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General Information

System Requirements

Mobile phone
= Verizon Wireless Field Force Manager compatible mobile phone. For listing of Field Force
Manager mobile phones go to http://support.fieldforcemanager.com

Computer
= Field Force Manager is a web based application and requires connectivity to the Internet.
High speed internet access is recommended. The following are requirements for accessing
the Field Force Manager website:
o0 Internet Explorer 7, 8 or newer
o Firefox 2, 3 or newer
0 A screen resolution of 1024X768 or higher is recommended

Privacy & Mobility

Verizon Wireless takes the matter of individual privacy very seriously. Each customer utilizing Field
Force Manager must obtain the authorized consent of any individual affected by use of the service.

Additionally, each individual has the ability to manage privacy settings by day of week and time of day
to ensure that location information is collected, used, and transmitted only when approved by the user

in possession of the mobile phone. Field Force Manager will only collect, use, and transmit information
when the mobile phone is on and the Field Force Manager application has been launched. Since the
application automatically launches each time the mobile phone is power-cycled or powered on, it is
important that the user in possession of the mobile phone understand that the user must “EXIT” the
application; otherwise, any location information will be sent to the customer as long as privacy
management settings permit the collection of the data.

Field Force Manager is solely intended for lawful business use. Consent to use of location information is

required. Location information is not guaranteed to be accurate.

Driver Distraction

Field Force Manager takes the matter of driver distraction very seriously. Although Field Force Manager

is designed for use in the field, it must not be used while operating a vehicle or when the vehicle is in
motion. Field Force Manager users must follow the following guidelines.

MANDATORY SAFETY GUIDELINES
= When driving, always keep the phone charging and safely stored.
= Field Force Manager must not be used by the driver while the vehicle is in motion.

= Field Force Manager must be used outside of the vehicle, or while the vehicle is stationary.




Customer Support
Customer support is available through your web portal Support and Training links

Field Force Manager Application
0 Web Portal URL — https://www.fieldforcemanager.com
0 Links to Support and Training are located at the top right of the screen
Customer Support
o Customer Support Site — http://support.fieldforcemanager.com or through Support Link in the

web application.

Copyright Information
(c) 2006- 2010 Verizon Wireless All rights reserved. The Field Force names and logos are trademarks

of Verizon Wireless, Inc.
All other marks are property of their respective holders.



Field Force Manager Customer Web Portal Website
Logging In
1. Open a supported Web Browser.

2. Navigate to https://www.fieldforcemanager.com When you arrive at the site, A Field Force
Manager icon will appear in the address bar of your browser.

L= Login - Windows Internet Explorer

i FieldForcemanager v| 5 X |
File Edit Wiew Favorites  Tools  Help
i} “1";1? !ﬂLogin ]_l f} W [_j - l-_:_}Page - j’;‘;Tools .7
) Mew Customer Registration | Legal | Support 4|
\_—"" verizonvireless

We never stop working for yous®

WELCOME TO
FIELD FORCE MANAGER

HELPING YOUR COMPANY WORK SMARTER

LOG-IN TO START MANAGING YOUR ACCOUNT

Username: l:l

Password: l:l
Company ID: l:l Forgot password?

Ihttp.,l’,l’www.verlzonW|reIess.com,l’b2c,|’ e Internet

3. Using your Field Force Manager login credentials, enter your username, password and company id.
Note: Login information is provided to the main point of contact for your company in the Web

Portal Information spreadsheet that was emailed when your company was first set up by Field
Force Manager.

USERNAME:
PASSWORD:
COMPANY ID:



4. Click the Login Button
Login

5. The system will then complete the login process.

If you forget your password

1. Click on the Forgot Password link under the Login button. A Password restore screen will
open.

2. Enter the email address assigned to your account.

3. Click Continue.

Password reset

Please enter the email address assigned to your account. We will
send you an email with further instructions on how to reset your
password,

An email will be sent to your email account. Follow the instructions in that email to regain
access to the Field Force Manager Web Portal. The link in the email will only be available for
one hour following the email being sent to you.

Account Lockout

= |f you attempt and fail to login six times with the same username/company ID your user account will be
locked. You will need to enter the text from an image in addition to your password to log into the
system.



First Time Setup Wizard

The first time that any web user logs in, a setup wizard will run asking that user to fill out Profile
information. This will ensure that a user’s name, time zone and email address are correct. The first web
user to log in as an “Administrator” for a company will be presented with the full version of the First Time
Setup Wizard. This setup wizard helps configure a company’s account to take advantage of some of the
most popular features.

FIELD FORCE -
MANAGER Verizomisess

AU [=Nele]T1} MOBILE WORKERS SETTINGS ALERTS FORMS NEXT STEP

o

Field Force Manager Setup

Welcome to Field Force Manager Setup

Setup is the first of three stages to roll-out Field Force Manager. After Setup, you will do device software
installation and employee training.

During the next five minutes, we will help you setup:

= Mobile Workers

* Hours of Operations & Battery Life Settings
= Common Alerts

* Common Forms

» Common Job Types

Choose Continue to begin.

Continue

Profile

This step allows the web user to make sure their web profile is setup correctly. The user can set
their name, time zone, email address and request that alerts be sent to their email address. This
element will open to all web users.

Mobile Workers

Typically on first time login the names of the workers are set to their mobile phone numbers. This
allows the web user to rename the workers to the proper name of the worker or their vehicle and
to set the time zone for each worker.

This tab also contains a menu where the language can be set from English to Spanish for the
prompts and menus on a users’ mobile device. If a user’s language is set to Spanish, that user will
receive a naotification of the change in language. Mobile Worker information can also be configured
in the Users tab in the web portal.

Industry Smart

Getting started with Field Force Manager has never been easier. The Field Force Manager software
has a powerful set of forms, alerts, job types and reports that can be configured to meet your
needs. Web administrators now have the ability to choose from industry oriented configurations for
their Field Force Manager company account. The system will automatically install a configuration
based upon the selected industry. Users can further change the configuration through the existing
configuration tools.
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Settings

This step allows the user to configure the days and time when the application will locate mobile
workers. The user can set the start and stop time for GPS collection and choose the days/times
(Hours of Operation) when the application should start up. The option of Auto Shutdown after
Hours of Operation is also available on this screen.

Device Power Settings

The Device Power Settings - located in the settings tab - allows web users to change the
GPS send rate for devices in their company. The power settings options changes how often
GPS points are sent to the web portal.

Note: GPS collect and send rates can be further customized under Administration —
Settings - Company Settings.

Scheduled Reports
This step allows a web user to setup the At a Glance daily summary report to be sent to them.

NOTE: The setup wizard can be re-run by going to the Administration->Settings->=Company tab
and selecting the setup wizard button from the toolbar on the left side of the web portal.

11



Field Force Manager Web Portal Interface

This section gives a general overview of the Web Portal interface and navigation.

Tabs

There are eight major tabs in the Web Portal - Workers, Maps, Jobs, Locations, Messages, Reports, Alerts
and Administration. The tabs available are determined by the Field Force Manager package your
organization has purchased.

\_—" verizonvireless

We never stop working for you®

WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION

Refresh in 15:00 minute(s) Locations List

Refresh Mow

Refresh

The Web portal displays the most recent information upon request. Refreshing the Web portal does not
pull information straight from the mobile device, but shows what has been communicated to the Field
Force Manager database since the last “refresh” period. Further, any task you might be working on in the
Web Portal is not disrupted by this process, giving you updated information without interrupting your

work.

verizoNvircless

We never stop working for yous®

WORKERS MAPS

Refresh in 15:00 minute(s) L

Refresh Mow

Even when you are not interacting with the Web portal, it will automatically “refresh” every 15 minutes to
show you the most recent information on the Field Force Manager server. The Web portal also displays a
countdown clock so you know how many minutes remain until the next “refresh.” (Note: The 15-minute
time period is a default setting that can be changed in My Settings under the Administration tab.) If you
want current information without waiting for the automatic refresh, click the Refresh Now link to display
the most recent field data from the Field Force Manager system.

Upon refreshing, list items that have changed will be highlighted for 4 seconds. Lines that flash green are
new items that have been added to the list (e.g. a new job added by another Web portal user); lines that
flash yellow are items that were present but have changed on the list (e.g. a worker has a new GPS
point); and lines that flash grey have been removed from the list (e.g. a deleted or reassigned job). The
flashing of these items can be turned off in My Settings under the Administration tab.
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Options Menu

Whenever you see a list in Field Force Manager, clicking on an item in that list will open up an Options
Menu. In the Options Menu, you will find quick links to the different functions attached to the item you
clicked. The picture below shows a Workers List. Clicking on a specific Worker in that list has made an
Options Menu appear. To access a specific function, click on the option you want (e.g. if you want to see a
worker’s map, click on View Worker Map). To cancel out of an Options Menu, click on the X.

Workers List: . 2403389363

View Worker Jobs

View Worker Map

view Worker Details

Ping worker

Remote Start
View Worker Activity Log

view Worker Locations

Reports

13



Map Tab

Maps Navigation
The Maps tab gives you a map view of where your mobile workers are currently located, and also shows
the location of all Jobs and Locations for your company. The map will automatically zoom in to show the

filtered data. Follow the items below to navigate around this map and all other maps in Web Portal. You
can view the map in Traffic, Map, Satellite, Hybrid and Terrain view. Click on the —Shanrafﬂc icon to get

the traffic updates displayed on the map.

welcoms 23 Leaad | Support | Teaiming | Leasst

REFINTS

1085 LOCATIONS ALERETS MESSAGES

it - -
Er 17710 11:55 BM
Fordobs D

You can poom into & bes
wuzing drag and deop

Zoom Toolbar

The zoom toolbar is displayed on the upper left-hand side of the map. Use the zoom toolbar to zoom in
and out of the map for either a close-up or large-scale view.
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e To zoom in, click above the current position of the marker on the zoom toolbar or click the + icon.
e To zoom out, click below the current position of the marker on the zoom toolbar or click the —
icon.

You can also zoom in or out of an area by scrolling in or out with the mouse wheel; or, double click
a spot on the map to do a quick zoom.

You can also click on the Drag Zoom In icon just below the Zoom toolbar. Then drag on any
portion of the map to display the zoomed view of that selected area.

Refrash i 14:00 mroruteds)

Refrosh Nove Workers Map

¢

[srowTramc B[ Wse | Sateanz | Hitnd | Tewan |

| Export. | 7 S
Date Filter
Start: 08 A £l
End: 10 H i
AL B
Group Filter =
Saquth WL etin Maine
| Display Filter - _ e wcigan o |
B M Work
e
| Refitbap g presiaie’ S
(LS P 3
L i Bt
L i
R S
Hafimg
E m""' = e o
i T 3
Fordabs | i 4 RRORE e | Carvkna m-:::-m
y T S th
T by e R SR
r L Alakamy Colymbis
i 4 TaEss Gergia
ld You Know... 5 " et
Training is anly & click k
aveay? Ol ";r- g Flardda |
Chitking the training link st L 200 km -'" i L Uirdorsown Addresses: Jobs (19), Locatboans (1))
the top of the page wil take &“"-G" [M 1 g oty RN R it Tk, Gacaenir ieuling, HEGE, MagLrk, Tel Adw - =+

Draggable Maps

“Draggable maps” allow you to move around any of the maps in Field Force Manager quickly and easily.
To view an adjacent area of a map, “grab” the map by clicking and holding down the left mouse button. As
you hold down the button, move the mouse as if your hand was on the map, “dragging” the map to the
area you would like to view. A moment after “dragging” the map, updated icons will appear for your
workers, locations and jobs.

Refit Map to Data
This is a helpful tool to see all of your data after zooming in on a particular area. Click on this icon to
zoom out and redraw the map so that all jobs and workers are displayed on the map.

Refit Map

Limited ltems

To make sure the maps are fast and easy to use, the web application will display no more than 1000 items
of any given type at one time. For example, if a map has 1500 Locations and 200 jobs, the map will

15



display 1000 Locations and 200 jobs. The map will also display a warning message at the bottom of the
map, notifying the user that not all of the locations are displayed. To ensure that all necessary items are
viewable, either zoom into a specific geographic area or use the Group and Location filters to restrict items
displayed on the map.

Map icon Menus

Whenever you see a map in Field Force Manager, you can click on any icon on that map to display the
information attached to that icon (Location, Worker, or Job) and bring up a pop-up Menu. In the pop-up
Menus, you will find quick links to the different options attached to the icon.

D absge

$habus: Ratriavad

Job Datail Job Information
Edit Job Desc: Gbage
Job Map Status: Roatrieyed

Address: 2203 E, Ermnpire Street
Home Map Bloomington, IL 61704

Start Time: 0907710
0145 AaM CDT

Geo-Tune
Configure Work Zone Dretails: Deyz2
Show Workzone

Strect View

Export Map

The Export Map feature allows you to export data from Field Force Manager to a KML file. KML files allow
the map data to be viewed in third party software and online services such as Google Maps, Google Earth,
ESRI, AOL MapQuest, Microsoft MapPoint and Yahoo. This lets you view saved Locations, Job sites and
Worker positions from FFM within the specialized Traffic, Satellite and Street View maps supplied by these
third parties. Once the data has been exported, it will not be updated as workers/jobs/etc. move or
change status.

***Note: Third party software and online services are not provided by Verizon Wireless and their use is
subject to terms required by the software or service provider. If an exported KML file is used with

16



software or online services not provided by Verizon Wireless, it is no longer subject to Verizon Wireless
privacy policy. The provider’s terms of use and privacy policy should be carefully reviewed before such

use.

Exporting a map to KML

To export map data to KML file.

1.

2.

Open the map you want to export in Field Force Manager.

Click the Export button found in the Toolbar on the left-hand side of the screen.

Click on Export to KML file. A small window will appear asking if you would like to save the file to
your computer.

Click Save.
The file will now download onto your computer.

When finished downloading, double-click the file to open the file in any software that can open
KML files.

***To view a Field Force Manager map in any third party software (Google, ESRI, AOL MapQuest,
Microsoft MapPoint or Yahoo), that party’s software must be installed on your computer before the map is
viewable.

17



Filtering, Sorting, and Searching

Filter
The Filter function allows you to view specific data on maps and reports.

Date/Time Filter
The Date/Time filter is used to view data on maps and reports for a specified date/time.

1. In the Tool bar on the left hand side of Field Force Manager, find the Date/Time filter.

Date Filter
Start: 09/26/07 12:00 AM

End: 09/26/07 11:59 PM

2. Click on the Set Date Filter button to bring up the filter selection.

3. In Field Force Manager there are two types of date/time filters:
a. Relative: specifies a relative time frame from the current date. l.e., “Today” would always
display today’s information each time you login to Web Portal by adjusting the date to the current
data and time.

H hitp:ffowalpha figldforcemanager comfadaptet fluser fdateFilker . popup?wizardwidgetId=dateFiter . edit popup, wizar ¥ |

\_—"verizonuireless Filter

We never stop working for yous=

Set Date and Time Display
Information can be filtered by date in one of two ways:

You can select a Fixed Period Of Time by choosing a specific date and time range
to display.

You can select a Relative Period Of Time by choosing a dynamic period of time
that changes relative to the current date and time.

Relative Period Of Time
Specify a relative date range below to restrict information display

(%) Relative Date Period OR ) Relative Period Of Time
l:l Hours Before
l:l Hours After
[“Cancel | save |
Dane €D Internet ®100% v

18



b. Fixed: allows a user to specify a specific timeframe and duration in the past or future. This
mode is typically used for researching a specific time frame.

3.'; http:ffgwalpha.fieldforcemanager . comfadapter fluser fdateFilter . popup?wizardwidgetld=dateFilter  edit . popup . wizar %

\_—" verizonirpless Filter

We never stop working for yous

Set Date and Time Display
Information can be filtered by date in one of two ways:

(&) You can select a Fixed Period Of Time by choosing a specific date and time range
to display.
You can select a Relative Period Of Time by choosing a dynamic period of time
that changes relative to the current date and time.

Fixed Period Of Time

Specify a fixed date range below to restrict information displayed for the specified
dates only.To display more specific information, select the Time Range checkbox and
specify time restrictions.

Date Range [JTime Range

From From

lojosjos |

To To

osjo4fos |

[ Cancel | Save |

& Internet | 100% v

4. Select the appropriate date/time settings, and select the OK button.
Note: Field Force Manager Web Portal will remember your last date and time filter setting the next time

you log into Web portal. Ensure the date and time filter is set to the date and time range you would like
to search for before you view information.

Work Groups Filter

The Work Groups Filter will allow a user to view data in Web Portal for the group(s) selected. Additional
work groups can be added through the web portal administration tab.

1. On the left side within the Toolbar of Field Force Manager, find the Work Groups filter.

Group Filter -

19



~ OE®

H http:{gwalpha.fieldforcemanager . com/adapter fluser/groupFilker , popup?wizardWidgetId=groupsFilker.ed % |

\_—" verizonuireiess Group Filter

We never stop working for you?®

You can control the groups displayed in the application by selecting/de-
selecting them with a checkmark.

= Work Groups
B CENTRAL

Central - Install
= Central - Service

Service - Professional

EAST
GREAT LAKES
West
Cancer | save |
Done alnternet Eo100% <

2. Check or uncheck the appropriate boxes next to the divisions/groups to view specific data for the
work groups selected.

3. Click the SAVE button to make your selection.

Note: Field Force Manager Web Portal will remember your last work group filter setting the next time you
log into Web portal. Ensure the work group filter is set to the date and time range you would like to

search for before you view information.

Display Filter

On the maps, jobs, workers or locations tab, the Display filter will be displayed in the toolbar “Display
Filter” of Web Portal. This will allow a Web Portal user to view a subset of data based on the filtered
settings. The display filter controls the display of workers, locations, jobs, geofences, labels, and GPS,

stop and action information on the map.

1. Click on the Display Filter button and the worker status/symbology filter will be displayed.

Display Filter «

2. Check or uncheck the appropriate checkboxes and press the Save button. Or cancel to make no
changes.

20



Z.I http: ffawalpha. fieldforcemanager . comjadapter fluser/displayFilter . popup?wizardwidgetId=displayFilter .edit. popup wizardWidge ¥

\_—" verizonvirpess Filter

We never stop working for yous

You can control the icons and data displayed in the application by selecting/de-
selecting them with a checkmark.

Jobs Workers Locations
-~
= [] Job Status B [] worker Status =] Location Types =
[ Bl New [0 & Logged Off @ Client
[ £f Assigned [0 A Logged In @ Company
[] [ Retrieved [ £+ On Break 0 CTA -
] @@ Accepted [] A 0Onalob @ CTA - Blue
[] @ Rejected [0 # Logged Out Due @ CTA - Brown
[ El In Transit [ & on shift €) CTA - Garage
[] B started # CTA - Green
1 [ on Hold [¥] @ CTA - Loop
[] [ Completed € CTA - Orange v
1 o~ ra el |
< 2| = I 3
| Cancel | save |
Cone & Internet H100% <

Note: Field Force Manager Web Portal will remember your last display filter setting the next time you log
into Web portal. Ensure the display filter is set to the date and time range you would like to search for
before you view information.

Sort
Within each tab of the Web Portal a user can sort the data by the column headers displayed.

For example, if a user wants to display the workers in ascending order by workers name they would do
the following:

1. Select the Workers tab.
2. Click on the Name column header.

A downward arrow will appear next to the column name when the user is sorting in ascending order.

An upward arrow will appear next to the column name when the user is sorting in descending order.

Search

Use the following procedure to find a specific worker, job, or location.
1. In the Search field enter the search criteria.

21



2. Select the item from the pull-down menu.

3. Select the Search button. The search results will appear in the search window.

22



Workers Tab

The workers tab is used to monitor your mobile workforce. All of the information on this screen is
displayed as soon as the application uploads the information. From this tab, you can see whether or not a
worker is in cellular and/or GPS coverage (indicated by the Stoplight), the workers name, which division
they belong to, their last known communication status and their last known location date and time. The
final column shows how many pay hours a mobile employee has in the current week. When navigating in
the workers tab, ensure your filters are set correctly to view the information you are looking for.

. wWelcome Doug Marinaro  Legal | Support | Training | Logout
\_—" verizonuireless
We never stop working for yous
WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION
Refresh in 14:30 minute(s =
=) Workers List
Refresh Now
Toolbar = Stoplight » Name Group Status Last L ocation Location As Of Pay Hours
Workers List € i A 04/07/08
_ [* ) Eddie Puckett EAST A Logged In Traveling: 0:14 hrs 1049 am cpT O
Workers Map . Stopped: 0:06 hrs Location: 04/07/08
- [* X% Brad Winstrom EAST A Logged In T et 10:23 &M COT u]
e ;
I Traveling: 1921:55 hrs
24073380363 Sales A Logged Off Ca-91 {riverside Fwy] gg;gg,ﬂg;ﬂ coT Y
Riverside, California 92504 '
Group Filter + i . 2403380363 Casey A Logged Off 0
Display Filter « Stopped: 10:45 hrs
Logged Out Due  Location: GM Home 05/10/07
R ——— @@ 2603031757 Defaur A R 511 Migsummer Drive 08149 aM DT ©
Gaithersburg, MD 207232
| |[For warkers v | Wi . 3014485744 Default A [ ngged Off 0
| search | 014485744
_— -1 3014485744 Default A | ogged Off il
Did You Know... =
—— — * 1+ . 3014486209 Default A Logged off 0
you see by date?
[ 1~} . 30144863216 Casey A Logged off i
The data that appears in
reports, activity logs, lists
i S G20 U Gl * 1+ . 3014486318 Casey A Logged off 0
by the date it occurred on
using the date filter, you [ 1~} . 3017853930 Casey A | ogged Off u]
can view historical GPS,
travel, stops by locking in
the pajlstJ or view future job X~} 2222222952 Verizon A I{S?Esalagt o u]
schedules. Click Here to ¥
learn more. Stopped: 35:12 hrs
it Samsung 540 Default A Logged Off Eaiat'ﬂ,n.i E\r\fn Edds House DE’I}B"’DE’; — 0
Stoplight

The Stoplight feature shows the connection status of your workers’ mobile devices. This is displayed with
two colored circles. The first circle (the Communication Stoplight) signifies the phone connection status of
that worker.

Green indicates that the mobile phone has communicated
with the server in the last 65 minutes.

Red indicates that the mobile phone has not
communicated with the server in the last 65 minutes.
That worker’s Status will be changed to “Logged Out Due
to Inactivity.”
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The GPS Stoplight is to the right of the Communication Stoplight and signifies the GPS connection status
of a worker.

@ Green indicates that a valid GPS point has been received in the last 65 minutes.

Yellow indicates that a valid GPS point has not been received for over 65 minutes
but the communication status with the workers device is still good.

Red indicates either that the worker has logged out or that the last communicated
o GPS point warned of an error due to GPS restriction or low battery in the device.

Last Device communication and GPS point within 65

@ U minutes.

Device communication but no GPS point within the
last 65 minutes.

Last Device communication within 65 minutes but
Q0 GPS is restricted or has a low battery.

Check worker Status. If Logged Out Due to
Y Inactivity, worker has not properly logged out and
Device has not communicated in over 65 minutes.

Check worker Status. If Logged Off, the program on
the Device has been properly exited by the worker.

@09

Name

The name column displays the name of the worker. For an in-depth view of a specific worker, you can
click on that worker’s name. This will bring you into that specific worker’s details. Here you can view the
worker activity log, locations, jobs, worker details and that specific workers map.

Status

The status column shows the last known status of each worker. Listed below are the types of statuses
displayed in this column:

Logged in: Logged into Field Force Manager and GPS points are being collected. At this time the worker
is not using timesheets.
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On Shift: Logged in to Field Force Manager and worker has started their shift by using the timesheet
“Start Shift” functionality.

On Break: Logged in to Field Force Manager and worker has started their break by using the timesheet

“Start Break” functionality.

Logged Out Due to Inactivity: The application has not communicated with server in the last 65

minutes. Worker likely has powered phone down without exiting Field Force Manager.

On a Job: Logged in to Field Force Manager and actively working on a job.

NOTE: Only in the Premium Package

Logged Off: The worker has logged off by exiting the application from the main menu. This signifies the

application is off and GPS points are no longer being collected.

Location

The “Last Location” and “Location as of” columns display the last known location of the worker, and the
date and time the GPS point was gathered. Until Field Force Manager receives an updated GPS point, it
assumes that the worker has not moved from a specific location. In the event the worker is stopped at a
location or a job, the location or job where they last stopped will be listed. If your worker is listed at an
“Unknown” location, it means the worker has visited a site that is not yet created as a location or job
within the Web portal.

Stopped: 0:11 hrs Location: EddiePuckett--1264 Stonewood Ct
1264 Stonewood Ct

Arnold, Maryland 21409

Stopped: 0:11 hrs Location: Unknown

2401 5 Venoy Rd

Westland, Michigan 48186

Traveling: 0:11 hrs

20124 7 Mile Rd W

Detroit, Michigan 48215

09/27/07
05:03 PM CDT

09/27/07
05:13 PM CDT

09/27/07
04:31 PM CDT

NOTE: Job stops are only available in the Premium package.
Pay Hours

The Pay Hours column displays how many pay hours each mobile employee has worked during the past
week. This column will update every fifteen minutes to give you current and accurate information during
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your workers’ shifts and work week. The start day of the week for calculating pay hours can be set in the
Company Settings.

Worker Map

If you would like to see a map of where your workers are currently, click the Workers tab and then the
Worker Map button in the toolbar of the Web Portal. To aid in locating workers, Logging in or out, Starting
or Ending a shift or break, or filling out a form will make an icon appear on the map, pinpointing when and
where a worker performed one of those actions (see icons below); GPS points are also collected and
shown on the map when a worker first logs in.

=1 | Worker has Logged in

t —b Worker has Logged out

3 Worker has Started a shift

L g Worker has Ended a Shift

Worker has Started a Break

Q Worker has Ended a Break

‘ Worker has Submitted a Form

From the map, you can also set the following filters: Locations, Jobs, and the Worker filter, to see only the
data that is important to you. All of the map controls work the same throughout Web Portal. To get back
to your list of Workers, click the Worker List button, or click on the Workers tab.

Activity Log

In the Workers tab, if you click on a worker’s name, the Options Menu will appear. To see that specific
employee’s Activity Log, click on View Worker Activity Log. Here you can view all of the actions that
worker has performed within the date and time range which you have set using your Date/Time filter. A
“perfect day” using the Field Force Manager software will show you a Login, Start Shift, End Shift, Exit
Field Force Manager (if you using timesheets). There is also an Activity filter which allows you to specify
which actions you would like to view such as, Timesheets, Log in/Log out, GPS errors/Ad Hoc Forms.
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t Frank Edisnn

Ping Worker
| Remobs Start
view worker Map

Wiewy Worker Die il

View Worker Actwity Log
view worker Jobs

| view Worker | nrations

- Reports

Worker Locations

In the Workers tab, if you click on a worker’'s name, the Options Menu will appear. Clicking on the View

Worker Location option will show you any locations that have been set up in Web Portal and sent to that
worker’s mobile phone.

View/Edit Worker Timecards

In the Workers tab, if you click on a worker’s name, the Options Menu will appear. Clicking on the View/
Edit Worker Timecards option will show you the workers timecards for the filtered time period and allow
you to edit and view timecard edits.

3 Weirnme Rrian Fods {weh]  Lenal  Sopport | Trabobng | 1 apoart

We pever sfop sorking for paws

WOREERS LOCATIONS MESSALES REPORTS ADMINISTRATION

Kefresh in 0:40 minutels) Waorlkers List
Rofrash Now Timecards List For Frank Cartright
[Tootbar | [P StaiBreck  EdMrsok  End Shil Break e Pay Hours

1
Warker Activity Lag 0501 170% 0831 AM COT O5¢11/05 [5:35 Prd <O 00 3:25

Viorker Timecards
nark
A L !'J:-_-'l 4705 $0:30 AM DT 035/14/05 [5:15 Prd 20T
WWorker Jols - - "
Warker Map
Add Shift

L

03 13/ 0% CA 2 A COT A5 13/D5-05 30 M COT 00T 2:0=

Editing a Timecards
1. Select the shift you would like to edit

2. Click the row of the row you would like to edit (you can only edit one shift at a time). The Timecard
Options Menu will appear.

Timecards List : Frank Cartright

Edit Shift

| View Timecard History
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3. Select Edit Shift

4. Edit the date/time of shifts and breaks in the case where a mobile worker forgot to punch in or out
on time.
a. If a user forgot to perform an action altogether, the action can be added be pressing the
Add Break or Add Shift button
b. Comments on the edit can be entered by pressing the comments button

iralass Edit Shift

W naver mlnp workimig for paus

Start Skilt: Dl o1 0 7ime: tgfel: 25ix] amix]
Lol shin: Lzt JEETR RN B mime: o5he]:[cal=] M=l
e~
Cemmaent: |Fergot 2o punch aut zk 3pm :Eé |
= |
I
Cancel | Save | o5

Lty
nF

= Each timecard action must be separated by at least one minute
= Timecard shifts cannot overlap

5. Select Save when changes are complete

Adding a Shift
1. Press the Add Shift Button

2. Edit the starting time and date
i. You can add the end date / time or leave open

3. Select Save

Viewing Timecard Edit History

1. Select the shift you would like to view edit history for

2. Click the row of the row you would like to view (you can only view one shift at a time). The
Timecard Options Menu will appear.

3. Select View History

T ——

] View Timecard History J

I Timecards List : Frank Cartright
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Jobs

In the Workers tab, if you click on a worker's name, the Options Menu will appear. Clicking on View
Worker Jobs will show you any jobs that have been dispatched to this specific worker along with the
status of that job. You can click on a job reference number to automatically go to the Jobs tab and view
the job’s details.

Time-Off

In the Workers tab, if you click on a worker’s name, the Options Menu will appear. Clicking on the Times
Off option will bring you to the Time off list for the Worker. Time off is used to change the workers
availability for scheduling jobs. Time off will also prevent remote start messages from being sent to the
mobile workers device during their time off.

WOREERS LOCATIFNS MESSAGES REPFORTS ADMINISTRATION C reati ng
a Refresh in 7:20 mindtels)  Workers Lisk Time-off
Retresh Now Times-off List For Frank Edison
| || Stort Time End Vime Hesisin Code Hules Beuuest Dale/ Time
[da items were found

Fir Wirkers | =

29



6. Select the Create Time-off button on the Workers Times Off List
7. Select the Start and End date and time for the time off.
8. Select a reason and enter notes in necessary
9. Select Save & Close

b e SR B Creata Time-off

Riark: Daim:  faage 9 Tirrec | 13 bl = 00 ] [k e

End:  Dabm: MEERCE 0 Terar 12 (% 0 ] e [

W goeimn ks MaLatn -

LI =1 H

| cancel || Save & Clows |

Worker Details

In the Workers tab, if you click on a worker's name, the Options Menu will appear. Clicking on View
Worker Detail will display any information that has been entered about this specific worker. It will
display their name, which group they belong to, their last known location the date/time it was received
and their hours of operation. You can also access a worker’s Jobs, Locations and Maps from the Worker
Details window in the Toolbar on the left side of the screen.

walpzmer Dopuz Varnamn legsd | Suppeet | Tealning | banot

VEFIFNYiroloss
W pserar slap werkimg for yoes

WOREFRE A LOLATIONS

MESERCER EEIORTA AOMIAIRIRATIOR

Wurkers List
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Pratmnad Sare Fheppedi 1045 fen bocatine Foack Briann o™
U por Hnman: tudieze e e A

Firat Pl Frank

~ldds mome

(E g Rt Fdiznn

[-f. L 1]
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Ping Worker / Ping Workers / Auto Ping

Field Force Manager during normal operation tracks the location of the worker every two minutes and
uploads the GPS information to the server in batches (every 14 to 28 minutes). The Ping functionality
allows a web user to request GPS information to be collected and sent to the web portal immediately.
(GPS information will only be sent if the device is in a location where GPS information can be collected.)

Ping: The worker map and worker drill down menu allow a single worker to be pinged at a time

Ping Workers: The worker map and work list has a button “Ping Workers” which allow up to 20
mobile workers to be pinged at one time.

Auto Ping: When pinging multiple workers, a web user may choose to Auto Ping the mobile
workers every 60 seconds for the next 10 minutes. When this option is selected, the workers
selected in the multi-worker ping we upload their GPS coordinates each minute for the following
ten minutes.

Ping Multiple Workers

Please select up ta 20 workers to Ping
B[] Work Groups
B[] oz Default Users
B[] 4a GREAT LAKES selected
B[] 4 Product Developmeant
B[] 44 Sales
B[] g Stout Division
B[] s Test
B[] 4 Texas Home Health Demo
B[] o Verizon
B[] 4 Web Ex
B[] g West
B[] g West Region

] ping Automatically
(Ping selected workers every 60 seconds for 10 minutas)

Worker Map

In the Workers tab, if you click on a worker’'s name, the Options Menu will appear. Clicking on View
Worker Map will display the last known location of this specific worker. You can also view the bread-
crumb trail of where this worker traveled throughout the specified date and times you set in the
Date/Time filter. By clicking on the red dots, you can see the date and time that GPS point was collected,
and if enough information was collected, it will also show you the worker’s direction and speed.

You can also view the Route of a mobile worker from the Workers Map. Click on the Workers icon to get
the Worker Detail pop-up window displayed. Now Select Show Routes.
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WOREERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTEATION
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In this Routes page, click on the icon to start the interactive map and you will see the animated route
of the selected users on your computer screen.

In this new FFM map feature, we have added new option to view the animated route of your field workers.
Click on the Workers icon and select Animate Route from the list.

WORKERS MAPS LOCATIONS ALERTS MESSAGES REMORTS ADMINISTRATION

Refresh n 9:00 minute(s)

Faedresh Mow Workers Map
. — ”
i |ShowTrafic | | sap | Sateidte | Hhend | Teman ||
-~ (e i paT
Workers List £y et
..
| workers Map < i I &
rivane
T e, o -y
j} -;.-:du.'-\.'.-l-‘ @
Date Filter S e d
Start: 080171 + Pidkes
End: 10,0810 1
L LA
@ Wi
Display Filter « &
@
S
I @
For ok j P @
or Jobs ad y::'-;’ @ -
T s ®
Did ¥ou Know... ' T )
Wi can zoom in e a box Racky 1
using drag and drsp o)
T g e Y Unkngen Addresses: Jobs (148), Lacsbons (L))
To z00m to a specific area | [SATORIE |-5 = T FHRE Mg el SO0 oot 1 40|

Then, click on the Location Playback Controls > i W to view the animated route of the selected

user(s):
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Follow the below instructions to use the Location Playback Controls:
Click on the IE button to start the animate route of the selected user(s).
Click on the button to pause the animate route view.
Click on the button to view the animate route in fast forward mode.

Click on the button to stop the animate route view.
Street View

In this Google Map, Field Force Manager offers you to get the street view of your fleet’s location. Click on
the Workers icon from the Workers Map. Now select Street View from the Pop-up window.

cricer Information

Warker Details W

Home “ap Address: Lincaln, MO

&5 oft  09/0EML0
Ping 09:19 AM CDT
Show Roules Job 1:  test s
Job 2 bast Bl
Job 3z bedt bl
Job4:  bedt BS

Animate Rowte
Siraat View

Job 5 tast Bk

Stwbus:  Logged Oust Due ta
Enachivity

You will be presented with the street view of the location of your mobile worker.
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En ] 1
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For Jobs |

Training is anly & click
avray?

Chcking the training link at
this tod of this page wil take

You will also find the Street viewer icon just above the Zoom toolbar. Now drag and drop the Street
viewer icon on any desired location of the map. You will get the Street view of that particular area
displayed on your computer screen.

Auto Application Start Up

If a worker has not logged into their application and their phone is on, the web user can press the remote
start button in the Options Menu to start the application on the mobile phone. The mobile phone will be
sent an SMS message that will start the application. (Note: This feature will not work if there is a block on
text messages.)

Worker Daily Timesheet Report

The Worker Daily Timesheet report is created based upon your Date/Time filter; however, since this is a
daily report, it will only create the report based upon the first day specified in your filter. This report will
show you a break-down of that worker’s day by stop. It displays total pay hours, number of stops, travel
distance, travel time, and total time at stops. This can help when dispatching workers to jobs throughout
the day. To run this report, click on a name from the Worker List. When the Options Menu appears, select
Report and then click on Worker Daily Timesheet.
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: Tommy Liven

View Worker lobs
View Worker Map

View Worker Detail
Ping Worker
Remote Start

_ View Worker Activity Log

View Worker Locations

Heports

Worker Detail Report

The Worker Detail Report displays jobs completed by that specific worker, Start and End Date/Time, and
the Duration of the job. It also totals the number of jobs started late, which can help when giving
customers an estimated time that the worker will arrive. This report also totals the time spent on all jobs,
as well as averages the amount of time spent per job. To run this report, click on a name from the Worker
List. When the Options Menu appears, select Report and then click on Worker Detail Report.

GPS and Stop Report

The GPS & Stop report is created based upon your Date/Time filter; however, since this is a daily report, it
will only create the report based upon the first day specified in your filter. This report will show you a
break-down of that worker’s day by stop. The report also shows each non-stop GPS point with its speed,
direction of travel, latitude, longitude and approximate address. To run this report, click on a name from
the Worker List. When the Options Menu appears, select Report and then click on GPS and Stop.
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Locations Tab

The locations tab is used to maintain locations or customers for your company. For example, this can be
vendor sites, worker’'s homes, or any other location a worker might frequently stop.

Creating a Location i
. verizonwirele
1. Select the Locations tab w.,,,emmpm,-ﬂﬁ, yif,_o

WORKERS LOCATIONS

2. Click the Create button. A create location window
Refresh in 13:30 minute(s)

will appear. Locations List
Refresh Now
3. Select the type of location you are creating from the 0 Name
Type drop-down box. O 1111
O e
: :
4. Enter the name and address of the location. That is —— |
the minimum amount of information required to O] alosbuster Duke
create a location.
[ elockbuster M Kings
5. Click the Create button at the bottom the window to : Al Eliae OB Cter
Create the |Ocati0n. il [0 chicago Police Headguarters
Rl 11: A O cips
Create Location O clare euiding

6. To view any of your locations on the map select the location(s) and click the Map button.

7. To view the details of your locations select the hyperlink associated with that location name in the
location list.

Editing a Location
4. Select the Locations tab.

5. Click the name of the location
you would like to edit (you can
only edit one location at a
time). The Locations Options
Menu will appear.

View Location Detail

View Location Map

View Job History

6. Select the Edit Location Edit Location
button. An Edit Location

window will open.

| Send Location to Workers
Delete Location

Reports
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7. Make the desired changes and click the save button at the bottom of the window.

Deleting a Location

\_—""verizonuireless

We never stop working for yous

Edit Location

Type: Company
Name: 1
Reference Number:

Street:

Apartment/Suite:

City:

State/Province:

Postal Code:

Ignore validation: O
Contact Name:

Contact Phone:

Validate Address

B [7] Work Groups

<

[7] s Avis Demo
[7] s Casey

®[7] g CENTRAL
[ s Default
[ s delivery
[7] caa EAST
[7] L FFM Sales team
[] s FFM_PTT_Test
i OREAT LAKES
s HO NEwk Sve Perf
[#] s Mindly
[ s Munson
- NisoUrce Test
i WM Sales Team
[F] s Sales
s Sales M
. South Sales
s SOUth Team

i StOLE Division
= e ot

~

Click here to hide Advanced Options

Override Coordinates: ]
Latitude (degrees):

Longitude (degrees):

* Modifying the coordinate will reset warkzone to default.

Override Coordinates: L4l
Latitude (degrees):

Longitude (degrees):

Radius (mi):

* Required

1. Select the Locations tab.

2. Click the Location you would like to delete. The Options Menu will appear.

3. Select the Delete button from the Options Menu.

4. A confirmation window will appear to confirm that you wish to delete the selected locations.

OK to delete the location(s).

Sending a Location to a mobile worker
(Sending a location to a worker is in Field Force Manager Basic and Premium Only)

1. Select the Locations tab.

2. Select the Location you would like to send to your worker. The Options Menu will appear.

Click

3. Click the Send to Workers button in the Options Menu. A Send Locations to Workers window wiill

appear.

4. Click the checkbox to the left of each workers name you wish to send the location to.
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5. Click Send.

\_—" verizonuirless Send Location

We never stop working for yous

Please choose workers to receive the selected locations:

= [ work Groups
[ s CENTRAL
[ a EAST
[ & GREAT LAKES
[ s West

If Field Force Manager is running in the foreground of the worker’s mobile phone, their mobile phone will
beep letting them know they have a new location. The worker can then access the Locations menu on
their mobile phone and get driving directions to that location from their last known GPS location.

*Web users can also make Locations available to specific workers by checking the desired Groups in both
the Create Location and Edit Location windows.

Viewing Location Detail
This feature allows you to view the specific information attached to a location.

1. Select the Locations tab.
2. Click on the Location you would like to view the Location Detail for; the Options Menu will appear.

3. Select the View Location Detail button from the Options Menu. You will be taken to the Location
Detail screen.

Viewing Job History at a Location
You have the ability to view jobs that have been linked to a particular location by viewing the Job History
tab.

NOTE: Only available in the Premium Package

1. Select the Locations tab.

2. Click on the Location you would like to view the Job History for; the Options Menu will appear.

3. Select the View Job History button from the Options Menu. You will be taken to the job history
screen.
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Geo-tuning a location or job

Geo-tuning is used to tune the latitude and longitude of a location or job.
To Geo-tune a Location or Job

1. Click on a Location or Job

2. Select “Geo-Tune” from the pop-up menu

3. The mouse cursor will turn into a target

4. Click on the map where you would like to move the Location or Job to.

Delivery [x]

1ob Detail Job Information

Edit Job Desc Delivery

Job Map Status: Retrieved
Address; 2203 E. Empire Street

Home Map Bloamingtan, IL 61704
Start Time: 09/07/10

Geo-T

eo-tune 01:45 AM COT
Configure WorkZone Dietails: Diawis

Show Workzone

Street ¥iew

Configuring a WorkZone for a location or a job

WorkZones are used to surround a location or job and can activate features when mobile devices cross the
boundaries of those zones.

To Configure a WorkZone:
1. Click on the desired Location or Job
2. Select Configure WorkZone from the pop-up menu
3. A Configure WorkZone window will open, showing the icons from the currently viewed map
4. Create a circle or polygon WorkZone or make the necessary adjustments to an existing WorkZone.

5. Click the Save button.
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Delivery

Job Detail

Edit Job

Jobh Map

Home Map
Geo-Tune

Configure WorkZone
Show Workzone

Street ¥iew

Job Information

Desc:
Status:
Address;

Start Time:

Details:

Delivary
Retrieved

2203 E. Empire Street
Bloomington, IL 61704

09,/07/10
01:45 aMm COT

Devez

Edit Warkzone
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Upload Locations

1. Select the Upload Locations button

| Upload Locations

Select the “Get Template” button to download location upload template
Unzip XLS, CSV and txt file to local computer
Enter Locations into XLS or CSV file, Save the file
Select the “Browse” button

a. Select the file with data to be uploaded
Check Update Records box if you want to update records if they’re the same
Select the “Submit” button.

ahwnN

NO

The following information is available to be uploaded for a location:
Name(Required)

Street Address (Required)

City

State

Zip

Country

Latitude

Longitude

Contact Name

Contact Phone

Location Type (Required to match existing Location Type)

/> Locations Upload - Windows Internet Explorer E
H http:/fowalpha.figldforcemanager . comfadapter flocationfupload . popup?wizardiidgetId=location. upload . popup. wizardwidget w
N

Nwireless Upload Locations

We never stop working for you#

Choose the file to upload: | | Browse... |

Update Existing Records: [ ]

[Cancel | submit | Get Tempiate | =

€D Internet H o100 v

[
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Messages

The Messages tab allows you to send messages to any of the mobile workers.

This is strictly a one-way

messaging service. Field Force Manager must also be running in the foreground of the mobile phone to be
notified immediately of new messages. Field Force Manager does not use Verizon Wireless text messaging

to send messages. Messages are in Field
Force Manager Basic and Premium only.

Within the messages tab you will see three

buttons. Inbox, Sent and Deleted:
< The Inbox tab is where any
messages that were sent to the
users will appear. Clicking on a
message will open the Options Menu,
giving the option to Read or Delete
it.

» The Sent tab, allows you to view
any messages that you have sent,
who the recipient was, and the date
and time that the message was sent.

% The Deleted tab allows you to view

any messages that you have deleted.

7
*

7
*

Creating a Message
1. Select the Messages tab.

We never stap working for yous

WORKERS LOCATIONS

Rofrosh in 14230 minute(s)

Messages List
Refresh Now

Delete Message

‘Welcome Doug Marinara  Leqal | Support | Training | Logout

MESSAGES ADMINISTRATION

REPORTS

ALERTS

2. Click the Create button. A new message window will appear.

3. Select the worker or workers you would like to send the message to.
4. Enter a subject and the text of the message.

5. Click the Send button at the bottom of the window.

Sent Messages

It will then show you what the message

1. Select the Messages tab.

2. Select the sent messages button.

3. Click on the name of the worker you sent the message to.
said.

4.

When done viewing the message click the message tab to return back to the message list.

Deleting a Message

1.

2.

Select the Messages tab.

Select the checkbox to the left of the message(s) you would like to delete.
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3. Click the Delete button.

4. A delete confirmation box will appear select OK.
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Jobs Tab

Field Force Manager allows the dispatcher to send jobs to mobile workers in the field. The job
functionality is available in the Basic and Premium packages and is different based on the package

selected.

Premium: Advanced job dispatch from the Web
portal to mobile user. The Web portal user can look up
and link jobs to known locations in the system, which
reduces data entry and errors. The Web portal user
can view all jobs or single jobs on all maps, read
details of a job, call ahead to a job contact, and obtain
both audible and map-enabled driving directions to
the job. The mobile user can update the job status
(“Accept,” “Reject,” “In Transit,” “Start,” “On Hold,” or
“Complete”). Upon completion of a job, the user is
prompted with the “Job Completion Form.” Once a job
is completed, the history can be viewed from the
“Jobs” list or via the “Location Job History.”

Creating Jobs
1. Select the Jobs tab.

\_—" verizonvirless

We never stop working for yous

WORKERS

Refresh in 12:40 minute(s)

Refresh Now

Toolbar =

Jobs List <

| Jobs Map

Create Job v
Delete Job
Reassign Job

Jobs List

[0 Reference Number

[J 01805-358219-913136-2008-6 01805-358219

[J 13-103597115-1-913133-2008-5 HARCLD CAMPBELL

[0 01805-358177-913138-2008-5 01805-358177

[0 01805-258271-013136-2008-5 01805-358271

LOCATIONS

Name

2. Click the Create button, a list of job types will appear.

Create Job «

3. Fill in the necessary job details.
Steps to Create Job
NOTE: Comments field only
available in Field Force Manager
Premium package.

1. Specify Job Details
2. Specify Job Location

3. Schedule & Assign Job
to a Worker

4. When finished entering the Job
Details, click Next to move to
the Location tab, or simply click
the Job Location tab at the top
of the window.

\_—" verizonvirless

We never stop working for you®

Create Job

Date:

08/28/07
Time: 03[9+
Time Zone:
Duration: |1
Priority: Medium s
CENTRAL

Group:

Workar: unzssigned

&
00 v | Bm |
Central Time (GMT-05:00) |+

minutes W

v

[cancet | acx JRNRN sove | Soves tow |

Type: Advanced

5. Enter in a valid address for the
location of the job.

6. Click Validate Address to verify that is an actual address and can be plotted on the map.

7. Once verified, click Next to go to the Job Details screen.
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8. Fill in the necessary job details.

a.

b.

The Job Name is the name that is displayed to the mobile worker. Choosing a name that is
descriptive like the Customer Name or the Type of Service is recommended.

The Job reference number is a unique number for the job. You can enable the system to
automatically generate job reference number in the company settings part of the web
portal.

The details will be different based upon the job type selected.

9. When finished entering the Job Details, click Next to move to the Parameters screen.

10. Select which skills are required for the job

11. When finished entering the Job Parameters, click Next to move to the schedule screen.

12. Select the Date and Time that this job is to be scheduled for. To leave the schedule time open,
uncheck the Date and Time checkboxes.

13. Select the duration of the job.

14. Select the job priority.

15. Select the group and worker this job is to be assigned to. To leave the job unassigned, do not
select a group or worker. A job assigned to a group is not available for download to a mobile
workers device.

Recommend Worker

a.

To assist in the process of selecting which mobile worker to assign a job to the web user can
select the recommend worker button. The system will show a decision matrix for each of the
workers for the company and score the workers applicability for the job.
Once a worker is selected from the recommend list
The recommend worker system shows the following elements for each worker
i. Name
ii. Group
iii. Availability
1. Is the worker within hours of operation / time off
iv. Capacity
1. What percentage of the workers capacity for the time slot the job is scheduled
for is full
2. 0% = no jobs schedule currently 100% = time slot is full
V. Assigned Jobs
1. Total number of jobs assigned to the worker that have not been completed.
This includes jobs for all time slots in the past, current and future
vi. Skills Match
1. Based upon the required skills for the job set in step 2, this is the % of skKills
that are matched.
2. 0% = no match 100% = all skills are matched
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16. Click Save & Close to save the job, or click Save & New to continue creating new jobs.

VETiZONvirsioss

Ve nirsar ging moving for poics

Create Job

Steps to Croake Job

L. Spacity Joh Petalls
A Faramelsrs

3. Bpeclhy Job Locstion
4

- Sechsndnls & Ansign
Mib Lo W orkoer

¥ Date: 10728003 Duration: |1 |

¥ Tima: 03%]: 16 =] |pM ] Priortty: |Madus %]

Timwe gone Ceabral lime [GET-0M00] ] Grougs GHEA] LAES
Waorkeer: | Urassgned

Check e Workes gun wish Lol

imuirpn iz The juhs

Z Bk Mzkzh Oriy

v . 2064270138

Stout Sivisen Evalablz

O tnzudz Unasaikaic Wicrkzrs
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Or . 2DedaTeang Skout Sivisen feslable 0% b 121
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[ Cancar | sek |

Linking Jobs to Customers

1.

Editing Jobs

1. Select the Jobs tab.

2. Click the job that you would like to edit. The Options Menu will appear.

The contact and address information for the Customer will be populated into the job.

Enter the name of the Customer you want to look up and link the job to. After you enter three
characters, the system will present a list of matching Customers. Using your mouse or the
keyboard arrow keys, select the customer you would like to link the job to and hit the enter button.
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Yiew Job Map
YWiew Job Detail

View Job Activity Log
Cdit Job

Reassign lob

MDedeter Tob
View Worker Jobs
Reports

3. Select the Edit Job button. A new edit window
W|" Open. Jobs List : Job for Jon
4. Edit any of the necessary information Vview Job Map
throughout the tabs. View Job Detail
View Job Activity Log
5. Click Save when finished editing. EditEob
Deleting Jobs Delete Job
1. Select the Jobs tab. View Worker Jobs
Reports

2. Click the job you would like to delete. The Options Menu will appear.
3. Select Delete Job button.

4. A Delete confirmation box opens. Click the OK button.

Reassigning Jobs
1. Select the Jobs tab.

2. Click the job that you want to reassign. The Options Menu will appear.
3. Select the Reassign Job button; a new reassign window will open.
4. Select the new group or worker to reassign the job to.

5. Click OK.

Uploading Jobs
1. Select the Jobs tab.

2. Click Upload Jobs button.

3. Click on Get Template from the Upload Jobs pop-up window. Fill up the upload spread sheet with
the necessary information and save.
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Note — If you are subscribed to the Field Force Manager Basic package, then enter “Basic” in the
Job Type Column.

\/l Upload Jobs

verizonwireless

Choose the file to upload:

Update Existing Records: [

[Cancel | Submit | Get Tempiate |

4. Click Browse to upload. Click Submit.

This will inform the new assigned worker of the job and download the job information to their mobile
phone. It will also remove the job from the original worker’s mobile phone.

Viewing Job Details
1. Select the Jobs Tab.

2. Click on the Job that you want to see more detail for; the Options Menu will appear.

3. Select the View Job History button. The Job Details screen will open.

Viewing the Job Activity Log
1. Select the Jobs tab.

2. Click on the Job that you want to see the Job Activity Log for; the Options Menu will appear.

3. Select the View Job Activity Log button. The screen for the Job Activity Log will open.

Viewing Worker Jobs
This feature allows you to view all of the Jobs that a specific worker has been assigned to.

1. Select the Jobs tab.

2. There is a worker assigned for every Job listed. Click on the Job with the worker you want to view.
This will open the Options Menu.

3. Click on the View Worker Jobs button. This will bring you to a page that lists all of the Jobs
assigned to the worker you have chosen.
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Availability Calendar

The Availability Calendar within the web portal gives users looking to dispatch jobs the ability to
visualize all of the jobs for all workers for a day. The availability calendar is available from tool bar
buttons on the Worker and Job tabs.

The Availability Calendar uses a concept of a timeslot to aide in the dispatch of jobs. A company can
choose have small hourly time slots (default) or larger half or even full day time slots. The availability
calendar color codes each time slot for a day based upon a worker’s availability. Workers availability is set
by the hours of operation set for the mobile worker and also take into affect any schedule exceptions
made in the time off system. Each time slot has a capacity of jobs that can be scheduled into it before it
is considered to be over capacity. The capacity for each time slot is calculated based upon the scheduled
start time of the job. It does not take into account jobs that start in other time slots or the actual start
times of jobs.
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TR0 EH- 1200 0W | L300 P OR300 W | D550 FE 0200 #M | 07350 PH- 00000 FM | 0000 FH- 0400 0 | 000 PR 0830 FE | 0500 6 0330 FH | 0800 P4 0700 FH | 9700 PH G50 FH |
3 |G | aveies | sumew | s |
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Time slot color codes

o Unavailable(Grey) — The time slot for the worker is either outside the hours of operation
for the worker or the worker has taken the entire time slot off

o Available (Yellow) — The time slot for the worker is within the workers hours of operation
and the worker has not requested time off for the entire time slot. In addition the time slot
has not been filled with jobs for the worker.

o0 Booked (Blue) — The time slot for the worker had availability, but the availability for the
time slot has been filled.

0 Overcapacity (Red) — The time slot for the worker is over booked. The capacity for the
time slot has been exceeded or the worker was unavailable to start with.
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Jobs on the Calendar

(0]

Jobs will appear on the calendar once they’re scheduled for a specific worker. The job will
appear as a solid line starting at the scheduled start time of the job and will be marked as
ending based upon the expected duration or scheduled end time of the job.

Once a job has been started, the job will show as a dotted line the actual started time of the
job and will project the expected end time of the job as dotted line. Once the job has been
completed the actual end time of the job will be updated with the dotted line.

The current status of a job on the calendar can be determined by looking at the icon that
appears on the job. This is the same icon that appears for jobs on the jobs list or map.

You can mouse over the status icon on the calendar to view additional status information for
the job. When you mouse over the icon, a pop-up will appear that provides links to view
additional details and views of the job.

To make changes to jobs on the calendar the user can edit the job from the mouse over
menu or from the job list screens.

Configuring Timeslots

By default a company is configured with time slots for Monday-Friday 8am to 6pm.
Timeslots are used to manage the capacity and assignment of jobs for your workers.
Choosing small time slots allows you to manager down to the hour. Choosing larger time
slots allows you to manage at a multi-hour level.

Time slots can be changed/added or removed by pressing the Configure Time slots button
at the top of the Availability Calendar

To add Zedit a time slot

Choose Configure Timeslot button
Select New /Edit Time Slot
Choose the day of the Week
Select the start time for the time slot
Choose the duration for the time slot
= Note: Time slots cannot overlap with each other
Choose the capacity for the time slot.
= This is the number of jobs that can be scheduled for a worker before a time slot
is considered to be over capacity.
7. Select Apply
8. Add or change other time slots
9. Select Save & Close to save your changes.

nhwONE

2
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hwireless Configure Timeslots
We never stop warking for your

Timeslots Setup

08:00 aM [Monday, 05:00 AM, 1.007 |

0900 AR ';HQ"EE'{'. 0000 |'-'||'I1_. 1_:"]- LE New Tmeaslot

10000 &M [Monday, 10:00 &M, 1.007 - g 5
11:00 AM [Monday, 11:00 AM, 1.00] Timeslot Name: |
12:00 BM [Monday, 12:00 PM, 1.007 = Day of Week:

01:00 PK (Monday, 00:00 PM, 1.00] : "

02:00 PM [Monday, ©2:00 P, 1,007 ik [y :

0300 PM [Monday, 02:00 PM, 1.00] Deiridiin B il
04:00 PM [Monday, G4:00 |-'r-1_. 1.00] | :

05:00 PM [Manday, 05:00 PM, 1.00] Capacity:

08;00 AM [Tuesday, 05:00 AM, 1.00]
09:00 AM [Tuesday, 09:00 AM, 1.00]
10:00 AM [Tuesday, 10:00 AM, 1,00]
11:00 &M [Tuesday, 11:00 AM, 1.00]
12:00 PM [Tuesday, 12:00 PM, 1.00]
01:00 PM [Tuesday, 0L:00 PM, 1.00]
02:00 PM [Tuesday, 02:00 PM, 1.00]
03:00 PM [Tuesday, 03:00 FM, 1.00]
04:00 PM [Tuesday, 04:00 2M, 1,00]
05:00 PM [Tuesday, 05:00 FM, 1.00] »

| cancel | Save & Close

To delete a time slot

1. Select Time Slot from the select list
2. Choose Delete Time slot button
3. Select Save & Close to save your changes.

Worker & Job Match

To aide in the dispatch of the right worker to right job the web portal allows worker and jobs to have
defined skill sets. The web user for the company can configure which skill sets are available to be set up
for workers and jobs within the company.

n'-'Hl:Vﬂthi Guastel  Leqgnl | Suppert | Trainieg | Cogout
_— Limk Fisid Forre Mansger with a Verizon
braelignart i i dnad o vz Sl Business Cenler Actant

WORKERS 5 I0BS LOHCATIONS ALERTS HESSAGES REFDETS ADMINISTRATION

Foalrash in 15100 mimke(s)
Bedrash Sow SI:H Is List

. e

For ot |

D You Know.. -

supgart i onty a click
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cha tog af tha page will ke
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Creating a Skill
1. Select the Worker & Job Match-Skills Tab.

2. Select the Create Skill button; a create window will open.

3. Give the skill a unique name, description and code.

\—" verizonwisiess Create Skill
We never slop working for pous

Hame: -
Desgriplion:
Coida:

[ Gancel | Save & Ginse | Sove & tiew |

4. Click Save & Close when completed.

53



Reports

The “Reports” tab provides instant access to a variety of online reports. Reports are also available from
the “Workers,” “Jobs,” and “Locations” tabs. All of the reports listed below can be exported to PDF or
Excel® formats. The information generated in these reports will be based on the “Date/Time” and
“Worker” filters that you set for each report.

To run a Field Force Manager report:

s While the example below shows how to run the Alert Report, ALL reports you run from the Reports
Tab will have the same steps.

1. Click on the name of the report you would like to run. The Options Menu will appear.

Reports List : Alert Report

Run Report

Edit Report

Delete Report

Copy Report

Schedule Report

2. Click Run Report from the menu. A Report window will open.
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\_—" verizonwirless Report Run
Options

We never stop working for yous®

Format Type:

Date Filter:

From From

[2008-09-04 |8 [12:00 AM v|
© To To

[2008-09-04 |EE [11:50 PM ~]

=] Work Groups
s CENTRAL
e EAST
s GREAT LAKES
e West

Choose the Format Type for the report (PDF, Text Excel, and Web).

In the Date Filter, enter the time frame you would like the report to display.

In Groups, check the Workers or Work Groups you would like to view in the report.
Click the OK button.

The report will appear in an expanded window.

While this example was done with the Alert Report, ALL reports you run from the Reports Tab will

have the same steps.
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Alert Report

The alert report displays all of the alerts that fired for a company for all workers in the current group and
date/time filter. The report displays the Name of the user who fired the alert, group, alert type, alert
description, the alert message as well as the date / time the alert was fired.

Customer Report Card

The customer report card displays a graded summary of how well workers are using their mobile
application. Users are graded by the number of errors during the specified period of time. Mobile workers
errors include (low battery, GPS restrictions, not logging out or ending a timecard shift)

Device Tab Export

The device tab export report displays all of the information from the device tab in a reportable/printable
format.

Fleet Daily Timesheet

The Fleet Daily Timesheet report will display an overview of how each worker’s time was spent throughout
the day. It will show what time each worker started their day, how many stops they made, mileage that
was driven each day, how many hours the worker logged, and what time each worker ended their day.

Fleet Timecard Detail

The Fleet Timecard Detail report can be run for any time period for a group or company. The report
details for each worker all timecard actions performed shift summary information of pay hours, break time
and estimated mileage. The total pay hours, break time and mileage are aggregated for each worker for
the time period that the report was run for.

Fleet Trip Report

The Fleet Trip report will display each worker and the percentage of time spent traveling and the
percentage of time spent stopped. Under the Stop Information header, it displays the number of stops,
the total time stopped, and the average time at each stop. Under the Travel Information header, it
displays total time traveling, the average time traveling to each stop, the total distance driven, and the
average distance between each stop.

Fleet Weekly Timesheet

The Fleet Weekly Timesheet report will display each worker’s hours for a week or week(s) specified in the
Date/Time filter. It also displays the number of stops; the average amounts of time spent at each stop,
mileage driven, and pay hours.

Job Summary
The Job Summary report gives you the average scheduled duration of a job and the actual duration of that
job and what actions have been taken against that job i.e. in transit, complete etc.

At a Glance Report

What is keeping track of the key performance indicators of your company was as easy as reading an
email; it is now that easy! A new standard reports that provides the web portal users with all of the key
performance metrics measured by the Field Force Manager application.
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Location Stop Report

The Location Stop Report displays each workers number of stops, the duration at each stop and the travel
time and mileage between stops that day. It also lists the address of each stop, so you can see if they
have stopped at a prohibited location or an unknown location.

User Tab Export

The user tab export report displays all of the information from the user tab in a reportable/printable
format.

Worker Activity Log Report

The worker activity log report displays all of the activities found in the worker activity log for all workers in
the current group and date-time filter. The report has now been modified to include the location
information/address for each activity.

Worker Summary

The Worker Summary report will display the number of jobs per worker, the average duration or each job,
how many jobs the worker was late on completing and what percentage are being completed late. It then
combines these totals so then you could see for example the percentage of jobs that are not completing
on time etc.

Worker Timesheet / Stop Report

The worker timesheet / stop report modifies the existing “Worker Daily Timesheet” report and allows the
user to run the report for multiple workers across multiple days. The report will display the “Worker Daily
Timesheet” report for all workers in the current group filter and will display the stops and payroll
information for the date/time range for each worker based upon the date/time filter
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CO nfig u I’ab|e Re pO rti ng e Report Setup - Windows Internet Explorer

Web users have the ability to \/mﬂ-mn role

H H wireless
configure custom reports for their Wo nover siop sking for yous Create Report
company from within the web
application. Users can choose
from over 30 data views t_o Steps to Create Report
create new reports of their . Report |
choosing or modify an existing 1. Setup ame: | == |

. . . Cat 5 D M
report to highlight a specific fact. | 2. column setup aregory e”es
. . . Jevices

This includes selecting the 3. Summarize Setup
columns, column order, and 4. Column Order Setup
summary information, criteria, 5. Criteria Setup Sub-
grouping and ordering for each 6. Who Setup Category:
report.
Creating a Report Toport ©TABULAR B OsumMary B

1. Select the Reports tab. e

2. Select the Create Report

button_ a new WindOW Done @Internet * 100% -

will appear.

Create Report

Enter the Name of the Report you’re creating
Choose the Category of information you would like to report on. Most information in the Field
Force Manager application falls under the Worker category.
Choose the Sub-category, the subcategory allows you to choose from the pre-defined data views
that are available. Many of the data views are named after existing standard reports.
Choose the Report Type.

a. Tabular: this type of report gives a grid list of all data items

b. Summary: this type of report allows information to be summarized and grouped by.

Click Next to move the Column Setup page
a. The column setup page allows the web user to select which columns of information they
would like displayed on the report.
Check the box next to the columns you would like displayed in the report.
Click Next to move the Summarize Setup page
a. The summarize setup page allows the web user to choose which fields they would like to
view a summary of.
b. Sum, Average, Largest Value, Smallest Value and Count are the available summary types
for fields.
NOTE: The application will only allow specific summary fields dependent on the type of data of
the underlying field.
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10. Choose any field you would like to summarize on the report.

H http: //gwalpha. Fieldforcemanager .com/fadapterfconfigreport/create. popup?wizardWidgetId=reports. configurable. create. popup. wizardWidget&action=create.a ¥

Steps to Create Report

Setup
. Column Setup

. Summarize Setup

1.
2
3
4. Column Order Setup
5. Criteria Setup

[

. Who Setup

bwireless Create Report
We never stop working for yous

‘ Columns

| Sum |Average

Largest
Value

| Smallest
Value

Count ‘

Street

~

Apt / Suite
City

State / Province

Postal Code

Fax Number

Created Datetime

Last Updated Datetime

Last Connection
Date/Time

Last Status Datetime

O|O|0o|C

o|O|o|C

Inner Label

Outer Label

Available Datetime

€]

@]

Ivr Authentication Number

Created Datetime

Activated Date time

Phone Numher

D(OO|D|0|0|0|C| O |C|C|C|0|0|0|0|]

€

[ cancel § Back J Noxt ] save |

0 Internet

o 100%

a. Note: Summary is optional and only recommended for Summary reports.
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11. Click Next to move the Column Order Setup page

a. The column order page allows the web user to choose which order the columns should
appear on the report from left to right.

H httpiffgwalpha fieldforcemanager, comfadapter/configreport/create, popup?wizardwidgetId=reports, configurable, create, popup wizardwidget&action=create.a ¥

Steps to Create Report

1
2
3
4
5
6

. Setup

. Column Setup

. Summarize Setup

. Column Order Setup
. Criteria Setup

. Who Setup

Verizonuwireless Create Report

We never stop working for yous

Workers].[Company 1D]
Workers].[Phone Number]
Workers].[Mobile Number]
Workers].[Username]
Workers].[Country]
Workers].[Email]
Workers].[Status]
Workers].[Assigned Job Count]
Workers].[User ID]
Workers].[First Name]
Workers].[Middle Name]
Workers].[Last Name]
Workers].[Preferred Name]
Workers].[Pin]
Workers].[Street]
Workers].[Apt / Suite]
Workers].[City]
Workers].[State / Province]
Workers].[Postal Code]

|>

|%

[e]=]

| Cancel ] Back | Next | save ]

0 Internet

12. Select a field and use the up/down buttons on the screen to change the order columns will appear

on the report.

13. Click Next to move the Criteria Setup page

a. The criteria setup page allows the web user to specify criteria or rules in determining which

value will appear on the report.

b. A report can have several criteria for each report. To add additional criteria, choose the new
field button; choose the data type, data, operator and value to evaluate against. Once you
have completed a criteria, press the apply button to add to the report.
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7= Re port Setup - Windows Internet Explorer

H http:ifgualpha. fieldforcemanager. comjfadapter [configreport [ oreate. popupPwizardwidgetld=reporks. configurable. creabe_popup wizard\Widgetfaction=cr e ake. ackionz# hd

verizonwieless Create Report
We never stop working for you®

Steps to Create Report

1. Setup | New Field |

2. Column Setup Data Type:
3. Summarize Setup e e
4. Column Order Setu

. Operators: =oua!

5. Criteria Setup
6. Who Seatup

* Required

Mo Rl i By

|| €D Tnternet & 10w v

14. Click Next to move the Who Setup page
a. Who setup pages allows the web user to specify which groups the report should report

against.

NOTE: For the report to return data the report must have at least one group selected.

£2 Repart Setup - Windows Internet Fxplorer

Verizonwinsiess Create Report
Wa never stop working for yous

Sleps to Create Report
Select the groups the report will be run on.

1. Setup & [ work Groups

2. Column Setup & [] 4& CENTRAL

3. Summarize Setup [ & Central - instail
4. Column Order Satup 8 [ i Central - Service

[0 ik Senaica - Professional
O & easT
[ & GREAT LAKES
0O & west

5. Criteria Setup
6. Who Setup

B Irpermet * 0% v
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15. Click Next to move to the Sub-report page

a. Sub-reports append other existing reports to the bottom of the report you’re configuring.
b. Sub-reports are an Optional part of reports

c. You can select up to 5 sub-reports to be run at the end of your configured report

& Report Sehup - Mozia Firefo 1.5 Bote 4 oE
o [ R S e e Priged e
VEBFIFOMiiacs Create Report
W neser gfap wovking for joas

Freps to Create REPOTE oot tho scditional reports o inckide o the bottom of vour baga report

1 Saken Aallabie Reporis: Eree fudist] Mo pors:
- Sy . =
: &t Bepart - Compary Summary
3, O Bevtup dlmrte Customer Bepart Camd
_ Dasais Tab Edpat
ko Summarize anep Flect Daly Tmesheo:
4. Column Order Sotup IF:E: ,I'I':.'r'::m"-l':t"
I Pt Trip Report 1
5. Criteria Sotup Flest Tno Reaport for achve work
&, Wi St Flst Waakly Timsshast =
GRS s SEop Regait Y
7. Subi-ropaoris Joi - Dran - E
Joh Detad Report
b Summary

Enowen Locabion Soop Report
Location Stop Repart

Locations Srop Aupodt

Locations Stop Report - Eran
Hemamn Contred Logn Repart
Payicl

Sranc ke Trawal i

16. Click Save to save the report

a. NOTE: The report is not saved until the save button is clicked and the window is closed.
b. To run the report you just created, click on the name of the report in the report list.
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Scheduled Reporting

Web users now have the ability to schedule reports to run and be delivered via email to users within their

company. Reports can be scheduled to be run on a daily, weekly and monthly basis.

configure the date/filter, group filter, report format and scheduled period for the report to be generated.

Web users can

The report will be put into report generation and delivery queue at the scheduled time.
run and delivered via email after the report has completed being generated.

1.

for scheduled report is recommended.

ii. A fixed date range will always run for the specified period and is not recommended

for schedule reports.

e Report Setup - Windows Internet Explorer

ﬂ http:/{gwalpha. fieldforcemanager. com/ adapterjconfigreportfschedule . popup?wizardwidgetId=reports. schedule. popup . wizardWidgetreportId=10411

\—" verizonuiriess Schedule Report: Devices Tab Export

We never stop working for yous

Steps to Schedule an
Existing Report

Name: ‘Devices Tab Export 1 | =

1. Range For a Fixed Period Of Time, where you choose a specific date and time
O range to display , or
2. Who
For a Relative Period Of Time, where you choose a dynamic period of
3. Schedule & time that changes relative to the current date and time.
4. Send

Relative period of time
Specify a relative date range that will control the information displayed.

Relative Date Range

‘Tuday -

*Required and must he unigue

[ Cancel JRSRRRN Next | save |

v

€ Internet F0ws -

5. Click Next to move the Who Setup page

The report will be

To schedule a report, click on the Reports tab. Select the report you want to schedule from the
Report list. The Options menu will appear.
Click the Schedule Report button from the Options Menu. A window will pop up allowing you to
specify the details of the scheduled report.
Enter a name for the report you're scheduling. The report will appear in the list on the Reports tab
once the Scheduled report has been saved.
The range setup page allows you to choose the date/time filter the report will use when it is run.
a. The range setup filter works the same as the Date Filter in the web portal application.
b. The report can be scheduled to be run with a Fixed or Relative date filter.
i. A relative date range will always run for a relative range. Using a relative date filter

a. Who setup pages allows the web user to specify which groups the report should report
against.
NOTE: For the report to return data the report must have at least one group selected.
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u http:/fgwalpha. fieldforcemanager .comfadapter/configreport/schedule. popuptwizardWidgetId=reports.schedule. popup, wizardWidgetéreportId=10411 v

Vverizonvirsiess Schedule Report: Devices Tab Export
We never stop working for you®

Steps to Schedule an
Existing Report Select the groups the report will be run on.
= [] work Groups

B [J & CENTRAL

[0 i Central - Install
3. Schedule B [0 & Central - Service

1. Range
2. Who

4. Send [] . Service - Professional

[ i EAST
[ i GREAT LAKES
[1 s West

[“Cancel | Back | Next | Save | .

€ Internet F100% -

6. Click Next to move the Schedule Setup page
a. The schedule setup page allows the web user to specify the reoccurring schedule of when
the report will be run.
b. The report can be scheduled to run:
i. Daily
1. Choose every x days
2. Every weekday
ii. Weekly
1. Choose every x weeks
2. Choose which days of week
iii. Monthly
1. Choose every x day of x month
2. The x day of week of every x month
iv. Choose what time of day the report will run
1. NOTE: Report will be queued to run at scheduled time. Exact delivery time is
determined by system load and email timing.
v. Choose for the report to end after a specific end date or no end date.

{= Report Setup - Windows Internet Explorer

H http:}igwalpha fieldforcemanager .comfadapter jronfigreport fschedule . popup?wizardiidget Id=reports.schedule. popup. wizardwidget&reportTd=10411

verizonvirsless Schedule Report: Devices Tab Export

We never stop working for you?®

Steps to Schedule an

Existing Report
grep Orvery[L |dav(s)

1. Range O Every weekday
N @ Daily

. ° O Weekly
3. Schedule ) Monthly
4. Send Start: | 2008-09-04 i & No end date

Specify times: | midnight | (& End by: |2008-09-04 E]
[ Cancel ] Back ] Next ] save |

€ Internet 100w v
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7. Click Next to move the Send Setup page

a. The send setup page allows the web user to specify the users who will receive the report,
the format the report will be sent in (PDF, excel, txt and email), and whether the report
should be oriented horizontally or vertically.

H http: figwalpha. fieldforcemanager . comjadapter/configreport/schedule . popup?wizardwidgetId=reports, schedule, popup. wizardwidget&reportId=10411 w |

verizonvireess Schedule Report: Devices Tab Export
We never stop working for you®

Steps to Schedule an
Existing Report Select the users who should receive reports. You can select individual users or you can

choose all users in a group by selecting a group.

1.R
ange Format = [] work Groups
2WES @ PDF [ .a CENTRAL
3. Schedule O TEXT [] & EAST
GREAT LAKES
Aoy O EXCEL 0 &
O HTML O i West

Page Orientation
@ LandScape
O Portrait

[ Cancel | Baci SR save | ’

v

€ nternet 100
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Export Reports

The export report tab allows the web user to export job, timecard and form data directly to the excel
format.

‘walcama Doug Harnara  Legal | Support | frereng | Logout
.
\_—" verizonwisiess

We naver stop warking far pous

WINREFERS LOEATINNS MESSALES REPNIETS ADFHINTISTRATION

Export
o
Gabuck w Jubs Typuz
[—a— el e &l Fxport 1o Fxcel
Frpait b Timacard Lxport
Stk Export Typa:
Frast Timecand Datail il Expaort 1o bExcal
Furmn Expurt
Fedeck Formng
Farrdne Rall Fxpart ToEwcel

You can export any report?

O ocach impor an e verg
top mrs zaciar of gray

bukbans, The button on the
Far vight suchers the reacet

muportthe sepod tn Doy
Repoks, POF, Wore, Zxcul or
Rz Tawk

Job Type Export
The Job type export report provides detailed job information, address, and actions.

Timecard Export

An export report that allows timecard information to be edited and automatically summarized for each
shifts and pays period.

Form Export

The form export report provides date/time, location, user, action, job, timesheet, and all field information
for each form completed.

Pay Hours and Forms Export

The “Pay Hours and Forms Export Report” allows a user to report pay hours and field information that are
associated with the pay period. The report displays all workers’ pay shifts, name of user, username,
group, pay hours, break hours, start shift, end shift, start shift, and end shift locations, as well as any field
that was filled out in a form attached to either the start or end shift.
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Administration

The Administration pages allow you to configure and set up many aspects of the Field Force Manager
application.

Users List
The users tab will display a list of all of the users that are set up for your account.

. welcome Doug Marinaro  Legal | Support | Training | Logout
\_—"verizonuirless
We never stop working for you®
WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION
Refresh in 14:40 minute(s =
! uUsers List
Refresh Nowe
Toolbar | 0 Last Name = First Name Username Pin Group Role
[0 wyatt Steve swyatt 255487 Default Super User
Delete User
| O woodruff Matt vy aodruff 484861  Default Super User
Upload Users |
O wood Scott socott 379778 Default Super User
Group Filter v )
[ wialf Tom 5744 5744 Sales Mobile Worker
Search O wolf Tom twolf 934195 Sales Super User
For Joh = . . . .
| ” Erooe | ;I:‘ Wireless User Werizon verizon 300736  Default West Coast - Verizon
L O winstrom Brad bwinstrom 194171  EAST Maobile Warker
| O williams Jason jasonwilliams 718403 \West Mobile Worker
Training is only a click |
away? O west kristine kristine 952619  Sales Super User
Clicking the training link at || [ wentworth valerie vwEntworth 497669 Sales Sales Demo
the top of the page will |
take youta the Field Foree || [ ywebsarvice Brian wsh 897881  Default wehService
Manager training site. |
There you can take
e—lear:ing courses that O web Romeo romeon 86673 Default Super User
cover all aspects of how | .
the application works. Click O web Reuben reuben 882526  \erizan Werizan
Here to learn more. )
gD Wb Kostas kostastest 202539  Werizon Werizon

Creating a new user
The Create User interface allows you to add users to your system.

1. Select the Users tab.

2. Click the Create User button, a create user window will appear.

3. Enter the user’s first and last name, which group you would like that user to belong to, which
Security Group you would like that user to belong to, the time zone, and a username and password
(these are all required fields).

1. The password for a user must meet the minimum password settings. These settings can be configured in
the Administration-Settings-Company Settings section. The minimum password length for Field Force
Manager is five characters.
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: Michaal Bonds

Edit an Existing User
1. Select the Users tab.

View User Detail

| Pirg User
Remote Start
| Edit User
Delete User

2. Click on the user you would like to edit.
The Options Menu will appear.

3. Click the Edit User button. An Edit User window will open.
4. Make the necessary field changes.

5. Click Save.

ireless P
We never stop working for yous Ed it User

User Details Contact Information
First Name: Street: [ | rhoneNumber | |
Hiddia Name: L ] Ant/suite: [ voblewumber |
Last Name: city: L FexNmbes [
Preferradtame: [ ] state/province: | IveAuthnumbe |
Security Role: Mobile Worker w
il | |—] Country: usa
Timezone: [central Time (GMT-08:00)  [+]
PIN: 194171 *
Notification Information
O Email: | |
Password: o -
[0 swus: [ |
Confirm Password:  [ssss  |=
D Message
Notify me of System @]
Maintenance:
Send me What is New: O

e o

Delete an Existing User
1. Select the Users tab.

2. Click on the user you would like to delete. The Options Menu will appear.

3. Click the Delete User button. A confirmation window will appear asking if you are sure you would
like to delete the selected user.

4. Select Ok.
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Upload Users

I

NO

Select Upload Users button

Upload Users

Select the “Get Template” button to download user upload template

Unzip XLS, CSV and txt file to local computer

Enter Users into XLS or CSV file, Save the file

Select the “Browse” button
a. Select the file with data to be uploaded

Check Update Records box if you want to update records if they’'re the same

Select the “Submit” button.

User:
[ ]

FirSt Name %L hetp: figwalpha.Fieldforcemanager. comfadapterusers/upload. popupwizardiidget Id=user. upload. popup. wizardwidget ~|

(Required) ) =
i veri, wireless

Middle Name \ o overizouicess  Upload Users

Last Name

(Required)

Preferred Name
Group (Required,
must be valid
Group Name)
Security Role
(Required, must

Choose the file to upload: I | (Browse...

Update Existing Records: O

Associate users and devices: []

["Cancer | submit | et Tempiate |

be valid Security
Role)

@ Inkernet

Time Zone (Required, must be valid Time Zone)
Pin (Required, must be 4 — 10 unique number for the company)

Username (Required,

Password (Required)
Street Address
Apt_Suite

City

State

Zip

Country

must be unique for the company)

#100% v
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Devices

The “Devices” tab displays a list of all of the devices that are configured within your Web portal account
during setup. To add new devices to your system, contact your Verizon Wireless sales representative to
purchase additional licenses.

Editing a device
1. Select the Devices tab.

2. Click on the device you would like to edit. The Options Menu will appear.
3. Click the Edit Device button, an Edit Device window will open.
4. Make the necessary field changes and then click Save.

Deactivate an existing device

You only need to deactivate and reactivate a device when the phone is lost and you need to put Field
Force Manager on another device. Deactivating a device will log the mobile worker out of the phone and
clear all data from the handset.

1. Select the Devices tab.
2. Click on the device that you would like to deactivate.
3. Click the Deactivate Device button.

4. A confirmation window will appear asking if you are sure you would like to deactivate the selected
device. Click Yes.

Note: Deleting a user or deactivating the device from the Web portal will not deactivate the service.

You will still be charged monthly access for that user. To cancel service, please contact Verizon
Wireless Customer Service at 1.800.922.0204.
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Groups

Groups are used to organize your mobile workers based upon your company divisions, markets, and
territories. Groups will allow a Web Portal user to filter and organize workers and jobs.

. VWelcome Doug Marinaro  Legal | Support | Training | Logout
\_—"verizonuireless

We never stop working for yous

WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION

Refresh in 14:10 minutel(s)

Groups List

Refresh Now

Toolbar SR O Name Count
Create Group | D Casey 13
Delete Grou

= [ CEMTRAL 17
O ostau
Rorglohs] b O Driver ]

[ "

Did You Know... = O FFM Sales team 3

You can organize your

workforce into groups or O FFM_PTT_Test 2

divisions?

[0 GREAT LAKES 14

Mohile workers can be

divided into groups based O Hhkk o

on any numbers of

characteristics, &n

organization might want to O HQ Newk Sve perf 4

see workers separated 0 instal a

based on geographic area Installers

of skill set. There are

others that will group O e o

mobile workers based on

specialty or work hours. O mMark T 0

This setup can be done

under Administration -= O mm sales Team 7

Groups. Click Here to learn

more. O sales 36

Parent Groups

When creating or editing a particular Group, a parent level can be specified. This allows web users to
create visual levels within their Groups, displaying Group “tree” structures when selecting their filters for
various features within the web portal. Parent levels do not affect configurations, settings, or preferences
for users or their devices within their Groups, which still need to be set separately for each individual
Group.

Work Groups
= ww CENTRAL

4 Central - Install
= s Central - Service

i Service - Professiona
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Create a new group \_—" verizonvireless
1.

2.

' Create Group
We never stop working for yous®

Group Name: | |

Select the Groups Tab.

Click the Create Group button, a Create Group
window will appear.

Parent Group Name: | Mo parent group hd
Create Group
[ Gancel [ save |

Enter the group name.
Choose the Parent Group Name (choose No parent group if none is wanted).

Click the OK button.

Edit an Existing Group

1.

2.

Select the Groups Tab.

Click on the group you would like to
edit. The Options Menu will appear.

Click the Edit Group button. An Edit
Group window will open.

| Edit Group
| Delete Group

Modify the name and/or parent Group.

Click the OK button.

Delete an existing group

1.

2.

3.

Click on the group you would like to delete. The Options Menu will appear.
Click the Delete Groups button.

A confirmation window will appear asking if you are sure you would like to delete the selected
group. Select the OK button.
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Location Types

The Location Types tab will allow you to customize and configure the location types and icons for your
company.

WORKERS

Refresh in 15:00 minute(s)
Refresh Nove
Toolbar

Create Location Type
Delete Location Type

Search

” For Jobs V|

\_/ Wﬁmﬂ wireless

We never stop working for yous

LOCATIONS

Location Types List

ALERTS

Welcome Doug Marinaro

REPORTS

Legal | Support | Training | Logout

ADMINISTRATION

Did You Know...

Training is only a click
away?

Clicking the training link at
the top of the page will
take you to the Field Force
Manager training site.
There you can take
e-learning courses that
cover all aspects of how
the application waorks. Click
Here to learn more.

[ (= gy (= §g (= g~y = Wy (5 gy = g

Name

Chicagno location
Client

Company
Employes Home
FFM Training Class
General

Lat and long Cities
MB WEW Offices
ME vellow Offices
Prohibited
Southeast

Wendor

cscessocc ;

C® @ 0

Prohibited Flag

falze
false
false
true

false
false
falze
false
false
true

false

false

Count
[ats]
160
433
27

is2

131

&)

29

Create a new Location Type
1. Select the Locations Type tab.

2. Click the Create Location Type button, a Create Location Type window will appear.

Create Location Type

3. Enter the Location Type name. If this is a “Prohibited” Location check the Prohibited checkbox.

4. Select an image by clicking the left and right arrows.

5. Click Save or New to create another Location Type.

Edit an existing Location Type
1. Select the Location Type Tab.

2. Click on the Location Type you
would like to edit. The Options
Menu will appear.

: Chicago localinm

Edit Location Type

Delete Location Type
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3. Click the Edit Location Type button. An Edit Location Type window will open.

4. Modify the information and click Save.

Delete an existing Location Type
1. Click the Location Type Tab.

2. Click on the Location Type you would like to delete. The Options Menu will appear.

3. Click the Delete Location Types button. A Reassign Location Type window will open.

4. This window will prompt you to assign the locations of the Location Type you are deleting to a
different Location Type. (If there are no locations assighed to the location type you are deleting,

you will only see the delete confirmation box).

5. Once the locations are assigned to a new Location Type, Click OK.
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Alerts Tab

An alert is an automated message to a user or a group that is triggered by a predetermined rule. For
example a worker exceeding the speed limit or entering and leaving a location. Alerts are configurable and
can contain one or more criteria-based rules. Alerts allow a company to proactively monitor and manage
mobile workers by automating messages and making sure that those messages get to the right users.

The first time setup wizard will pre-install a speeding, long stop and prohibited stops alerts in your
account. These alerts can be modified by editing the alert from the alerts tab.

The Field Force Manager alerting system is based upon an Event-Condition-Action model. The alerting
system can alert upon the following types of events:
e Reactive Events (Alert is triggered when event happens)
o All Packages
= GPS event (Speeding, Geofence violation)
= Stop/Travel event(Long stop, stop at prohibited location)
= Login/Logout event (Starting shift to early)
0 Basic and Premium Packages
= Timecard event( Starting or Ending shift at the wrong location)
= Ad-hoc Form event (Filling out a form with a specific value)
0 Premium Package
= Job status event (Notification of completing a job)
= Job Attribute event(A job having a specific value)
= Job create event (notice of a new job)
e Pro-active Events
o0 Worker Monitoring Alerts
* Managers can now monitor via pro-active alerts worker compliance and performance
in the field. Every 15 minutes, the system will monitor and alert upon a users
activities such as:
¢ No communication in over an hour
No GPS in over an hour
Not logging in or out of the application on time
Not starting or ending their timecard shift on time
Having a shift that is too long(no breaks)
e Working more than 40 hours in the last 7 days.
o0 Job Monitoring Alerts (Field Force Manager Premium Only)
* Managers can now monitor via pro-active alerts a job status, schedule and actual
start and end. The alerts can notify a manager of:
e Jobs not started by their scheduled Start time
e Jobs not completed by their scheduled End time

Viewing a Fired Alert
1. To view an Alert that has been triggered, select the Alerts Tab.
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= Welcome Doug Marinare  Leaal | Support | Training | Loagut

Veryonwvisiess
We never stop working for yous

WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION

Refresh in 15:00 minute(s) Alerts List

;
E

Event Type
View Fired Aleris +
Delate Firad Alert

Brad Winstrom StapTravil Bvent

StopTravol

Srop/Travel Event

vel Event

Stop/Travel Event

A M IPE 0 kA

seap/Traval Evont

You can search workers,
lncations and jobs?

Thae siarch functson allows
you b uickly ind workess,
jobs and lncatinns by their
nams, Cick Hera ta learm
more,

[l [ F1E [ E

m

2. Click on the Alert you wish to view in the Fired Alerts list. The Options Menu will appear.

: Detroit Beltway

Wiesw Alert
Delete Aleirt

3. Select the View Alert button. This will open a window showing the worker and action that

triggered the alert as well as the date and time it happened.

Deleting a Fired Alert

1.

2.

Select the Alerts Tab.
Click the alert you would like to delete. The Options Menu will appear.
Select the Delete Alert button.

Click OK to confirm the deletion.

Alert Configuration List

The Alert Configuration List allows you to create, edit and delete Alerts.
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WORKERS

Refresh in 14:50 minute(s)

Refresh Now

verizonvireless

We never stop working for you=

LOCATIONS ALERTS

Alerts List

Wwelcome Doug Marinaro

MESSAGES

Legal | Support | Training | Logout

REPORTS ADMINISTRATION

Toolbar

View Fired Alerts
Configuration List €

Create Alert
Delete Alert

| || For Jobs V|

You can create you own
alerts?

The alerts configuration list
allows you to setup your
0w custom alert, Click
Here to learn more.

T . 0.0 5 D

MName Description

Bill has left ny

CHICAGO WHEN SOMEOMNE WISITS CHICAGD
Cemo

Detroit Beltway Motify anytime an employee is outside the Detroit Beltway
Employee Home Viloation home

exlt

Exit Ashland estate

Exit FFM

FFM Sales Checklist slert

GPS alert

Harlingen Airport Mark arrived in Harlengen

Event Type

GRS Event

GRS Event

GPS Event

GRS Event

Stop Travel Event
Login/Exit Event
GRS Event

Login/Exit Event

Ad Hoc Form
Event

GRS Event

GRS Event

Active

Creating Alerts

1. Select the “Alert” tab (this tab is only active for an administrator).

2. Click on the “Configuration List Button.”

3. Select the “Create Alert” button and a new window will appear.

Create Alert

4. Enter the name you want for the alert; for example, “Speeding.”

5. Give a description; for example, “Exceeding the speed limit of 65 mph.”

6. Check the “Active” box. If the box is blank, the alert will not be activated.
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= Create Alert - Windows Internet Explorer |:”E X'

H http:ffqwalpha. figldforcemanager . cornf adapter/alerts/configure/read. popup?action=create. popuptwizardwidget Id=alerts. create. popup. wizardwidget2swor kflowackion Typeld=1

1. Event Setup

2. Rule Setup

3. Group Setup

4. Schedule Setup

5. Action Setup

Verizonvireless Create Alert
We never stop working for you®

Enter a name and description. Check the "Active" box to enable, or leave the "Active” box unchecked to
activate later.

Alert Name: .

Description:

Active:
Event Type: |GPS Event V|
* Required

[“Cancel JRBRSR Next | save |

€D mnternet E 100% <

7. Select the Type of Alert you want to create

8. Click the Next button, A New Alert window will appear.

H http:ffgwalpha . fieldforcemanager . comyadapter/alertsfconfigurefread, popup?action=create, popupgwizardwidgetId=alerts, create. popup wizardwidget Bswor kflowaction Typeld=1 _V.

\—"veri,

. Event Setup

. Rule setup

- Group Setup

. Schedule Setup

1S N N

. Action Setup

1 ZONwireless Create Alert

We never stop warking for you®

(23] 8

Select the conditions that should trigger this to fire. Use the drop down menu to choose an attribute to be
evaluated and use the value field to specify the desired value for the attribute.

Attribute Type:

Operators:

e [

| cancel ] Back | Next ] save | =

v

& Internet H 100 v

9. Select the New Rule button.

10. Select a data type to alert on. i.e. GPS.
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11. Depending on the data type you select the field option below will change to either Data or
Operators. Select one of the options from the pull down i.e. Speed.

I http:/fawalpha fieldForcemanager.com/adapter/alerts/configurejread popup? action—create. popupuwizardWidgetld=alerts, create. popup. wizardiWidgetBavarkFlovwaction Typeld=1 ~

~

Wwireless Create Alert
We never stop working for yous

Event Setup Select the users who can trigger this to fire. You can select individual users or you can choose all users in a
group by selecting a group.
Rule Setup

Group Setup B [ wWork Groups

[ s CENTRAL

[] s EAST

. Action Setup [ - GREAT LAKES
[ 2a West

Schedule Setup

WA W oN e

| cancel J Back J Next J save | -
@

& Internet L 100% -

12. Select a value, i.e. Greater then, select Apply Changes (repeat the steps to add more than one
rule to an alert by selecting the new rule button again).

13. Select the Next button once you have added all the rules. A new Groups window will appear.

14. Select the group or individuals that this alert will apply to.

15. Select Next, a new schedule window will appear.
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(= Create Alert - Windows Internet Explorer |Z E”z| g

H http:/fgwalpha. fieldforcemanager . comfadapter/alertsfconfigurefread. popup?action=create, popupwizardiidgetId=alerts, create, popup. wizardwidgetBworkflowActionTypeld=1

|

ireless Create Alert

We never stop working for yous®

1. Event Setup Select the timas when this will be on. If no times are selected, then it will always be on.

2. Rule Setup Weekday Range

3. Group Setup Sunday | |- v
4. Schedule Setup Monday | vl-| ~|
5. Action Setup Tuesday | o - | |
Wednesday | vl ~|
Thursday | v| _| v|
Friday | v| _| v|
Saturday | v| _| v|

| Cancel J Back § Next § save ] a

w

I €D Internet & 100% -

16. The schedule window allows you to set the time of days that the alert can be triggered. If left blank
it will be 24 hours a day.

17. Select Next, an Action Setup Window will appear.
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H http: ffgwalpha. fieldforcemanager . comfadapter/alerts/configurefread. popup?action=create. popup&wizardwidgetId=alerts.create popup. wizardwidgetBworkflowaction Typeld=1 v

\_—"verizonviwiess Create Alert

We never siop Miﬂg for yous

1. Event Setup Enter data needed to perform the action. ¥ou can include dynamic values such as the name of the user who
triggered the event by dicking on the "Insert Attribute” button, selecting one of the available values in the

2. Rule Setup drop down menu and then clicking "Insert”.

3. Group Setup
Notify Triggering Worker:

4. Schedule Setup fy Trig = U

) Alert Subject: [ Insert Attribute

5. Action Setup

Alert Message Body: Insert Attribute

2 [] work Groups

[ s CENTRAL
[ & EAST
[ s& GREAT LAKES

Recipients:

*Notification must be set up for workers
chosen from the list. This can be done via
the user setup.

[ Cancel | saci JNSRN 5o |

& Internet R100% - .

18. The Recipient window is where you can select the data type in the alert so when the alert is
triggered it will read [Workers username] was exceeding [GPS Speed].

19. Select the names on the right as to who is going to be informed when this alert is triggered. The
method of alert is configured in the User edit screen. No alert will be sent to a worker if the
notification preference and address is set.

Editing Alerts
1. Select the Alerts Tab.

2. Click on the Configuration List i T

button.

Edit Alewt Configuration

Delete Alert Configuration

3. Select the Alert you would like to
edit. The Options Menu will appear.

4. Click the Edit Alert Configuration button. A new alert window will open. Use the tabs to edit
the parts of the Alert that you need to edit.

5. When complete, with the step you can click Next to review the other steps or save to exit.
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Deleting Alerts

1.

2.

3.

Select the Alerts Tab.

Click on the Configuration List button.

Select the Alert you would like to delete. The Options Menu will appear.
Click the Delete Alert Configuration button.

Click OK to confirm the deletion.
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Geofences

The Web Portal provides a user with the ability to configure custom geographic regions. These geofences
are used to alert a worker or a manager that a mobile worker is going in or out of an area. For example,
a Web Portal user could create a geofence around an entire state or around a highway. To setup a
geofence, first create a geofence and then create an alert to alert upon the geofence.

Creating a Geofence
1. Click on the Geofence tab under Administration in the Web Portal.

. vwelcome Doug Marinaro  Legal | Support | Training | Logout
\_—"verizonvirless
‘We never stop working for yous#
WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION
Refresh in 14:50 minute(s =
©!  Geofences List
Refresh Now
Toolbar = O Name Description
Create Geofence O 135
Delete Geofence
[ state of My
Group Filter v
O 94 speed Trap
Search . .
O wihigsn vichigan
For Jabs hd
T
O Test
Did You Know... - . .
O Detroit Beltway Detroit Beltway
Training is only a click
away? [0 naughlaw
Eh“;ktlgg g?iht;a;glgg LL'_"F &k [0 Phoenix Airport Landed
taki to the Field Fi
pfaﬁa?;. tl?am;gflte‘ ores O Lake Harriet Lake Harriet
There you can take
e-learning courses that O Lake calhoun Lake Calhoun
cover all aspects of how
the application works, Click || Newport Beach
Here to learn more.

2. Select the Create Geofence button.

Create Geofence

3. The geofence configuration page will be displayed. Enter a Geofence Name, Description, and
Group.

4. Enter an address, city, state or zip. Click the Find Address button. The system then presents the
user with a map of that area, allowing the user to create circle or polygon geofence.

5. To create a circular geofence, click the Circle button. Then, click the map once in the center of the
desired geofence location. Finally, click the mouse at the outside edge of where you want the

geofence. Click the Save button.
circe |
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6. To create a defined polygon, click on the Polygon button. Then, simply click on the map where you
want the points to appear. Once there are three or more points on the map, Field Force Manager
will automatically connect them. If you make a mistake or would like to alter the polygon, you can
move a point by clicking on the one you want to move, and then clicking the map in area you want
to move it.

7. Select the geofence color if you would like a color other than the default blue. This color will be
used to display Geofences on the maps.

8. When done, click the Save button.

==
Editing a Geofence

1. Click on the Geofence tab under Administration in the Web Portal.
2. Select the Geofence you would like to edit. The Options Menu will appear.

3. Click the Edit Geofence button.

Edit Geofence

Delete Geofence

4. Modify the Geofence as desired.

5. Click Save.
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Deleting a Geo-fence
1. Click on the Geofence tab under Administration in the Web Portal.

2. Select the Geofence you would like to delete. The Options Menu will appear.
3. Click the Delete Geofence button.

4. Click OK to confirm the deletion.

Edit Geofence

Delete Geofence

Web users can choose to display their Geofences on maps by choosing geofences from the display filter.
The name of the geofence can be turned on or off using the Label filter that is found within the display
filter.

welccrrs wu Leadd | Supmort | Tralning | Logput

LOCATIONS ALERTS MESSAGES REFOATS

£ }' 4
@D P i
S rrr— v.=:m::L.l::| {#]. Leswtivns (2]

TF L e daka 00010 Seegte - Dai of iy
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Security Roles

Administrative users of the Web portal now have the ability to create, edit, and delete various security
roles for their company. Each role can be configured to access certain functionality and work groups.
Administrators for companies with multiple divisions can restrict access for individual users to specific
divisions or a single division. Access to sensitive reports and functionality can also be granted or restricted
on a role-by-role basis. The Web portal does have several default roles built in (such as “Operations”,
“Mobile Worker,” Company Administrator,” and “Super User”). Role configuration is only available in the

Field Force Manager Basic and Premium packages.

. \Welcome Doug Marinaro  Legal | Support | Training | Logout
\_—" verizonwirless
We never stop working for yous
WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION
Refresh in 14:20 minutels) Roles LiSt
Refresh Now
Toolbar (Y| ] name # of Users
EIESIEHIIE O company administratar 3
Delete Role .
O mobile warker 77
O opsrations .
| " For Jobs i | [ Super User a5
BT ,
Did You Know... = [ mohile web User 0
Support is only a click
away? [ sales bemo 1
Clicking the suppart link at O formgeoiobs ]
the top of the page will
take you to the Field Force [0 maobile worker-timecards anly i}
Manager technical support
web site. Click Here to FINEealGeoemeien 0
learn more.
[ Fed Govt Mohile Device 0

Creating a role

\_—" verizonvircless

We never stop working for you?

Create Role

1. Select the Roles Tab.

2. Select the Create Role button; a
create window will open.

Create Role

|

3. Give the role a unique name.

4. Select the group that it will be
associated with.

5. Select the permissions you want
associated with that role.

Name:| |
= Work Groups = [] Permission List L’
s CENTRAL = [ Alert Administration
o EAST [ view Definition
s GREAT LAKES [ Edit Definition
e West [ Create Definition
[] Delete Definition
[] Receive Alert
[] Delete Notification
= [] Device Administration
[ view
[ Deactivate
O Edit 2
< ¥
[Cancer | save |
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6. Click Save when completed.

Editing a role ey :

1. Select the Roles Tab. : . = Camaorm Adimint=int
Eclit Role
| Delete Role

2. Select the role you would like
to edit. The Options Menu will
appear.

Copy Role

3. Click the Edit Role button. An Edit Role window will open. (If it's a built in role you will receive
a warning that a global role cannot be edited. In this case, copy the role first and then edit it.)

4. Select the new group or permissions that you want associated with this role.
5. Click Save when completed.

Deleting a role
1. Select the Roles tab.

2. Select the role you would like to delete. The Options Menu will appear.

3. Click the Delete Role button. (If it’s a built in role you will receive a warning that a global role
cannot be deleted.)

4. A confirmation window will appear asking if you are sure you would like to delete the role.
Select OK.

Copying a role
1. Select the Roles tab.

2. Select the role you would like to copy. The Options Menu will appear.
3. Click the Copy Role button. A Copy Role window will open.

4. Give the copied role a unique name.

5. Make the desired changes to the group or permissions.

6. Click Save when completed.

87



Job Type Configuration

Configuration of job types can be performed by web users for each company using the Job Type
tab. Configuring a job type allows customers to customize and extend the information that is sent
to a mobile worker upon a job being dispatched, the actions and workflow a customer follows while
completing a job and the forms that a worker should complete during the job process.

(This functionality is only available in the Field Force Manager Premium package)

Job Type Tab
The Job Type tab allows customer to create and edit Job Types associated with their
company.

. Welcome Operations  Leqal | Support | Training | Logout
\_—" verizonvirciess Manager

We never stop working for you®
WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION

Refresh in 2:00 minute(s)

Job Types List

Refresh Now

Status
Advanced Active
Advanced 1 Active
r ] Basic Active
| 3 For Job Type %
m Demo IVR Service Call Active
"Did You Know... - |EEEEEEE Active
You can search workers, DSD Active
locations and jobs?
The search function allows Eastern HHC Aide Visit Active
you to quickly find warkers,
Jobs and locations by their | |g. gt HHC Skilled Nursing Active
name. Click Here to learn
more. )
Eastern HHC Standard Visit Active

Creating a Job Type

Administrative users can create, edit and copy existing job types using the job type
configuration wizard. A job type is a template from which jobs are created. The
configuration of the job type allows the administrator to configure the template to meet the
needs of their business.

Setting up a Job Type
The first step in setting up a job type is specifying some basic information.

e Name: The name of the job type is how the job type will be referenced when a user is
prompted to choose which template to use when creating a job.

e Default Duration and Units: These two fields allow the default duration to be set for a
job template. The default duration is used to set the scheduled end date time of a job
when the scheduled start date time is specified, but the scheduled end date time is not
set.

e Inner Label and Outer Label: Setting these values with the following field names will
display the data element as an inner or outer label on the map icon. Multiple data
elements can be displayed within each label.
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Field Name Description
start Schedule Start Date time
end Scheduled End Date time
actual start Actual Start date time
actual End Actual End date time
statusDescription The description of the job status(i.e. In

Transit)

categoryCode The description of the job’s category code
customerTypeCode The description of the job’s customer type
Latitude The latitude of the job’s address
getAttribute(‘x’) Displays the value of job detail x

e Active: The setting controls whether or not the job type is available to be used to create
new jobs.

If job alerts or reports are utilizing job type specific information such as detail or action
specific reports or alerts you will need to update the alert or report configuration if the job
type is changed.

\_—" verizonvireless Create New Job Type

We never stop working for you?

1. Steps to Create a Job
Type Name:

2. Specify Job Type

Details
Description:

3. Specify Job Action
Types

Default Duration: |50 minutes V *
Inner Label:

Outer Label:

Active:

Creating Job Type Details

The second step in creating a job type is to setup the details that can be sent to a mobile
worker or displayed on the web portal. Each job types can have many job details, for each
job details the following information can be specified. The order the job detail appears in
the list will control the order it appears on the web portal and on the device.

e Detail Name: The name of the detail, this is the label that will appear next to the detalil
on the web portal and on the device. This is what the detail will be referenced by in the
integration as well.

o Detail Type: The type of detail.

0 Text — 4000 character text
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Default Value: The default value a detail will have if not specified during job creation.
Required: Whether or not the detail is required to be populated when a job is created.

Show on Device: Whether or not the detail will be displayed on the detail screen of a job
on the device.

verizonvireless

We never stop working for you®

Create New Job Type

1. Steps to Create a Job
2. specify Job Type
[fetailg Ve Detail Name: |
3. Specify Job Action Detail Type: String ||
Tvpes o Default Value:
T .
= Required: O
+ Show On Davica:
Appaar On Calendar: [ |
* Required

Creating Job Type Actions

The third step and final step in creating a job type is to setup the job actions. Each job type
must have one or more actions that allow a worker to update their status, complete or
delete a job, fill out a job form, place a phone call or print a print string. For each action
the following information can be specified. The order the action appears in the list will
control what the order of workflow will appear on the device.

Action Name: This is the name of the action and how it will appear on the device and the
web portal. The action name will update the status description of a job when the action
is performed.
Repeatable: Whether or not the action can be completed twice during the same job.
Required: Whether or not the action is required to be completed before additional
actions can be performed.
Timer Option:
0 Start/Resume Job
= This start or resume the job duration timer
o On Hold
= This will pause the job duration timer until another Start/Resume Job
action is performed.
o0 Terminate Job
= This will complete the job duration timer and mark the job as completed
or terminated. Terminated jobs cannot be re-opened or re-assigned.
o None
= An action configured with this option will not change the status of the job
timer. This is useful for Accept, Reject or Call or Print actions that should
not affect the actual job duration.
Form Attached: Allows a form to be chosen to be attached to the job action and
presented to the mobile worker when the action is performed.
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Delete on Device: Whether or not the action will remove the job from the device upon
completing the action.

Delete on Server: Whether or not the action will delete the job on the server. (NOTE:
The job is deleted so it cannot be viewed anymore)

Print: This feature is not currently supported and will be ignored.

Call: The device will call the number entered into the associated job detail when the
action is performed.

verizoniriess Create New Job Type

We never stop working for you®

1. Steps to Create a Job

2 Speaiy Job Tvpe Action Name: N
Details B

3. Specify Job Action Required: O
Types

Timer Option: Start/Resume Job [v]
E‘ Repeatabla: B

Form attached:  |{lnenel

4| Delete On Device: []

Delete On Server: [ |

CALL:
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Forms

The “Forms” tab contains a variety of forms that allow workers to collect data in the field. Each form can
have multiple fields for different types of data collection, and be made available to the specific Groups that
need them. Forms are available in the Field Force Manager Basic and Premium packages. Forms can be
configured in three formats:

1. Standard Forms: These forms are accessible through the “Forms” menu on the mobile phone. The
user can enter data in the fields and then transmit the form back to the Web portal.

2. Timecard Forms: These forms are accessible through the “Timesheet” menu on the mobile phone.
This allows a company to collect valuable information when a worker begins or ends a shift (for example,
the beginning odometer reading, truck number, ending odometer reading, etc.)

3. Job Forms: These forms are accessible through a “Job Action” on the mobile phone. Job forms can be
configured in the Field Force Manager Premium package.

. welcome Doug Marinaro  Leqal | Support | Training | Logout
\_—" verizonvireless

We never stop working for you®

WORKERS LOCATIONS ALERTS MESSAGES REPORTS ADMINISTRATION

Refresh in 14:30 minute(s) Forms LiSt

Refresh Now

Toolbar =l [ MName Display Name Attached Timecard Actions Attached Job Actions
[ InventoryForm Inventory Form
| Delete Form

[ 1obTaskCodeFaorm Job Task Code Farm

Search = O odometerForm Cdometer Farm

For Jobs b

O PartUsedFarm Part Used Form

m [ PictureFarm PictureForm

Creating a Form
1. Select the Forms tab under the Administration

2. Select the Create Form button
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= Form Setup - Windows Internet Explorer

H http:ffawalpha. fieldforcemanager . comyadapter/formyread. popuptwizardwidgetId=Fforms. create, popup. wizardWidgetaction=create. popup

E

verizonvireless Create Form

We never stop working for yous=

Steps to Create Form

Name: | |==
1. Form Setup
. Display Name:| |==
2. Fields Setup
3. Deploy Setup
Description:

[Cancel JRBRBRN Nex: | save |

* Reguired

W

IDone € Internet & 00 v

Enter a Name and Display name for the Form

Select Next to move to the Fields screen

E.'I http://gwalpha.figldforcemanager . com/adapter form|read. popuprwizardwidgetId=Forms. create. popup. wizardwidgets | v |
Select the New Field button - 4
verizonwireless Create Form
. We never stop working for yous?
a. Enter a Field Name
b. Enter the Label Field | ——
c. Choose the field type
. Steps to Create Form
i. Text (allows text or
number entry) 1. Form Setup
ii. Number(only allows 2. Fields Setup
numberS) 3. Deploy Setup
iii. Select List(Values must
be separated by comma) R
iv. Checkbox =L -
v. Money o | -
vi. Picture Capture
vii. Odometer R [so }
viii. Signature Y |
d. Choose the maximum field
length.
e. Optional:
i. Choose if the field is
required or not [ cancel | Back [ Next | save | i
ii. Choose default value for = Required 3
the field € Internet H100% - B
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f. Press the Apply button to add the field to the form.

6. Add more fields as necessary

7. Select Next to move to the Deploy screen

= Form Setup - Windows Internet Explorer |'._ E|rg|
H http:/fgwalpha.fieldforcemanager . comfadapter fFormfread. popup?wizardwidgetId=Forms. create . popup. wizardWidget&action=create. popup 1
verizonvireless Create Form
We never stop working for you®
Steps to Create Form
B [¥] Work Groups 2
o Setun Active Form: P
h ) ) ) L Avis Demo
2. Fields Setup Form will be available on the device.
Available on Forms Menu: i aa Casey
3. DEIZI'III‘}Ir Setup * Form will show on the dewvice ferms menu. wsa CENTRAL |
Timecard actions that execute this form e Default
* Boxes that are greyed out already have a form v delive
associated with them. e EAST i
i -
Start Shift: o FFM Sales team
Start Break: |:| - FFM_PTT_Test
End Break: [] s GREAT LAKES
End shift: [] s HQ Ntwk Svc Perf Z
< |
[Gancer | Back |
€ Internet #100% -

8. To activate the form
a. Check the Active Form box

b. Check the Available on Forms Menu box to make the form available from the forms menu
on the phone.

c. To attach the form up to a timecard action, check this box next to the action on which you
would like to have the form appear.

d. Check the appropriate Groups to make the Form available to them.

9. Once complete, press the Save button.
a. The form will be sent to the phone once the phone user receives a new

job/message/location or the user forces the phone to communicate (*#) or logs out and
back in.
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Editing a form
1. Select the Forms Tab.

2. Select the form you would like to iR :
edit. The Options Menu will . : FormOne
appear. ]

| Edit Form

Delete Form

3. Click the Edit Form button. An
edit form window will open.

4. Make any necessary changes to the form.
5. Click Save when completed

Deleting a form
1. Select the Forms Tab.

2. Select the form you would like to delete.

3. Press the Delete Form button.

4. Click OK to confirm the deletion.
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Workflow

(Field Force Manager Premium Only)

The Field Force Manager application can take action on mobile worker events and monitors. The
application can automatically perform actions for users upon specified criteria. The system can take the
following actions upon specific system events.

e Create jobs
0 Examples
= Create Job Form
= Create Job upon Job Completion
= Create Job upon Stop at Location
e Perform job actions(Start, Complete, etc)
0 Examples
= Start Job upon stopping at job location
= Start Job upon creation
e Perform timecard actions
0 Examples
= Start Shift upon arriving at customer location
= End Shift upon leaving customer location
e Create or Update Locations
0 Examples
» Create Location Form
= Create Location at Unknown Stop

To give a user access to Workflow rules
The web user must be configured to have access to the Workflow rules. By default only the
Company Administrator role has access to Workflow rules.

Go to Administration -> Users tab

Edit the user you would like to give Workflow access to

Choose Company Administrator or a custom role with the Workflow permission added.
Save the user

Log into the web portal as the user with workflow permissions

ahwNPE

To Create a Workflow

Creating a workflow is similar to creating an alert; in fact the two functions are based upon the
same technology. The core difference is when configuring a workflow the last step is choosing
what type of action to take versus an alert you're choosing what the content of the message you
would like to send.

Go to the Administration -> Workflow tab

Choose the Create button

Name the Workflow

Choose the type of event you would like the workflow to react to.

Choose the Rules that will define when the Workflow is triggered.

Choose the Groups of workers the workflow rules should be performed against

Choose the Schedule, the days and times when a workflow rule should be enabled.
Choose the Action you would like to take upon workflow being triggered. To perform the
action, specific pieces of information are required to be entered

ONOOh~WNE
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a. Create Job
i. Job Type Name
1. Name of the Job Type that will be created
ii. Job Reference Number
1. A reference number will be generated if this is not provided
b. Submit Job Action
i. Action Name: The name of the action to be performed
ii. Worker Username: The username of the user who performed the triggering
action.
iii. Coordinate: The coordinate of the triggering action can be configured to be
the coordinate of the action being performed.
Cc. Submit User Action
i. Action Name: The name of the action to be performed
1. Start Shift, Start Break, End Break, End Shift are the valid options
ii. Username of user to perform the action
1. Most often configured as the username who performed the triggering
event
iii. Coordinate: The coordinate of the triggering action can be configured to be
the coordinate of the action being performed.
d. Create or Update Location
i. Location Reference Number: The reference number of the location to be
created or updated.
ii. Location Name: The name of the location to be created
iii. Coordinate: The coordinate of the triggering action can be configured to be
the coordinate of the location being performed.
Save the workflow. The workflow rule will now be published to the servers. It can take up
to ten minutes for a published workflow to take effect.
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Settings

Hours of Operation

A Web Portal administrator can configure the hours of operation for an entire company, a group, or a
specific user. By default the mobile phone will collect GPS information 24/7 while the Field Force Manager
application is running. If a worker remains logged into their mobile phone after the set Hours of
Operation, the mobile phone will stop collecting GPS and communicating until the next day. If a user logs
in, performs a timecard or job action, the mobile phone will resume GPS collection and communication
until the next days “On” Hours of Operation or a set number of hours. Hours of operation are used to
control GPS collection and Auto Application Start Up.

Hours Of Operation

Allow({Suggested) fantes Apphication Stactip

o e * The apphcation will be remotely [¥] save settings as company default,
)
= D;;;fiﬂimm hours and days of O started if _shutdown during the Hours =0r -
ek Of Operation Select workers / groups to override
~ : Auto Application Shutdown company settings.
O [ rometa Moble Worker cach g1~ picaton wi be shu down
after Hours OF Operation g

Deny
{) = Do not allow the application to
collect GPS points

Collect GPS While Not on Duty
[¥] * The application will collect GPS points
while a Mobile warker is not "0n Duty”

FEEED

Weekday Range

E R o
vanday s 1 5o 1) [N
Wednesday eam [w]-| 5pM Vlm
Thursday  eam [v]-[spv [v] [EEEESE
Frday  [gaM [v]-[sPM [v] [EFEEGEE
Saturday - i'_'_v"lm
[Reset L save |

¥

W

Allow / Ask / Deny Settings
These settings will only control privacy settings on handset devices released after May 2009. Older
handsets these settings must be set on the device.
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Company Settings

Auto Launch to Background
This preference if enabled will cause the application to automatically suspend after the application is
started. The application will remain in the foreground for 3 seconds prior to moving to the background.

Auto Shutdown after Hours of Operation

This preference if enabled will cause the application to automatically exit at the end of a users hours of
operation. The application will end a shift for a user if they are currently on duty. This preference is not
suggested if the user uses the application for Forms, Timesheets or Jobs.

Auto Application Startup

This preference if enabled will cause the server to send SMS message to start the application during a
users hours of operation. The SMS message will be sent if the mobile phone has not communicated with
the server in an hour and five minutes.

First Time Setup

This preference controls whether or not the next user to log into a company will be prompted to fill out the
first time setup wizard. If the preference is set to true, the next web user to log into the web application
will be presented with the setup wizard. This preference is set to false after a user completes the setup
wizard.

Map Style
This preference allows web users to choose which of the many Map Styles to display in the web portal.

Options Menu Code
This preference allows a company to set the access code that prevents access to the * 9 menu on the
mobile phone. The default code is 4321.

Suppress Device Notifications
The preference if enabled will suppress all modal dialogs to the mobile worker. This will prevent the user
from being notified of new or updated jobs, locations and messages.

GPS Collect and Send Rate Preferences

Users can now control the GPS collect and send rates via new company preferences in
company settings.

GPS polling interval (seconds): This preference will allow GPS collect rates to be set
to down to 60 seconds (from the default of 120).

Minimum GPS points per datagram: This preference will allow the upload rate to be
set down to 1 GPS pt (from the default number of pts to be collected before they’re
uploaded of 14 or 28).

NOTE: Lowering these settings will dramatically reduce the battery life of the phone

running Field Force Manager. A car charger is recommended for user running Field
Force Manager.

99



Auto Application Start Up

Field Force Manager has the ability to remotely start the mobile application. Auto Application Start Up is
designed to automatically keep the Field Force Manager application running during your companies
defined hours of operation. The Field Force Manager application can also be started on demand using the
Remote Start button on a Worker Map or the User Tab. Field Force Manager customers will not be
charged for the Auto Application Start Up messages being sent to the mobile phone.

To enable Auto Application Start Up the company setting, “Auto Application Start Up” must be changed to
True. The default setting for this preference is False. Next the Hours of Operation must be set. By
setting up the Hours of Operation, the application will know when to automatically send a message to the
mobile phone to turn on for the day. The server will also monitor the application throughout the day to
ensure it remains on. The server will restart any mobile phone that has not communicated with the server
in an hour and five minutes. If they have not, the application will send a message to restart the
application and log the user back in. The mobile phone must be turned on for the application to be
restarted.

Web users can also start up a user’s mobile phone on demand by going to the Worker List or User tab and
clicking on a mobile worker. Press the Remote Start button when the Options Menu appears. Manually
remote starting a mobile phone will ignore the workers hours of operation, start up the Field Force
Manager application and start collecting GPS points.

NOTE: Auto application startup uses SMS message to start up the application. If the account has SMS
messages blocked SMS start will not work. Manually pressing the SMS remote start button will send one
SMS message to the device. The web portal will not send another start message until the application
communicates with the server or 24 hours passes.
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Support and Training

Support
To get support on Field Force Manager, click on the Support link in the upper right hand corner of the web
portal.

Training

To get training on Field Force Manager, click the training link in the upper right hand corner of the web
portal.

Legal | Support | Training | Logout

REPORTS ADMINISTRATION

Did You Knowv...

In the bottom left-hand side of the Web Portal you will find the Did You Know box. In this area are helpful
hints and shortcuts to make your Field Force Manager experience even more enjoyable. To learn more
about a specific suggestion given in the box, follow the link found therein.

Did You Know... =]

You can search workers,
locations and jobs?

The search function allows
yvou to quickly find workers,
jobs and locations by their
name, Click Here to learn
mare.
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Glossary

Activity

Events a mobile worker enters into a handheld mobile phone while logged into Field Force Manager.
Activities include starting and ending shifts, starting and ending breaks, logging in and out of Field Force
Manager, and completing ad-hoc forms. All activities are recorded on a worker’s “Activity” log.

Breadcrumb Trail

A visible collection of a worker's GPS points over a specific timeframe, represented by circular, blue icons
on the map. In this way, you can track where your workers have been. Each point on the map will also
give you information about how fast the worker was traveling at the time the point was collected.

Device

Any device or other hardware equipped with the Field Force Manager software. Devices are added to the
Field Force Manager Web portal by Verizon Wireless as part of the setup process. You can edit the user
description to more accurately describe who is using the device.

Filter

A means of controlling what information is displayed in the Web Portal content frame. Specifying a date
range in the date/time filter, for instance, instructs Web Portal to display only the information gathered
during that timeframe. You can also filter out Group, Location, Worker and Activity information.

Fleet
A company'’s collective group of mobile workers.

Forms

An Administration function that allows administrators to create custom forms available for mobile workers
to execute and complete directly from their phones. These forms will either be available on the phone's
Forms menu or they can be set up to automatically execute when a worker performs a timesheet or job
action.

Geo-code
These are the map coordinates that Web Portal generates from an address. Map coordinates can be
overridden.

GPS point
The location of a mobile worker at a specific date / time. GPS points are collected by the mobile phone and
sent to the Field Force Manager Web portal.

Group
Worker subdivisions within your company set up by the company administrator. When a new user is
created, he or she will be assigned a work group.

Hyperlink
Blue, underlined text that you may click on to be taken to more information about that subject.

Jobs

Activities that are assigned to mobile workers via the Field Force Manager Web portal. Jobs can be edited
or reassigned as situations change. Field Force Manager features standard, default job types that are also
configurable, so you can send workers precisely the information they need to complete the job. Field
Force Manager then dispatches job information from the central office to workers in the field. Job
information is displayed on workers’ handheld mobile phones.
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Field Force Manager has both Basic and Premium job functionalities:

Basic:

Simple job dispatch from Web portal to mobile user. The mobile user can read details of the job, call
ahead to the job contact, and obtain text-based driving directions to the job. When the user completes the
job, the job is deleted from the mobile phone and from the Web portal.

Premium:

Web portal users can:
e Use advanced job dispatch.
e Link jobs to known locations in the system, reducing data entry and errors.
e View all jobs or a single job on all maps.

Mobile users can:

e Read details of the job.
e Call ahead to the job contact.
e Obtain audible and map-enabled driving directions to the job.
e Update the job status to “Accept,” “Reject,” “In Transit,” “Start,” “On Hold,” or “Complete.”
e Fill out and send a “Job Completion Form.” Once a job is complete, the history can be viewed from
“Jobs List” or via the location job history.
Location

Known work or non-work sites that you can create and edit in Web Portal. By doing so, you can match
worker stops to actual landmarks. By sending a location to your workers, you can provide them driving
directions from their current position to that specific landmark.

Location Type
Categories of locations set up by company administrators to distinguish certain landmarks. Typical
location types might include Company, Customer, General, Prohibited and Vendor.

Maps
Geographical images that provide a backdrop to show where workers and jobs are located.

Messages Tab
A tab on the Operations site of Web Portal where dispatchers can send electronic messages to their
workers in the field.

Options Menu
The menu that opens when a user clicks on an item in a list. The rest of the screen will fade to gray until
an option is chosen or the user X’s out of the menu.

Preferences

Can be accessed from the blue hyperlink at the top of the Web Portal screen. Both Administration and
Operations users may adjust User preferences, which will only apply to that user. Administrators may
also change company preferences, which affect all users in the company.

Prohibited
A location that has been designated as a forbidden location type for a worker to stop at.
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Report Tab

On the Reports tab, you have the choice of viewing and exporting several different reports. These reports
list information regarding hours worked, location stop times, timesheet actions, travel times, etc. These
reports can be adjusted to display information over any timeframe you designate in your date/time filter.

Settings Tab
Located on the Administration site, this is where company administrators can set hours of operation and

overtime/double overtime rules.

User
Any employee using Field Force Manager; users include mobile workers, administrators and dispatchers.

Users are created and assigned a work group by company administrators.

Web Portal

The Web-based component of Field Force Manager. The Web portal allows dispatchers and managers to
view worker locations and job status, so workers can be dispatched in the most efficient manner. The Web
portal also provides individual worker reports, and lets you review all worker activity.

Worker
Any employees using the Field Force Manager software on their phones out in the field.
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