4003 COMPUTER INPUT INSTRUCTIONS
Regeana Arrowood – Atalissa, IA 52720 – 9/6/2011
Rural Operation Specialists: Cindy A Sheehan: Tel. 515-251-2416; zips: 501,504-507, 521, 524- 528, 612 
Kelly McKee: Tel. 515-251-2372; zips: 500, 502, DSM, 508-520, 522-523, 528-Davenport
When do you update the 4003? When you are adding or removing one of the following: Hardship, Detour (over 30 days), Collection Compartments (each + or - is worth 1 min), Parcel Lockers (each + or - is worth 2 min)     OR 
When the route has an hour change. To compute this: Need latest 4241A & current 4003 printed from Hawkeye website. 
Add volume factor & box time. Box time computed: Non-LRoute: Each Regular box is worth 2 min; L – Route: Each Regular box is worth 1.82 min. For both L & Non L: Each Central box is worth 1 min. 
(If a new user or to switch to “Shared Local Data” so other employees or OIC can use this program, see “Set Up” on page 3)
1. On Hawkeye pg: > Operations Program Support > Rural Delivery (top tab) > Links (right)
2.  > 4003 Program (top, middle) > ( Download Route (right)
(Skip this section unless you need a new master file)
You would only need a new Master File if you are just starting this program, updates to Master were made by the District, or for some reason yours was deleted from your documents. 
To download new master file:
a. In “Route” column, >( (drop down box) > (select route) > Select
b. Right click RuralRoute.xls(Approx 2MB) > save target as
c. Save in: Shared Documents ( (If not there, click ( down arrow > Desktop. Dbl >> Shared Local Data             
d. Dbl. >> RRoutes

e. File name: RuralRoute Master (  (Click in box & type: RuralRoute Master)
f. > Save  (Message – Download complete)  > Close
To download new data from District:

3.  In columns:  Poom ( > Poom _ (your POOM #); Office ( > (your office); 
Zip code( > (your zip); Route ( (Route #); > Select
Under Data Files:

4.  Right click: H(your zip code) 1.csv
5.  > save target as
6. Save in: Shared Documents (click down arrow & click Shared Documents)

7.  Dbl. click: RRoute folder.
8.  > DATA.  (It is now highlighted)  Do not change name of file in “File name.”
9.  > OPEN 
10. Click H file. (It is now highlighted)(Click Save even if the H & D file do not appear)  > Save  
11. Window appears – “Already exists.  Do you want to replace it?”  > Yes.  
12. Message – Download Complete. > Close.
13. Repeat above instructions for “D” file. Start with: 4. Right click: D(your zip code) 1.csv & save in “D” file.
If you have more than 1 route, repeat this process for each route by changing drop down Route number 
> Select 
Close web page by clicking   X   (top right corner) Click  (   (top right corner) to minimize Hawkeye pg.
To make copy of Master 4003 & import data: 

You must Always make a copy.  Do Not work on Master.

1. Dbl. click: “Shared Local Data Not Backed Up” on desktop.

2. Dbl. click: RRoutes
3. Dbl. click: RuralRoute Master (Microsoft Excel Worksheet). > enable macros.

4. Close main Menu by clicking X. (upper right corner of Menu box)
5. > File (upper left corner)
6. > save as (to make a working copy & keep master file clean.)
7. Save in: RRoutes
8. File name: RR # (date) It will say “Rural Route Master.” Backspace this out & type your RR # & today’s date. Example:  RR01 1-02-08                    
9. > Save  Together, press Ctrl M.  (Main Menu box appears)
10. > Import Route  Enter your zip code. > OK  Enter 2 digit Route # > OK
11. Message - Import Complete. > OK To close Main Menu. > X
Follow the 4003-submission schedule unless you have a hardship (send to MPOO for approval), 
a re-measurement or extension-PS 4027 (send either email or hard copy to Margo Townsend – Washta, IA), 
or a detour lasting over 30 days (send to Cindy Smith or Anita Mautz). 
 If you get a “protection” pop-up, hit Ctrl-Shift-L to unlock sheet. >No    
Save your work often so you don’t lose anything if there should be a power failure by pressing Ctrl S

 To make 4003 changes:

1. > ( Maximize tab so 4003 fills screen. > pending details (at bottom. If not already done.)           All changes MUST be made in yellow area under current information. Do not use commas. 

2. NEVER write delete under first description line.  It could erase entire route.   

      To delete a line, type “delete” in yellow space under that line (except 1st line.)

3. To add new lines, go to end of 4003 & in “New” type the number of the line under which the new line would appear.  For instance, if you need to add a new line description under line 24; the next description line would be 2401.  If there are more under that line: 2402, 2403, 2404…..  

      You can add 99 new lines under each line description.

       If you need to add -), you will need to “trick” the computer by typing ‘(apostrophe) – (hyphen), then )  

       Example: ‘-) Otherwise it will be an error.
4. Spread your boxes in correct columns under Residential or Business.  Complete all data in each line pertinent to that stretch of road. (Other, curb, NDCBU, & central – stops, families, etc.)  

5. When finished adding, changing, or deleting items, print your document. (optional)
To print, Always highlight pages to print & do the following: >File >Print >Selection >OK 

Click on document to un-highlight it.

6. Together, press Ctrl M.  Menu box appears.

7. > Export pending details (creates a “p” file in the Data folder.)  Message – Already exists.  

      Do you want to replace? > Yes. (This message will not display the 1st time you send one in.)

8. Close out of program: > X    Message – “Do you want to save changes…….?”  > Yes
9. > X to exit RRoute document pg.
10. Reopen Hawkeye District page by clicking Hawkeye District bar at bottom of screen.                    
      > Upload Route.

11. Select Header file to upload: > Browse.  Dbl. click H file (for route with changes)
12. Select Pending Detail file to upload: > Browse.  Dbl. click P file (for route with changes)
13. > Upload File.  Message appears on left – H(zip) _. csv was uploaded.

                                                                                             P(zip) _. csv was uploaded.

                                                                                            Header File has been Imported.

                                                                                            Pending Detail File has been Imported.                                                                                         This will send the details to the district & will also lock H & D files until the changes are approved.
14. Click X to close this page.

15. If an extension is requested. Submit an electronic PS form 4027 with a note in the email stating a 

      WEB 4003 has been submitted pending approval.

16. After submitting 4003, Send email to: Hawkeye_Rural_4003s  
 Email Subject line: 4003-zip-town-Route #                                                   
 This information must be included in the email & must match the edit book.                                                  
a. Effective date (must be beginning of pay period)
b. Extension? – Prior approval must be made. Submit electronic 4027 to District for approval
c. Hardship Request? - Prior approval must be made. Submit 3 pg Hardship with supporting documents to MPOO. MPOO will submit to District Office.
d. Box update
e. Miles

f. Regular boxes (After pending changes)                        All information lines must have a number. 
g. Central boxes  (After pending changes)                        Do Not write “No change”
h. Dismounts
i. Dismount footage 
j. NDCBU Collection boxes
k. NDCBU Parcel lockers
After receiving an e-mail approving the changes, print your new 4003:
On Hawkeye pg: >Operations Program Support > Rural Delivery (top tab) > 4003 Program 
> Rural Route report (right)
Use ( down arrows to select POOM, Office, Zip Code, Route #, Report (4003- current) > Select

When 4003 is on screen, right click anywhere and pop-up box will appear.  > Print > Print. Make 2 copies.
> ( to exit. > (Home icon)

Give 1 copy to carrier. Use 1 copy to make changes for next upgrade.
When 4003 has been approved, but the numbers do not match the office, you will need to:

1. Download the new data & header files and import them to your worksheet.
2. Make changes to fix the problem

3. Upload again & send an email.

After receiving an e-mail approving the changes & to get an updated yellow & white “working” copy of 4003:
Follow instructions on 1st page “To download new data from District”, make a copy of Master 4003, and Import Route.  Save & print new 4003.

__________________________________________________________________________________________ 
To get 4003 Guidelines: From Hawkeye pg: (mouse over): Ops Program Support > Operations Program Support Home. > Rural Delivery (under Departments.) > PS 4003 > Web Guidelines - Download (file)
 > Open.  7 page guideline
To print Submission schedule only: > File > Print. Click ( Pages: 4  Type: 4 (for pg. 4 only)
__________________________________________________________________________________________
Set Up
On Desktop: Dbl. click: Shared Local Data Not Backed Up
> File (upper left corner) Mouse over “New” to “Folder.” > Folder.

Type: RROUTES (to rename folder) Press: Enter (on keyboard)
Dbl. click: RROUTES (to open). Background will be white (blank)
> File (upper left corner) Mouse over “New” to “Folder.” > Folder. 

Type: DATA (to rename sub folder) Press: Enter (on keyboard)
> ( to exit folders.

If you are changing your 4003 from My Documents to Shared Local Data, you must delete RROUTES folder in “My Documents”- Dbl click: My Documents. Right click: RROUTES > Delete. 
Message – “Are you sure you want to delete?” > Yes. 

