RouteMaster® Instructions

Getting Started: Route Master for Rural Mail and Letter Carriers

RouteMaster is basically a pre-designed database program made specifically for
Rural Mail and Letter Carriers to assist in information and records keeping.

This manual is intended to help the user get started and to answer a few simple
questions in advance. It includes the following sections:

1. Program Installation.

2. Starting up RouteMaster for the first time.
3. Building your route information.

4. Working with Forward Files.

5. Sorting and Printing Records and Reports.
PROGRAM INSTALLATION

RouteMaster can be installed from the CD in two ways. It is equipped with Auto-
Install, which means that you can put it into your CD-ROM drive bay, and wait
until the Auto-Start begins. The program will then automatically install. On some
machines, however, Auto-Install is not recognized. In this case, place the CD-
ROM into the drive bay, press the Windows Start Button with the cursor, and
select the "Run" option. Use the "Browse" button to select your CD-ROM drive
and the "Set-up" icon/file to begin installation.

When installing the program we recommend that you just keep clicking "next" to
install the basic default program. Windows will recognize your system and install
this program properly.

IT IS VERY IMPORTANT THAT YOU RESTART YOUR COMPUTER BEFORE USING
ROUTEMASTER THE FIRST TIME. THIS ALLOWS YOUR SYSTEM FILES TO
RECOGNIZE THE ROUTEMASTER AS A NEW PROGRAM AND ADJUST.

BUILDING YOUR ROUTE INFORMATION.

You can start RouteMaster from either the Program Files List, or from the
Desktop Icon installed on your Windows Desktop.

When you first start RouteMaster, you will begin in the EDIT RECORDS mode
with the first entry already in place: "Proceed from the Post Office to the First
Stop." It is from this record that you will begin entering information about your
route.
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RouteMaster® Instructions
Getting Started: Route Master for Rural Mail and Letter Carriers

RouteMaster is basically a pre-designed database program made specifically for
Rural Mail and Letter Carriers to assist in information and records keeping,

This manual is intended to help the user get started and to answer a few simple
questions in advance. It includes the following sections:

Program Installation.

Starting up RouteMaster for the first time.
Building your route information.

Working with Forward Files.

Sorting and Printing Records and Reports.

PROGRAM INSTALLATION

RouteMaster can be installed from the CD in two ways. It is equipped with Auto-
Install, which means that you can put it into your CD-ROM drive bay, and wait
until the Auto-Start begins. The program will then automatically install. On some
machines, however, Auto-Install is not recognized. In this case, place the CD-
ROM into the drive bay, press the Windows Start Button with the cursor, and
select the "Run” option. Use the "Browse” button to select your CD-ROM drive
and the "Set-up” icon/file to begin installation.

When instalting the program we recommend that you just keep clicking "next" to
install the basic default program. Windows will recognize your system and install
this program properly.

IT IS VERY IMPORTANT THAT YOU RESTART YOUR COMPUTER BEFORE USING
ROUTEMASTER THE FIRST TIME. THIS ALLOWS YOUR SYSTEM FILES TO
RECOGNIZE THE ROUTEMASTER AS A NEW PROGRAM AND ADJUST.

BUILDING YOUR ROUTE INFORMATION.

TIP:

You can start RouteMaster from either the Program Files List, or from the
Desktop Icon installed on your Windows Desktop.

When you first start RouteMaster, you will begin in the EDIT RECORDS mode
with the first entry already in place: "Proceed from the Post Office to the First
Stop.” It is from this record that you will begin entering information about your
route.

1. Select the "Add New Record” button which moves you to a blank record
(Record #2) as shown in the total records number listed near the top of the
screen.

2. Inrecord two, enter the information about the first stop, such as name,
address, etc. You may choose to leave some fields in a record blank, such as
zip codes, if your route has only one zip code. Other routes may have more
than one zip code, and may choose to enter this information.

3. To save the record, YOU MUST EITHER PRESS THE "ADD RECORD" OR
THE TOP BUTTON TO "MOVE FORWARD TO THE NEXT RECORD." If
you do not do this, the record you just entered will not be saved.

4. Continue adding records. USE ONE FULL RECORD FOR EACH DRIVING
INSTRUCTION. DO NOT ENTER POSTAL PATRON INFORMATION IN
DRIVING INSTRUCTION RECORD. This allows for your full delivery
sequence to be reflected.

5. 1f you make a mistake, just type over it. If you forgot one on your list, or a
driving instruction, just go to the record just before the one you want entered,
and press the "Add Record" button. Once your new record is saved, the
sorting is automatically adjusted for the change.

It takes a little time to put in all of the information for the full route, but once you
have it all entered, changes take only seconds.

WHEN YOU WANT TO MAKE CHANGES TO THE DELIVERY SEQUENCE, MAKE
SURE YOUR "SORTING" HAS BEEN DONE IN DELIVERY SEQUENCE ORDER. IF
NOT, YOU WILL BE IN ALPHABETICAL SEQUENCING ORDER, WHICH WILL NOT
MATCH UP TO DELIVERY SEQUENCE.

The "Sort” button is on the left side of the screen. Click the button, and sclect the
option you wish,

WORKING WITH FORWARD FILES:

|

2.

»n

Press the Forward Files button on the left side of the screen, and your Forwards
Database opens.

The fields are exactly as you would expect them to be for names, addresses, types
of forwards, and dates.

For the Date information, TYPE OVER WHAT IS THERE for your entries. The
dates will automatically change, and you do not need to type the slash mark.
Again, you must move to the next record, or press "Add Record" following the
entry in order to SAVE THE RECORD.

Enter all your forward files. Sort in Alphabetical Sequence.

When a Forward is about to expire, or has expired, RouteMaster will alert you
when the Forwards Database section is opened. You can print this record for a

6.

confirmation, change the date for an extension, and/or delete the record on the
prompt.
See Printing for more information on how this can save time for you.

SORTING AND PRINTING RECORDS:

At any time you may print individual records or reports in the database section.
To print an individual record, select "Print Record” This is especially good for
printing expiring Forward files. TIP: Print the expired Forward records and paper
clip them to your pink card index at the case. This can alert your relief carrier of a
new expired Forward File, and prevent future "no record returns.”

MAKE SURE YOU ENTER NEW PATRONS WHILE YOUR RECORDS IS IN
DELIVERY SEQUENCE SORTING. THIS IS SELECTED FROM THE
"SORT" BUTTON ON THE LEFT OF THE SCREEN.

You can select to print a single record, or you can select to print a Report. This
option is given when you select the Print Button. IF YOU WANT A FULL
REPORT, SHOWING DELIVERY SEQUENCE AND ALL INFORMATION,
BE SURE TO SELECT THE ‘RADIO BUTTON’ THAT SAYS "PRINT IN
TABLE FORMAT." IF YOU DO NOT SELECT "TABLE FORMAT" YOU
WILL PRINT EACH DELIVERY FULL RECORD IN SEQUENCE.

For additional information check our FAQ (Frequentiy Asked Question) section at

the RouteMaster® Website hitp://www. tennputers.ne/RLC Or, contact our support
center: 931 836 2292 or FAX your question to 931 836 2290.

RouteMaster is copywritten by TennPuters Services. AH rights reserved under
U.S. Copyright code.

In addition to RouteMaster© and other custom
software applications, TennPuters© Services also
provides:

Professional Website Design
Website Hosting

Website Maintenance/Assistance
Computer Systems and Components
Prepackaged Software
LAN/Networking Selutions

e o 0 0 0 o

""From Small Towns to a Large World, We're here to help yon."
Copyright © 1999 [TennPuters©Services}]. All rights reserved.
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RouteMaster~ Instructions
Getting Started: Route Master for Rural Mail and Letter Carriers

RouteMaster is basically a pre-designed database program made specifically for
Rural Mail and Letter Carriers to assist in information and records keeping,

This manual is intended to help the user get started and to answer a few simple
questions in advance. It includes the following sections:

. Program Installation.

Starting up RouteMaster for the first time.
. Building your route information.

. Working with Forward Files.

. Sorting and Printing Records and Reports.

PROGRAM INSTALLATION

RouteMaster can be installed from the CD in two ways. It is equipped with Auto-
Install, which means that you can put it into your CD-ROM drive bay, and wait
until the Auto-Start begins. The program will then automatically install. On some
machines, however, Auto-Install is not recognized. In this case, place the CD-
ROM into the drive bay, press the Windows Start Button with the cursor, and
select the "Run" option. Use the "Browse” button to select your CD-ROM drive
and the "Set-up” icon/file to begin installation.

When installing the program we recommend that you just keep clicking "next" to
install the basic default program. Windows will recognize your system and install
this program properly.

IT IS VERY IMPORTANT THAT YOU RESTART YOUR COMPUTER BEFORE USING
ROUTEMASTER THE FIRST TIME. THIS ALLOWS YOUR SYSTEM FILES TO
RECOGNIZE THE ROUTEMASTER AS A NEW PROGRAM AND ADJUST.

BUILDING YOUR ROUTE INFORMATION.

You can start RouteMaster from either the Program Files List, or from the
Desktop Icon installed on your Windows Desktop.

When you first start RouteMaster, you will begin in the EDIT RECORDS mode
with the first entry already in place: "Proceed from the Post Office to the First
Stop.” It 1s from this record that you will begin entering information about your
route.

confirmation, change the date for an extension, and/or delete the record on the
prompt.

6. See Printing for more information on how this can save time for you.

SORTING AND PRINTING RECORDS:

1.

At any time you may print individual records or reports in the database section.

2. To print an individual record, select "Print Record” This is especially good for

printing expiring Forward files. TIP: Print the expired Forward records and paper
clip them to your pink card index at the case. This can alert your relief carrier of a
new expired Forward File, and prevent future "no record retums.”

MAKE SURE YOU ENTER NEW PATRONS WHILE YOUR RECORDS IS IN
DELIVERY SEQUENCE SORTING. THIS IS SELECTED FROM THE
"SORT” BUTTON ON THE LEFT OF THE SCREEN.

You can select to print a single record, or you can select to print a Report. This
option is given when you select the Print Button. IF YOU WANT A FULL
REPORT, SHOWING DELIVERY SEQUENCE AND ALL INFORMATION,
BE SURE TO SELECT THE ‘RADIO BUTTON’ THAT SAYS "PRINT IN
TABLE FORMAT.” IF YOU DO NOT SELECT "TABLE FORMAT" YOU
WILL PRINT EACH DELIVERY FULL RECORD IN SEQUENCE. .

For additional information check our FAQ (Frequently Asked Question) section at
the RouteMaster© Website http://www.tennputers.net/RLC Or, contact our support_
center: 931 836 2292 or FAX your question to 931 836 2290.

RouteMaster is copywritten by TennPuters Services. All rights reserved under
U.S. Copyright code.

TIP:

1. Select the "Add New Record" button which moves you to a blank record
(Record #2) as shown in the total records number listed near the top of the
screen.

2. In record two, enter the information about the first stop, such as name,
address, etc. You may choose to leave some fields in a record blank, such as
zip codes, if your route has only one zip code. Other routes may have more
than one zip code, and may choose to enter this information.

3. To save the record, YOU MUST EITHER PRESS THE "ADD RECORD" OR
THE TOP BUTTON TO "MOVE FORWARD TO THE NEXT RECORD." If
you do not do this, the record you just entered will not be saved.

4. Continue adding records. USE ONE FULL RECORD FOR EACH DRIVING
INSTRUCTION. DO NOT ENTER POSTAL PATRON INFORMATION IN
DRIVING INSTRUCTION RECORD. This allows for your full delivery
sequence to be reflected.

5. If you make a mistake, just type over it. If you forgot one on your list, or a
driving instruction, just go to the record just before the one you want entered,
and press the "Add Record” button. Once your new record is saved, the
sorting is automatically adjusted for the change.

It takes a little time to put in all of the information for the full route, but once you
have it all entered, changes take only seconds.

WHEN YOU WANT TO MAKE CHANGES TO THE DELIVERY SEQUENCE, MAKE
SURE YOUR "SORTING" HAS BEEN DONE IN DELIVERY SEQUENCE ORDER, IF
NOT, YOU WILL BE IN ALPHABETICAL SEQUENCING ORDER, WHICH WILL, NOT
MATCH UP TO DELIVERY SEQUENCE.

The "Sort” button is on the left side of the screen. Click the button, and select the
option you wish.

WORKING WITH FORWARD FILES:

1.

2.

Press the Forward Files button on the left side of the screen, and your Forwards
Database opens.

The fields are exactly as you would expect them to be for names, addresses, types
of forwards, and dates.

For the Date information, TYPE OVER WHAT IS THERE for your entries. The
dates will automatically change, and you do not need to type the slash mark.
Again, you must move to the next record, or press "Add Record” following the
entry in order to SAVE THE RECORD.

Enter all your forward files. Sort in Alphabetical Sequence.

When a Forward is about to expire, or has expired, RouteMaster will alert you
when the Forwards Database section is opened. You can print this record for a

In addition to RouteMaster© and other custom
software applications, TennPuters© Services also
provides:

Professional Website Design
Website Hosting

Website Maintenance/Assistance
Computer Syst and Comp t
Prepackaged Software
LAN/Networking Solutions

"From Small Towns to a Large World, We're here to help yon."
Copyright © 1999 [TennPuters®©Services). All rights reserved.
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