4240 – RURAL TIMEKEEPING PROGRAM
                                                                        Regeana Arrowood Atalissa IA 52720     5/29/09 –  Enter Route time DAILY
To download & save 4240:

On Hawkeye pg, in address line, type: rural                                                           SME: Jeff  Lease, Wapello: 319-523-4932
Press: Enter (on keyboard) > Timekeeping (on left under Delivery)                    SME: Michelle Houlahan, LeClaire: 563-289-4785
To save to “Shared Local Data” folder:                                                                 
Right click: Automated PS Form 4240 (under Applications) > Save Target As…
Save in:                  (  Click down arrow & > Desktop
Dbl click:  ( #Shared Local Data Not Backed Up
Dbl click: 4240. > Save (bottom right). Close out of Blue: click X
On Desktop, Dbl click: ( # Shared Local Data Not B…
Dbl click: ( 4240. Dbl click: 4240v821a > Enable Macros
To add routes:

> Menu

On “General” tab: Fill out information > OK
> Menu > Route Maintenance > Add a Route

Enter Route classification – H, J, K, or A only starting with R01. > OK
To add additional routes: > Menu. Follow above instructions.

After all routes have been entered or to change information:

> DataSheet (tab at bottom left). Enter information about each route going across the page to right & each additional route starting on next line. Enter Schedule in military hours & regular minutes using colon. (example: 1:08pm = 13:08)
Daily Evaluation Hrs – Click in yellow box & > ( (down arrow).  Click correct route type & daily time. 
For help: Click on column name to see how to enter information.

List borrowed subs from other offices below your assigned subs.

START HERE to enter daily route time:
To enter 4240 Timekeeping program, on desktop: Dbl click: ( Shared Local Data Not B… 

Dbl click: 4240. Dbl click: 4240v821 > enable macros > ( (maximize icon – upper right) to enlarge form.
Click route tab (bottom of pg) for route that you are entering time.

1. Enter Begin, Leave, Return, & End time in military hours & regular minutes (no colon) Ex: 7:00am = 700;  3:15pm = 1515
2. Enter lunch in regular minutes.

3. Click in yellow or green carrier cell & enter R for regular carrier or S for assigned sub.

Dbl click the carrier cell to assign another sub listed on datasheet. Click subs name. >OK

4. If carrier is taking leave: Dbl click in Absence code cell for a list of codes. > Back. 
Type the code letter in cell. Codes in red have to be followed by the hours. Ex: 8 hrs of Code E (limited duty) = E 800
5. Enter route deviations daily. If route normally uses an LLV & has G on datasheet, but uses their own vehicle today; 
enter an E in the column so carrier will receive EMA.

6. 2nd trip. If carrier qualifies for a 2nd trip, enter the # of minutes here. Calculate at 2 min. per mile.

7. 8127 time. Enter up to 60 min. or less for training time. Over 60 min, fill out 8127 on Menu pg: 

To fill out 8127: > Print 4240 Stuff  > Prepare and Print 8127’s.  Fill out information & send 8127 to District.
8.  To enter 1314A: > Menu > Print 4240 Stuff > Prepare-Print 1314-A. Dbl. click space above “Name of Assigned Carrier.
 > (Carrier’s name) > OK. Dbl. click space above “Rt. No.” > (Route) > OK. Enter necessary fields. 
If Christmas Assistance: Click in space – Xmas Assist WorkHours. Enter time using 4 digits. Ex – 4 hrs = 0400. Do not enter time in Actual Wkly Hrs. Under Equipment Allowance: Example: Hrs – 04 (4 work hrs); Tr – 2 (2 trips); Miles – 058 (58 miles)

To print: > (printer icon) > Back to Data Sheet.
      To save entries: Press Ctrl S
Enter time for each route by clicking on each route tab at bottom of pg. To print 4240: Press Ctrl P > Print 

 When finished: > DataSheet (tab at bottom of pg) > Menu > Print 4240 Stuff 
> View Timecards-Assigned Routes. (Check for accuracy) > Close
> Menu > Print 4240 Stuff > Print Timecards-Assigned Routes.
After completing the 2nd week of the 2nd Pay Period & printing timecards: > Menu > Route Maintenance (tab)
> Update Stats and Clear Data. Message: Do you want to archive a copy of this file before proceeding? > Yes
Is the data for Pay Periods _ & _? If correct: > Yes. Message: File has been successfully archived. Would you like to update stats & clear data? > Yes. Would you like to advance PayPeriods to next set…? > Yes
> Menu > Print 4240 Stuff > Print the next set of 4240’s. This will print 4240 for _/_/_ to _/_/_.  If correct: > OK 

Do you want to print Workhour Data on Form? > Yes. To exit: > X             Enter Rural Carrier timecards in TACS                                               
