew ac
eAccess

Reassignment No
Longer Des
If you are no kong
n bewng
d, pleas
»@r 1o with

reque

Welcome | FAQ | Help | Sign Out RESTRICTED INFORMAT

Submit Request Confirmation

11292016

K_LNAME. J_FNAME J
7661 LONE OAK PKWY
MINNEAPOLIS, MN 55413-0000

This s to acknowledge receipt of your request for pnonty reassignment

First Choice: AFTONMN) POST OFC - INSHD (MN)
MAINTENANCE CRAFT

You have been identified as a member of the group of empiloyees being excessed from
MINNEAPOLIS(MN) POST OFC - INS

Under the terms of the APWU Contract Extension MOU . you are given prionty status for
voluntary reassignment based on your Craft Senionty. Each choice on your regquest has been
placed on Hold until one of your requested choices has a vacancy or the pernod of Prionty
Status expwes on 04/01/2017. Ar such time. the cormresponding choice on your request will be
placed In Review and you will be notified in writing of the specific position for which you are
being considered. Note: The End Prionty Transfer Date s subject to extension if the
Involuntary Excessing Effective Date is extended

If you have apphed for any other craft than Clerk Craft. Mamtenance Craft. Motor Vehicle
Craft, and Matenal Support Craft or any combination of these, your request will not receive
prnornty conssderation. You will be placed on the active request kst by the date submitted n a
status of on hold until your reguest has been reached

if you are a Part Time Flexable Clerk from a Bad Cluster with an impact to PTF Clerks and you
are applying 1o a Reassignment Oppornunity within your District and/or 100 meles from your
mpacted Bid Cluster in the 21-day process. you will have untd midmnght (Central Time) the
21st day of the month to withdraw if you are no longer interested in reassignment. If you do
not withdraw by that date and ime you will be reassigned f you are the semnor apphcant for
the PTF Clerk vacancy. If you are an APWU represented employee from a Bid Cluster with
an impact to Full Time APWU jobs and you have applied for reasssgnment to APWU
represented jobs through regular Reassignment Opportumities you will have the option of
declhnang the offered position. but will then be removed from consideraton for this choce

Please do not call our bid cluster to ingquire about the status of your reguest. as you will be
notified in wnting when you are being considered for a position

All regquest choice(s) will be merged into the regular eReassign requests upon the expratbon
of the Priority Status penod. Your request will then be considered in date order based on the
Submussion Date

If, dunng this penod, your home address changes, it will be your responsibility to update your
regquest onlne 1o assure accurate addressing of letters mformang you of the progress of your
reguest You may also check the status of your request online in the event that you are
unable to print thus letter at thus time

If you are no longer interested in reassigning 1o one or more of your selected choices, you
should withdraw the choice or the entire request as applicable

You can review and update your request at the eReassign web site

SRS COIm

btips SieReassign,

Thank you for your interest in reassigning to the

Return to Welcome Page

ON
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Utilizing eReassign

Method 2: Click “Search Reassignment
Opportunities” at the top of the page.

This method only works when there are active postings from the 15t - 215t of each month.

UNITED STATES
E POSTAL SERVICE»

eReassign
Welcome | FAQ | Help| Sign Out RESTRICTED INFORMATION

Welcome: My Requests

To submit a request, click the following button: | Submit a Request |
Search for Bid Cluster

Mutual Swap/Trade To search for a bid cluster by State, click on the following button:

eReassign does not | Search by State |

process a mutual

exchange. When a To search for a bid cluster by entering the City and State, click the following button:
mutual exchange is | Search by City |

made between

employees in the same ; ers
craft and status. The ReaSSIQnment Opportunltles

exchange is different Reassignment opportunities are advertisements of positions in demand.

bid clusters to an

unassigned status. The To search the Reassignment Opportunities Poglings, click the following button:
employees both take | Search Reassignment Opportunities \

the seniority of the

LT OTERLRUEI Administration

trade. Contact your X . . . .

union regarding a [7] SO Contacts - View the contact information for Selecting Official personnel.
search of employees
interested in an 7]
exchange and

eligibility.

HR Contacts - View the name, address, phone/fax number, and email address of all
Reassignment Coordinators.

Application to Posted
Position
Although you may Return to Top
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Utilizing eReassign

Select a District from the Dropdown menu. This is required.
Optionally, you select a bid cluster and position as well (this will
narrow the results and may result in no results being returned).

- LJ
Welcome | FAQ | Help| Sign Out RESTRICTED INFORMATION
Welcome: Active Reassignment Opportunities Search
Enter as many fields as possible and click Search.
Mutual Swap/Trade kd| Reassignment Opportunities Posting Number: |
eReassign does not
rocess a mutual

gxchange. When a @ *District : a [AR-OK DISTRICT V]
mutual exchange is

made between (7] Bid Cluster: | You must first select a Bid Cluster. v

employees in the same
craft and status. The
exchange is different [?] Position: Yo st first sele E uster. v

bid clusters to an
unassigned status. The

employees both take | Search |
the seniority of the
junior employee in the Return to Top
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Utilizing eReassign

Active Reassignment Opportunities meeting the criteria you
selected will be displayed. Click on the hyperlinked “Posting
Number” for any you are interested in.

Welcome | FAQ | Help | Sign Out RESTRICTED INFORMATION

Welcome: Active Reassignment Opportunities Search Results

30 items found

Mutual Swap/Trade Display |5  w |records per page Search: |
eReassign does not 7

process a mutual
exchange. When a
mutual exchange is Posting Number: 361917

made between

employees in the same District: AR-OK DISTRICT

craft and status. The

exchange is different Begin Date: 02/01/2026

bid clusters to an

unassigned status. The End Date: 02/22/2026

employees both take

the seniority of the Description: The AR-OK DISTRICT is accepting reassignment requests for a FULL-TIME
junior employee in the REGULAR SALES,SVCS/DISTRIBUTION ASSOC, LEVEL 06 for the

trade. Contact your OKLAHOMA CITY(OK) POSTOFC - .

union regarding a This position has 40 Hours per week.

search of employees The schedule for this position is Sat/Wed/Thu/Fri - 0400-12.

interested in an The Non-Scheduled days are SUNTUE.

exchange and This position has the following special requirements:

eligibility.

-This position requires successful applicant to qualify on: 421 EXAM
Application to Posted -Other: 95756714

Position
Although you may
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Utilizing eReassign

Complete the required information. Scroll to the bottom and click “Submit Request”
[

We me | FAQ | Help | Sign Owut RESTRIKC

Welcome:

__LNANME J_F NAME
H

Request for Change
in Craft
R« on = not 1o be
used for reguests to
change crafts wiwthan an
It s o be
»d only for
sgnment requests
one postal
laton o another

Update HR Contact
FPlease update the HR
NEtact hst > tTurmover
OCCUrs ;}Erscw*nel To
ne from
3

Reassignm

Longer Desired
are no longer
sted n being
gned. pl :

remember to withdraw
your request

eI eISSIgT
CTED INFORMATIMON

Instructions: Compilete the following form 1o submit your reassignment requesl Each request can only
be for one distrnict. one bid cluster and up 10 five crafts within that bed clh <y for multiple districts
or bed clusters must be submitted as separate regquests

Request

(7] Employee Name: C_LNAME. J_FNAME H

[7] Employee 1D: 50458357

This is your official address on file. You can change your address for this request,
howewver. it will not change your fficial address. Please contact your local
personnel services if there are official changes.

[F7] "Home Address: 8357 LONE OAK PKWY |

T "Home City: JASPER

7 “State: Georgsa ~
7 ~Zip Code: 30143
[T ZIP - 4- 0000 {optional)

(7] Email Address: {optional)

%) Daytime Phone
= Number:

{optional)
P "Supervisor Name:

ey | Supervisor Phone
Number:

Current District: Agianta District

Current Bid Cluster: ACWORTH(GA) POST OFC - INSHD (GA)

Current Position: MAIL PROCESSING CLERK, Level 06

[F) Cizy: ACWORTH
7] Sutate: GA

(7 ZIF Code: 30101

T ZNP -4 9998

Z] Enter on Duty Date: O1/07/2015

7] DES ACT: 110

7] Seniority Date: O1/07/2015
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Utilizing eReassign

Canvassing through eReassign

A residual vacancy is posted once on a Canvass if the position is not filled prior
to Step 7 of the MOU. Canvass postings are posted on the 15t- 10" or the 15t -
25t of the month.

For PTFs and PSEs: These positions are applied for through eReassign.
Canvass positions will only show up if an employee’s Form 50 office is within
50 miles of an office that is on the Canvass.
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Utilizing eReassign

Submission of Canvass Opportunity through eReassign

From the internet browser, go to https:/liteblue.usps.gov.

Enter Employee ID and Password to login.

2/, | LiteBlue

Welcome

Keeping USPS employees connected

All USPS employees must have multifactor authentication (MFA)
enabled to access LiteBlue and their Self-Service Profile.

USPS recommends that all employees register for at least two
MFA security methods. To update your MFA settings, click here.

Sign in

Self-Service Profile | Multifactor Authentication

UNITED STATES
B PosTaL service

Sign In

USPS recommends that all
employees register for at least two
MFA security methods. To update

your MFA settings, click here.

Employee ID

@ This field cannot be left blank

|| Keep me signed in

UNITED STATES
‘ POSTAL SERVICE.

Verify with your password

@I

Password

! °

Password Recovery
Verify with something else

Back to sign in

After inputting your password, you must verify with the Multi-Factor

Authorization (MFA) method you set up.
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Utilizing eReassign

From the home page, click the “Apps” tab at the top.
Locate and click on the “eReassign” application.

Apps Inside USPS MyHR @ ‘ LiteBlue Home Apps Inside USPS MyHR

Have you moved recently? O) . .
Update your maling address in Employee applications
MyHR today.
MyHR now offers the convenience of i
reviewing and updating personal and - A
contact information in a few quick and ) —
easy steps. HR Employee Self Service eCareer eJob bidding
Visit MyHR to verify your information.
0 N
UNITED STATES E —
B ‘ ol it POSTAL SERVICE. ePayroll eReassign eRetire
. ] e (Y X
. Az aE) fore)
Human Resources Featured Topics . .
@ MyHR « Career Conferences Informed Delivery My Contact Information PostalEASE
[)COVID-19 Resources « Informed Delivery
2. Retiree

A new window will open. Click on “Go here to Log in to
eReassign”. This link is at the bottom of the page.

24 of 27



Utilizing eReassign

Click “Submit 50-Mile Canvass Request” at the top of the page.

UNITED STATES
POSTAL SERVICE »
eReassign
Welcome | FAQ | Help | Sign Out RESTRICTED INFORMATION
Welcome: My 50-Mile Canvass Requests
To submit a 50-Mile Canvass request, click the following button: Submit 50-Mile Canvass Request ] @
Administration
Mutual Swap/Trade i .
eReassign does not 2 HR Contacts - View the name, address, phone/fax number, and email address of all

process a mutual Reassignment Coordinators.

exchange. When a
mutual exchange is
made between
employees in the same
craft and status. The
exchange is different
bid clusters to an
unassigned status. The
employees both take
the seniority of the
junior employee in the
trade. Contact your
union regarding a
search of employees
interested in an
exchange and
eligibility.

Application to Posted
Position
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Utilizing eReassign

g UNITED STATES
POSTAL SERVIKE -

eITeISSIgr?
Welcome | FAQ | Help | Sign Owut RESTRICTED INFORMATION
Welcome: Instructions: Compilete the following formm to submit your reassignment reguest Each request can only
be for one distrncl. one bid cluster and up 10 five crafts within that bsd cluster. Reguests for multiple districts
NAME. J_FNAME or bid clusters Mmust be submitted as separate reguests
Request
Request for Change [7] Employee Name: C_LNAME. J_FNAME H
in Craft
sgn s Nnot 1o be — - -
used for regquests to (7] Employee 1D: S0458357
change crafts within an
aliatson. It s 1o be This is your official address on file. You can change your address for this request,
>d only for howewver. it will not change your official address. Please contact your local
grment reque personnel services if there are official changes.
from one postal
7] "Home Address: 8357 LONE OAK PKWY |
T "Homme City: JASPER
occurs n personnel. To }
remo someone from [F] “State: Georgaa ~
the kst the F should
revoke thew ax SS n I
eAccess [F] ~Zip Code: 30143
Reassignment No . -
Longer Desired [F)ZIP - A4 o000 {optional)
are no longer
ested n bein (] Email Address: {optional)
remember to woathdir are _
yOour request o Daytimme Phone
d Number: {optonal)

[F] "Supervisor Name:

“"Supervisor Phone

*—~ Number:

7] Current Districe: Agianta District

[7] Current Bid Cluster: ACWORTH(GA) POST OFC - INSHD (GA)
F] Current Position: MAIL PROCESSING CLERK. Level 06
2] City: ACWORTH

7] Stave: GA

[ Z1wP Code: 30101

T ZIP-Aa: 9998

Z] Enter on Duty Date: O1/07/2015
[FIDES ACT: 110

7] Seniority Date: O1/07/2015

Complete the required information and then scroll towards the bottom of the page.

26 of 27



If there are vacancies, they
will be shown here.

Select the
vacancy/vacancies you are
interested in from the left
column and use the arrows
in the middle to move
them to the column on the
right. Scroll down and
click “Agree”.

[f there are no vacancies, it
will look like this:

Utilizing eReassign

[?] * Bid Cluster Selection:

Instructions: Highlight your preferred Bid Cluster(s) and use the arrows to generate a list of
selected Bid Cluster(s) for which you would like to view 50-Mile Canvass Reassignment
Opportunities.

The mileage indicated below is a radius from your current duty installation.

Available Selected

There are currently no 50-Mile
Canvass Reassignment
Opportunities within 50 miles of
your installation. Please try again
later.

‘>>

A|V

‘<<
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