Information Center
The Information Center www.usps.org/info  is a tool that allows the members to have information at their finger tips.  The Information Center has grown to include many aspects of the national website that were already available.  But, now by securing the information, we also can allow members with the proper permission to change information directly on the web site.

[image: image1.png]Manage Your Profile - Windows Internet Explorer provided by eBay

)~ [ s/ rmvispsorgcsrbinmonsimproiecs_+[45] x

Google: o~

i Favorites =

© Varagevo., @ Memberiors |

Phone2 a
(Business)
Ext
oK to call N
Fax 07527879
Cell Phone. 321 734-6686
Email sailorspence@att.net
Send Email  Validate Email Address
Email Status Valid  Change Status
MmsT 0
Skype
Sig Other Kristi
Sig Other Cert
Sig Other Sex F

Additional Information (cannot be updated)

Squadron#: 5371
Name: ‘Sebastian Inlet Sail & Power Squadron
District: B
Years: 34
Mm: 28
Edpro: 04/01/1984
Edach: 05/01/1984 |
Senior: 1987
Life 2007
Joined: 03/14/1978
Yrs: 34
MbrType: ac
Mbrstat: Life Member, no family
Last Profile Update: 01/13/2010
Last HQ Update: 01/13/2010
Billing Date: 12 APR 2010
Dues Invoice #: 100411578 £
Membership Renewal Month: JUN
Billing Statu: ure
Instructor Certification
S os/15/2014
National Job: Area Monitor for 2010
National Job Past Vice Commander for 2010
National Job: Member Boat Handling Committee for 2010
National Job: Member Instructor Development Committee for 2010

You have a Passport Record - View

To view in updatable format. Click on an option below.

Get Additional HQ Data [CTEl Use Website Data
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The Information Center is available to any USPS member through a normal Internet browser.  If you have access to the Internet, you have access to the Information Center.  The Information Center does not replace DB2000, the application used by your Roster Chairman to update the national records.  DB2000 offers many other features for obtaining data, updating data, creating reports/labels, etc.  But the Information Center is real time data (current to the day) for the records. 
TO ACCESS
A.  Way One
1. Go to www.usps.org.
2. Click on “Locate Things” menu and click on “Information Center”.

B.  Way Two
1.  Go to www.usps.org.

2.  Click on “Site Index” at the very top.

3.  Find “Information Center” in the list and click on the words.
At this point, if you have not already done so, you will be asked to login as a USPS member by entering your Certificate Number and Zip Code/PIN (more on login later in this document).
[image: image2.png]1€ Manage Your Profile - Windows Intemet Explorer provided by eBay

2] % ][4 Googte

)~ [ ros/iwmnaspsory crtinatoosimyprfiecs

53+ | ® Manage Yo.. x| @ MemberInfor. h-8-=

i Favorites

~ Pagev Sefetyv Tooks+

FLLLIE Bosting is fun..we' 1 show you how

Managing Your Profile

We wish this was simple but there are some complications you need to understand.

Information for your profile officially resides on the USPS HQ machine and some of that data is copied
to the USPS website, where you are currently viewing this information, each morning. The data you
are currently viewing was copied less than 14 hours ago. If you believe some of the data has changed
in that time on the HQ machine, and you wish to see the new information, you should use the "Get
‘Additional HQ data” option below. The process will update website data with any HQ changes. The
displayed page wil show both server and HQ data in an updatable format.

‘There is other information stored on the HQ machine which you may wish to view (previous squadron
information and class completion information) or to view and/or update (Boat information). If this is
the case, you should use the "Get Additional HQ data’ option below. The resulting page will display.
both server and HQ data in an updatable format.

The "Get Additional HQ data” option will cause the website to use an internet link to the HQ machine to
‘acquire data. This link is an electronic "pipe” with multiple segments with a minimum length of 1000
miles and a probable length of many times that. This link can be slow or broken. The process may
take up to 1 minute and possibly fail. Patience is advised.

Informatic
Documen
The "Use Website data” will display the current Website data in an updatable format without requiring

data access from the HQ machine. We advise using this option if you do not believe the information
below is out of data and you do not wish to update or view additional data.

Named data fields below in Red and Italics are Website Data fields which may be outdated i they.
were changed on the HQ machine within the last 14 hours.

Your information from the Website Databases

Definitions and Information on Grades, Ranks and Achievement awards

You are listed in the "Online" National Directory.

Ssex
Birthday

Address Line 1
Address Line 2

Certificate E032548

Name. ‘Spencer P. Anderson

Nick Name

Grade N

Rank pv/C

Past Rank pv/C

Squadron Rank pv/C

SeaScout N

Receive Benefits Yes
Announcements

M
11/14/1939
1502 Fabien Circle

city Melbourne
state L

z1p 323406781
Phone 3217527879
Phone2

(Business)

Done
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Once you are logged in, you will have a bunch of options on the left (the “Left Navigation Bar”).
YOUR RECORD
A.  On the left, you will see an option under “Membership Information” entitled “Manage Your Own Profile”.  Click on “Manage Your Own Profile”.

B. The top half of the page shows your current record in the national database.  The bottom half of the web page displays the other fields of information that relate to you, but are not modifiable by anyone other than headquarters.
C. To make Changes, you have two options on this page.  The options deal with which data to view.
a. Get Additional HQ Data – this option is to ask the system to go out and get most recent data now.  If system is down or anything it will not be able to do so.

b. Use Website Data – this is using data that is on the website (updated daily at approximately 7 AM EST).   

c. Choose either button and you will see basically the same page you were on, but now the fields that are editable have space for you to enter.  ( It is suggested  that if your Internet connection is really good, use the Get Additional HQ Data button.) 
d. Make changes as needed.

e. Once complete, you need to choose hoe to update the information on the national HQ server.
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USPS Member Logon

To reach pages restricted to members, you must enter your
certificate number and zip code or PIN.

Certificate#:

| contnue J Clear Fom |

[ Remember these values?

ZIP: or PIN:

If you have created a security question you must use your PIN
number, not your zip code to logon. If you are having problems,
go to the security information pages.

If you are having trouble with a zip code or certificate number,
"Clear Form" and try again. Hint, Leading Zeros should be
included. A regular certificate number must be 7 characters and
ZIP must be 5.

If you have more than one address, try your other zip code.

If you do not have a US zip code, please enter your local postal
code.

Please take a minute to read the USPS Website Privacy Policy.
If you get stuck send us comments or
Contact the USPS hotline at 1-888-FOR-USPS.

Go directly to: the

Done
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Update Now – makes the update to the national roster immediately, but brings it up after 7AM EST to verify it online again.

ii. Email Updates – Use this button when you have someone in the squadron that wants to be maintain roster information themselves.  Then an email will be sent with your changes.  This may take a few days or weeks to get done as it is a manual process.
NOTE:  As stated on this page, the Email Updates change is not made automatically.  What happens is an email is sent to the contacts displaying above the Nick Name field and they will make the change in DB2000 and submit.  So it may take a few days.

ANY SQUADRON/DISTRICT

A. On the left, under “Organizational Information”, click on “By Squadron/District”.  

B. On the search form, enter the squadron name (first couple of letters is fine).  A list of squadrons that start with the same letters will appear if the exact squadron name entered does not exist.  OR enter the Squadron Number or the District Number.  To view information, just click on Display button.
C. If you are an officer that has an “updater” password for the roster (as normally used in DB2000), you can enter it in the Password field and make changes to the squadron or info that is about to display.  Most of us don’t have one and will get a popup message telling us that we didn’t enter it.  This is OK.  You will need to click on the Edit button.
Now, go out and explore the site on your own!
WEB SITE LOGIN WITH PINS
[image: image4.png](€IS usps.org/c |49 | X | [$] Google S
Ele Edit View Favorites Tooks Help
Y Fovorites (28] [ @ D... x |€ ATT % v B v ) @ v Pagev Sefetyv

Display/Edit a Squadron or
District Information Record

Display/Edit a Squadron or District Information
Record

PINs & Security
BiNDocumentation 1nformation in the USPS Server Squadron/District Data Base
HSRGEYo S Controls the display of Squadron/District information on the USPS
Lognaeusps| Server, and the use of a number of Squadron/District tools on the
‘member Server.
Logoff
PIN Help Videos
HEW

Manage Your Benefits « Squadron
“Announcement

‘Option Name: or Account #

formation Coneer) Note: Works with partial names to return a selection list.
s = retuns a list with all squadron names.
Ortando presentation
0 Show historic records as well as active squadron records.
Organizational These include squadrons that have disolved, renamed or
| nfemmeten ‘merged. Historic Squadrons are shown in Itallics.
'Srd Axsiztanis

National Comittee
Wembers
District Jobs * District
il Districes Numb
District Jobs tumber.
by District
Squadron Job
 District

Squadron Jobs A Password is required only if you want to edit your

by 51324“" 'squadron/district record
o R
By National Function

Head Quarters staft ==

Locate/Contact a
Squsdien/Bistriet| This page allows a squadron or district to edit the information

SySeetss | 2bout them that is displayed on the USPS web site.
Squadron)Distict
By Burgee Fiag

Deparementar | 1f 2 password is not entered, squadron/district information will be [~
Committee N cisplayed, but edits wil not be accepted.

S For any questions contact the WebMaster on the link below.
By Mameor
Corcficate

By Emal Content
Manage Your own
‘profile
Online 0D-1 Form
Online 0D-2 Form

Online New Member
Registration

Other Tools
USPS WebGate.

Done @ Intemet | Protected Mode: Off G~ R%





Currently, the national web site has some areas that are secured from non-members.  Primarily these areas are work areas for committees or involve member records.  In order to login, you have been required to enter your certificate number and your zip code.  This has been a temporary solution until National IT Committee could come up with a stronger security system.  With this in mind, starting January 2011, members will be required to login with only a PIN.  Obviously you can see the security advantage in using an unknown unique PIN versus your easily found zip code.  Plus, you will be required to select a security question and provide an answer.  If you should ever lose your PIN, you can request to answer your security question.  With a correct answer, your PIN will be emailed to the email address on file.  How do you know if your email address on file is up-to-date?  By using the instructions above to access the Information Center and look up your own profile!
What Is My PIN?
Starting in May 2009, you have had your PIN printed on dues renewal invoice.  You will need to start using it before the zip code field goes away and the PIN will be the only way to access the member’s area of the website.  So you must SAVE YOUR RENEWAL NOTICE and convert to the new process soon.
As soon as you login, on the left navigation bar, choose to Manage Your Security Information.  Choose a security question and provide an answer.  Then, if you forget your PIN, you can choose your security question, enter the matching answer and it will be emailed to you.
Another tip:  After you have logged in and out one time with your PIN, go back to Manage Your Security Information and change your PIN to one that is easier for you to remember.

For more specific information or to help you troubleshoot most any PIN issue, you can go to http://www.usps.org/cgi-bin-nat/tools/pages.cgi?pins.


If you plan on just viewing information on the website and never renewing or updating your own information, then using a ZIP Code to login is fine, today.  But you will be very limited as anyone with a little computer skills can get your certificate number and zip code.  But they have to be REALLY GOOD to get your PIN.  Since majority of the members are concerned about their information being kept secure, the PIN method is the best way to go and will happen.

What Determines What You See
 The position you currently hold in your squadron, in District and at National determines what you see in the Information  Center.  This information will change as more needs are determined.  Once you are logged in, you can see all of your own information.  If you are qualified to be in the national directory (traditionally the printed book, but in 2009 was sent on a CD) you can view information about anyone else who is qualified to be in the national directory. If you are the R/C, Stf/C or "designee" you can update the committee profile.  For a lot of educational department items, you must be a "super user" for special software written for them.  Stf/Cs, ITCom members and area monitors can see all data (with the exception of passwords and PINS).

These are only guidelines and may change as need arise.  
A RULE TO REMEMBER


Real Time Member Information Updates are not allowed unless you are logged on with a PIN.








