
e-PDS 

 

Log in:   Go to START button 

             Choose All Programs 

    Choose Accessories 

             Choose Remote Desktop Connection 

             Put in Tribune.e-pds.net 

             Select connect 

   

 

 

  Your DR will create a shortcut on your desktop for this application. 

 

Your District Route Name is ________________ 

 

Your Log in is ____Trib-Contractor_________________________ 

 

Your Password is _____tribdist##  (all lower case)_____________ 

 

Click on your District TREE icon, , after logging in. 

 

 



 Main Menu of e-PDS 

 

Publications – For administrative updates only 

Locations - Route order updates and outlet updates 

Routes – Enter return data on specific days assigned 

 

 

***NOTE – Be sure to close all pages open before exiting and log out of program when finished 

working. It is very important that you log out from the start button. You will not be able to access any 

programs on your computer while you are working in this program. 

 

 

Print your district route list: 

 



Go into   ROUTES  on the main menu.  Place the curser in your district field and press the turquoise book 

button. 

 

 

 

 

 

 

 

 

Follow the instructions by clicking Regular for the publication needed for the 

current delivery. To choose all Trib Local editions in your area, you can press 

Select Trib Loc. 

 



 

 

Press print. This will send the job to the default printer set up on your computer.   

 

Be sure to set up your printer with e-PDS prior to your first print job. 

 

 

To change route sequence order, follow the steps below: 

From the main menu go to Locations-Active  

• You should click the Blue up arrow to Sort all routes by stop 

• Put the curser in the route field and click the binoculars 

• Put in your District Number  



• This will allow you to change the stop number, by using decimals e.g., 3.5 would place 

the location between stop 2 and stop 3, which will re-sequence the order 

• It is very important that you do not change or alter the route number.  The draws are 

manifested through this field. 

 

 

 

Be sure to close out any tabs you are in before moving on. 

For address corrections and outlet updates: 

 

• From the main menu go to Locations-Active  

• Under the points details tab - put in the point number of the outlet in Find Point box 

and press down the enter key.  Be sure to verify the outlet before making any changes. 

 You may also add a drop, remove a drop or inactivate an outlet in this screen.  Notify your 

district representative of any changes. 



 

 

 

 

Be sure to close out any tabs you are in before moving on. 

 

To enter returns go to Routes in the main menu: 

 

• Put the curser in your district column 

• Click on Data Entry Route Sheet button located on bottom right 

  

 



 

 

 

 

 

Return entry cont: 

 

• The Data Entry for Route Sheet box will appear   

• Check the box for the publications that need returns keyed and press process 

 

 



 

 

 

 

 

 

Return entry cont: 

 

• Put the curser in the blue Act: column 

• Enter F2 if there are 0 returns and the net sale will be computated 

• Enter F4 and the curser will move to the pickup column and you can enter the return 

number 

o Then press down on the enter key 3 times to get to the next location 

• The restock field is copies that are in addition to the original (Rec) draw order – you will 

not need to put anything in this field 



 

 

Be sure to close all pages open before exiting and log out of program 

when finished working.  

It is very important that you log out from the start button.  

 

 

 

 

 

 

 



Find your Printer  

 

 

Put your mouse over the printer you want to use to print Route Sheets & click the Right Mouse button – 

then select properties -  then select the 3
rd

 tab Ports like below 

 

 

 

Click Both check boxes like above and then click LPT3: like above. 

You need to do this so that your printer driver can connect with the e-PDS Server driver 


