RURAL CARRIER “TACS” TIMECARD ENTRY

 Rural timecards are entered in TACS on Friday after 12pm (noon), the 2nd week of each Pay Period

and must be completed by Saturday, the next day.
Do not estimate or input time before the Rural Carrier’s week is completed
If you have any problems, call the Hawkeye District TACS office: 515-278-7613; 515-278-7601; 1-515-278-7603
Regeana Arrowood, Atalissa IA 52720 – 2/16/2011
1. On Blue page under Essential Links.  > TACS
       OR on an ACE II computer, in top tool bar, click ((green folder) > TACS
2. > ( Start TACS
1st time users to the new TACS system must click “Grant Always” on Security Warning.

3. Type in your ACE ID __________ (Hit Tab button) Type in your ACE password. ____________ (Tab)
4. Type in Database: TACS10   > Connect.   > I agree with these conditions.
TO ENTER RURAL CARRIER HOURS

1. > Time (toolbar across top of screen) >1314 entry.
2. To locate an employee: > Find.  Click on employee name. > OK 
3. The cursor is now located in the work hours field for week 1.                                                                           To move around on the screen for the regular carrier, use the Tab key:

4. Enter hours (No decimal), annual leave, sick leave, or added miles detour (if any).  Whole miles only 
      rounded to the nearest mile.
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
To enter 8127 training time: If no Regular RR carrier training hours, skip to “To enter RCA”.
5. Up to 60 min. of 8127 time can be entered for training. Click in 8127 box & enter time in minutes.  Over 60 min in 1 PP must use a hard copy 8127. (RCA & TRC training is entered on a 1314-A)  (2nd trip, express mail deviation -see pg.2)
To enter RCA - Replacement Carrier time: 

If no RCA - Replacement Carrier worked, skip to instruction # 10.
6. When all information for the regular carrier has been entered, tab to the relief carrier’s              Employee ID line OR use the cursor and click on Employee ID. Enter Employee ID. 
7. Enter RCA carrier work hours _ _ _ _(4 digits), TR (trips w/employee vehicle-how many?), Mls (miles – only if they had an added detour not entered on the 4003).  Enter information in the correct week - Week 1 or Week 2.
8. > ADD to enter additional replacement carriers for this route.
9. If no delivery is attempted, due to weather, no HCR truck, etc; create a “Phantom” route to offset hours: in Employee ID space, enter: 999999999 (9-9s). In correct week 1 or 2, enter TR (trips) (how many days not delivered) Regular Carrier must show an offset reason for not working that day – A (Annual Leave) or L (LWOP-Leave without Pay)
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
10. When all data has been entered: > SAVE > CLOSE.
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
To enter 1314A hours: Additional RCA & Auxiliary hrs used & not added to RR hrs (RCA training hours, trip to dispatch mail or deliver missent mail, deliver an Express, etc). If no 1314A hours, skip to 15. 

11. >Time (top toolbar) > 1314A.
12. > Find > (Employee’s name) > OK. Enter Finance # _ _ _ _ _ _ (Tab) Enter RR #: 998 (Enter 998 in Route No when Auxiliary help is used & not added to RR hrs) (Tab)
13. In correct week 1 and/or 2; Enter work hours _ _ _ _ (4 digits); (TR) Trips w/employee vehicle;             (Mls) miles over route standard, such as additional detour miles; (GT) trips with government vehicle.                                                                             DO NOT PUT ANYTHING IN THE “Dys” COLUMN!
14. > Save  > Close 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
15. > Time (top toolbar)  > REBR Reports
16. > Certificates Sign Off (top right) 
17. > (List (Under Finance numbers) - Enter your finance #_ _ _ _ _ _ (across from List) > Run (bottom right)  
18. “Report submitted.” > OK  > Close
19. Dbl. Click “Report Queue Module.” 
20. > View. Click printer icon to print.  > OK (on printer page)
21. > X (top right corner of screen) to exit.  > Close (lower right of page)
22. > X (top right corner) Message: “Are you sure you want to exit?” > Yes.
23. > (Home icon) to exit this program. 
Rural Delivery Vehicle Information - To find EMA rate, info on right hand vehicles, etc: 
From Blue pg: > Inside USPS > Delivery (under Headquarters) > Delivery Operations > Rural Delivery > Vehicle Info or http://blue.usps.gov/delret/L4RuralDel_Vehicle.htm 
2nd trip procedures
Regular rural carriers (covered under the Fair Labor Standards Act (FSLA) Section 7(b)(2)) or leave replacements (when compensated on the evaluation of a regular or auxiliary route served & when actual hours do not exceed 40 hrs for the week) will be compensated at 342.22 Rural Carrier Duties & Responsibilities 
84 Handbook PO-603

Used when management authorizes or requires carrier to:

1.  Make another trip to deliver excess mail.

2.  Deliver mail after returning from the street.

3.  Deviate from line of travel to deliver Express Mail to meet service guarantee.

# of miles multiplied by 2, plus loading time (if any) = Total 2nd trip time on timecard 

Example:

# of miles required for additional trip or Express Mail deviation …………….. 10
Multiply miles by 2 minutes …………………………………………..  (10 x 2) = 20

+ Additional loading time in minutes (no loading time for Express Mail deviation).... 3

Total time in minutes for 2nd trip on time card ……………………..................... 23

This additional time is paid on the employee’s time card. Enter on 4240 & TACS timecard programs as 2nd trip.
If the total route miles (including deviations) exceed 40 miles for the day, the employee will also receive Equipment Maintenance Allowance (EMA) for each mile required to deviate.
Example: (listed above) Carriers total route mileage is 42 miles daily. He deviated 10 miles for an Express delivery. 2nd trip time: (10 miles x 2) = 20 minutes (on 4240 & timecard). + miles deviated = 10 miles (on 4240 & timecard)
During the Christmas period, regular RR carriers will not receive additional compensation for these deviations.

_________________________________________________________________________________________________________________________
587.32 Route Not Served in Past 12 months:
When the substitute (RCR – Rural Carrier Relief) or (RCA - Rural Carrier Associate) has not worked a particular route in the last 
12 months, they will be paid the greater of the actual hours worked or the daily evaluated hours of the route for 1 day.

To determine which is greater: 

A & H routes – divide weekly evaluated hours by 6

J routes – divide the weekly evaluated hours by 5.5

K routes – divide the weekly evaluated hours by 5

If the actual hours worked is greater than the evaluated hrs of the route, the evaluated hrs are entered on form 1314 for the route served. Enter the hrs over the evaluated hrs on 1314-A with a Route number of A995 for the additional time.

Example: RCA works on J003, Monday & Tuesday in week 1 & has not worked this route in the past 12 months. 
The route is evaluated at a 46 hr route. (46 ÷ 5.5 = 8.36 hrs per day)
 The RCAs actual work hrs are: 9.18 – Monday & 9.25 – Tuesday.
On timecard: enter 8.36 hrs (evaluated hrs) for Monday & 9.25 hrs for Tuesday for total weekly hrs of 17.61, even though the RCA will only be paid the evaluated hrs for both days.

On 1314-A with a route # of A995, enter the difference of actual work hrs & daily evaluated hrs for Monday

9.18 – 8.36 = .82. Enter 0082 on 1314-A. RCA will be paid these additional hrs. No EMA is entered.

The following reports are available under RTACS Reports:
Complete TACS instructions through step 16 on 1st pg & insert any of the following report instructions.
A. Click “PP Status” - Pay Period status – this report gives the number of certificates expected, received, & missing for all regular & auxiliary routes.  Run this report to determine how many carriers are missing for a finance # after all rural certificates are entered.

B. Click “2080 Rpt” – 2080 Report – this report gives total # of actual work hours for the regular carriers under FSLA code B for the current guarantee year.
C. DACA C… - DACA Code Report – Displays all employees for a finance # that used a particular DACA code.

D. Eval/Act… - Evaluated vs Actual Work Hours – Calculates a percentage difference between actual & evaluated hours by route for the pay period.

E. Repl Inq… - Replacement Carrier Inquiry Report – Enter Employee ID to retrieve all the routes the replacement carrier worked for that pay period.

F. Repl Wk… - Replacement Carrier Weekly Hours Report – Total hours worked by replacement carriers in an office.

G. Daily OT… - Daily Overtime by Week Report – Displays all regular carriers that had daily overtime entered on the certificates.

H. Miss Cert – Missing Certificates Report – Lists any carrier whose certificate is missing for that pay period
