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Objective

Audience

MAST Training: Job Aid

View and Manage a Mail Tracking Request

To provide supervisors steps on how to view and manage a mail tracking 

request.

SSD Supervisor

Instructions

Pre-Step: Access the MAST Homepage via https://va.my.salesforce.com/

1. Select the SSD Mail Trackings tab from the MAST dashboard on the top of the page.

2. Select the list view filters black drop-down arrow on the top left-hand side of the SSD Requests 

dashboard screen .

3. Select the desired filter in the list view options.
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4. Click on the column headers across the top of the requests section to organize the populated  

SSD Mail Trackings by alphabetical and numerical order.

A. Ex. Clicking on the “Station” column header will organize the stations by alphabetical and 

numerical order.

5. Click on the tracking # in the SSD Mail # column to select the desired mail tracking request.

6. Click the grey pencil icon next to each field under the General Request Information section to 

make corrections.

Ex: Click the grey pencil icon next to “Station” to make edits to the Station field.
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7. Click Save at the bottom of the screen to save any changes once edits and corrections have been 

made.

Note: Steps 6 and 7 are only necessary if corrections need to be made to the selected Mail Tracking 

request.

8. Click on the History tab to see all previous actions taken on the request.

Note: To expand the history information, click the “View All” icon located at the bottom of the history 

window.
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9. Click on the Related tab to view any associated documents or notes.

10. To view an associated document, click the Document Title.

Note: Click the View All icon located at the bottom of the history window to expand the related 

documents information.

✓ You have completed viewing and managing a mail tracking request in MAST!
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